


EDIS Submission & Review
Instructions for Authors
in Blind-Review Departments
Getting Started
To register as an author
To submit a manuscript for EDIS, you'll first need to register. In some cases, you may already have had an account created for you by your editor, but if necessary, you can create an account yourself: 
1. Select the “Not a User? Register…” link at http://journals.fcla.edu/edis .
2. Fill in the online form. Be sure to complete all of the required fields (marked with an asterisk).
3. Near the bottom of the page, be sure to select the Author and Reviewer roles.
4. Hit the Submit button to generate your new account.
The “forgotten password” process is very simple, if you need to use it. This account does not use gatorlink authentication.
Log in to your OJS Account
· Select the EDIS Journal if you belong to other Florida Online Journals
· Select your role as Author

IMPORTANT
· You must complete all five steps of the submission process in order to successfully complete the submission.

Submission Process
Step 1: Start the submission: Select the “Click here” link under “Start a New Submission”
[image: ]

1. Select your department from the drop –down menu
[image: ]

2. Check each box in the submission (this list is the default OJS submission checklist, all boxes must be checked before proceeding):
[image: ]
3. Add any comments you wish to send to the editor. Use this field to suggest reviewers and indicate any deadlines or other concerns affecting handling. 
[image: ]
4. Select “Save and continue”.

Step 2: Upload the submission.
[image: ]
1. Click Browse to open a Choose File window for locating the file on the hard drive of your computer.
2. Locate the file you wish to submit and highlight it.
3. Click Open on the Choose File window, which places the name of the file on this page.
4. Click Upload on this page, which uploads the file from the computer to the journal's web site and renames it following the journal's conventions. Once the submission is uploaded, click “Save and continue”.


Step 3: Enter the submission’s metadata.
1. Complete the author details. All fields marked with an asterisk are required. If there are multiple authors, use the “Add Author” button to bring up additional fields:
[image: ]
2. Add the title and abstract. (required fields) The abstract is used in the review stage to describe the manuscript for potential reviewers.  It can be revised by the editors and eventually used for access to the published fact sheet.
[image: ]
3.   Complete the indexing.  Optional. (Click the EDIS Topic Index link to see an alphabetical listing of EDIS topics):
 [image: ]
4. Enter the names of any supporting agencies:
[image: ] 
5.  Optional: References should be included as part of your manuscript. 
This section is not used for anything at this time.
[image: ]
6. Select “Save and continue”.


Step 4: Upload supplementary files. (Optional)
[image: ]
1. Although this is uncommon for EDIS publications, if you have any supplementary files, such as research instruments, data sets, etc., you may add them here. Supplementary Files can be uploaded in any file format.
2. Locate the file you wish to submit and highlight it. 
3. Click Open on the Choose File window, which places the name of the file on this page. 
4. Click Upload on this page, which uploads the file from the computer to the journal's web site and renames it following the journal's conventions. 
5. Once the submission is uploaded, click “Save and continue”.


Step 5: Confirming the submission.
With the previous four steps of the submission process completed, click "Finish Submission" to submit your manuscript. You will receive an acknowledgement by email and will be able to view your submission's progress through the review and editorial process by logging in to the EDIS Submission and Review website.

[image: ]

Congratulations, you have successfully submitted your manuscript!
It is now entering the Review Stage, where it will be routed for blind peer-review and administrative approval before editing and layout.


Working with submitted manuscripts
Each time you log in, you will be presented with a list of all of your outstanding submissions, including their status.
[image: ]
Articles may be listed as awaiting assignment to an editor, queued for editing, etc. Clicking on the article title link or the status link will provide further details.



Responding to Reviews
After reviews have been performed, your department editor will send a form email with reviewer comments and recommendations. To view them and respond, either click on the link in the email, or you can log in to your account and click on the linked title of your submission. You will find yourself on the ‘Summary’ page, where you will be able to review the fields you entered at the time of submission.
Go to the “Review” section:

[image: ]

From here you can read commented versions of your manuscript and read or submit comments using the “Editor/Author” icon.
Use the file upload tool at the bottom of the page to submit any changes .

Editing Stage
After all approvers have accepted the submission it will be queued for  initial copyediting, then a copy will be returned to you for author copyediting.
Log in to your account and select the “Queued for Editing” link.
Read through the edited version and make any additional changes necessary. Copyedit comments can be added using the icon near the bottom of this section. 
Upload your revised version in the “Author Copyedit” section. 
IMPORTANT: Click on the envelope icon in the “Complete” column when you are finished. This notifies the Copyeditor that you are finished: [image: ]

Proofreading
(This step may be handled informally by email)
Once the HTML and PDF documents have been created, you may be asked to proofread them before publication. Proofreading instructions are linked at the bottom of the section. You may also submit corrections using the “Proofreading Corrections” icon. When you are finished, use the “Complete” icon to notify the Proofreader:
[image: ]
This is your last opportunity to make any changes to your document before publication.
[bookmark: _GoBack]Useful Tips 
Tracking multiple submissions: Note your submission ID number (e.g., “#88135”) especially if you have multiple submissions. The title is truncated at around 35-40 characters in many listings. 
Communicating with editors: Use the “Notify Editor” email link to query about the status of the review.  Emails will go to all editors listed (editing and review) and will be recorded in the editor/author email record. 
Envelope Icon: Throughout the system, the envelope icon represents an opportunity to send emails (usually with appropriate text already filled in). These emails are logged in the submission record.
Keeping track of files: The file naming convention can be confusing! 

Files are renamed by the following pattern: 
[submission ID]-[file ID]-[version]-[stage]
Here’s a list of the various File Stage abbreviations you may encounter:
Initial submission files:
SM	Submitted manuscript
SP	Supplemental files

Review editing files:
RV	Files created in Review stage
ED	Files created in Editor Decision stage

Editing stage files:
CE	Files created in the Copyediting stage
LE	Files created in the Layout Editing stage

Less common file types:
NT	Note
AT	Attachment
PB	Public
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Step 1. Starting the Submission

L.START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

Encountering difficulties? Contact Diana Hagan for assistance (352-204-3315).

Journal Section
Select the appropriate section for this submission (see Sections and Policies in About the Journal).

Section *

Citrus Extension — EDIS Publications
Citrus Extension — Trade Journal Articles
agronom;

Submissio
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Submission Checklist

Indicate that this submission is ready to be considered by this journal by checking off the following
(comments to the editor can be added below).

[ The submission file is in OpenOffice, Microsoft Word, or RTF document file format.
[ Where available, URL for the references have been provided.

[ The text is single-spaced; uses a 12-point font; employs italics, rather than underlining
(except with URL addresses); and all illustrations, figures, and tables are placed within the
text at the appropriate points, rather than at the end.

[/ The text adheres to the stylistic and bibliographic requirements outlined in the Author
Guidelines, which is found in About the Journal.

[/ If submitting to a peer-reviewed section of the journal, the instructions in Ensuring a Blind
Review have been followed.
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Step 2. Uploading the Submission

1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

To upload a manuscript to this journal, complete the following steps.

1

5.

On this page, click Browse (or Choose File) which opens  Choose File window for locating the
file on the hard drive of your computer.

2. Locate the file you wish to submit and highlight it.
B
4. Click Upload on this page, which uploads the file from the computer to the journal's web site

Click Open on the Choose File window, which places the name of the file on this page.

and renames it following the journal's conventions.
Once the submission is uploaded, click Save and Continue at the bottom of this page.

Encountering difficulties? Contact Diana Hagan for assistance (352-294-3315).

Submission File

No submission file uploaded.

Uplod submision e

NSURING A BLIND
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Affiliation [University of Florida

(Your institution, e.g. “Simon Fraser University")
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Bio Statement
(E.g., department
and rank)

EDIS library coordinator, TFAS Communications
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Indexing

Provide terms for indexing the submission; separate terms with a semi-colon (term1; term2;
term3).

Subject [ems and Technology; UF/IFAS Extension] X

dassification o5 Toic index

Language

English=en; Frenct

es. Additional codes.
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Contributors and Supporting Agencies

Identify agencies (a person, an organization, or a service) that made contributions to the content or
provided funding or support for the wark presented in this submission. Separate them with a semi-
colon (e.g. John Do, Metro University; Master University, Department of Computer Science).

Agendies [ ]
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References

Provide a formatted lst of references for works cited in this submission. Please separate individual
references with a blank line.

References





image11.png
1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5.
CONFIRMATION

This optional step allows Supplementary Files to be added to a submission. The files, which can be in
any format, might include (a) research instruments, (b) data sets, which comply with the terms of the
Study's research ethics review, (c) sources that otherwise would be unavailable to readers, (d) figures
‘and tables that cannot be integrated into the text itself, or other materials that add to the

contribution of the work.

o Tme ORIGINALFILENAME DATE UPLOADED acTion

No supplementary files have been sdded to this submission.

Uplod supplementary fie
=

Ew
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1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION
To submit your manuscript to EDIS Journal click Finish Submission. The submission's principal contact
will receive an acknowledgement by email and wil be able to view the submission's progress through

the editorial process by logging in to the journal web site. Thank you for your interest in publishing
with EDIS Journal.
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#88141 Review

SUMMARY REVIEW EDITING

Submission
Authors Diana Hagan
Title Experiments in EDIS Publishing
Section Agronomy
Brent Sellers 1 (Review)
Editor Amanda Quintos (Editing)
Allson Nick (3 (Editing)
Robert Gilbert =] (Review)
PeerReview
Round 1
Review Version £v.000K 2016-06-01
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Last modified  —
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Editor Version  None
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Copyediting

REVIEW METADATA RequesT UnoERwAY
1. Initial Copyedit 2016-06-01 -
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Proofreading
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