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The following instructions are to serve as a quick-reference guide to Open Journal 
Systems (OJS) version 2.4.7. These instructions will give editors of the journal 
Technologies for Lightweight Structures (TLS) a step-for-step description on the 
editorial workflow that is specifically tailored to the journal. 
 
For general, but more detailed instructions on any OJS issue, please use the 
following resources: 

 OJS Documentation: http://pkp.sfu.ca/ojs_documentation. The “OJS in an 
Hour” Guide is particularly in-depth. 

 OJS Support Forum: http://forum.pkp.sfu.ca/ 
 
 
 
 
 
 
Editor-in-Chief 

Prof. Dr. Lothar Kroll 
Phone: +49 371 531 23120 
Mail: slk@mb.tu-chemnitz.de 
 
 
Editorial Contact 

Dr.-Ing. Jürgen Tröltzsch 
Phone: +49 371 531-35665 
Mail: tls-journal@tu-chemnitz.de 
 
 
Support Contact 
Martin Bauschmann  
Phone: +49 371 531-31135 
Mail: tls-journal@tu-chemnitz.de 
 
 
 
 
 
 
This document is for internal use only 

http://pkp.sfu.ca/ojs_documentation
https://pkp.sfu.ca/files/OJSinanHour.pdf
https://pkp.sfu.ca/files/OJSinanHour.pdf
http://forum.pkp.sfu.ca/
mailto:slk@mb.tu-chemnitz.de
mailto:tls-journal@tu-chemnitz.de
mailto:tls-journal@tu-chemnitz.de
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Editorial Workflow Technologies for Lightweight Structures 

 
Figure 1: Editorial Workflow 
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Learn more 

Help Documentation 

Open Journal Systems has a 12,000 word Help document that is contextually 
embedded within OJS, with the relevant pages coming up depending on where the 
user is when requesting Journal Help. Click on “Journal Help” in the bottom of the 
sidebar to enter the Help document. 
 
 

Test-Drive OJS 2.1.1 

PKP hosts a demo version of the current OJS release at: 
http://pkp.sfu.ca/ojs/demo/present/index.php/demojournal/issue/current 
 
Log in using admin as the username and testdrive as the password, and select the 
Author role (or any other role) to explore how it operates.  
 
Please note that any changes made to the Test-Drive Journal will be cleared every 
Monday (8:00 GMT). 

http://pkp.sfu.ca/ojs/demo/present/index.php/demojournal/issue/current
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Editors 

The Editor oversees the entire editorial and publishing process. In the Editorial 
Process, the Editor sees through Submission Review and Submission Editing. 
 
 

Getting Started 

 If you are not registered as a user of Technologies for Lightweight Structures, 
please start by signing up as an Author, Reviewer and/or Reader at 
www.lightweight-structures.de/user/register. After submitting the register 
form, please email the journal staff at tls-journal@tu-chemnitz.de to request 
enrollment as an Editor for the journal. 

 Log in to your OJS account under www.lightweight-structures.de/login (or use 
the login function in the right sidebar on any journal site) with your chosen 
login credentials. 

 Select the preferred language, English (default) or German, from the right 
sidebar. Note: Even for submissions in German you may leave the default 
English language setting of the software. Switching to German is only 
necessary prior to sending automated emails to German speaking Authors or 
Reviewers via the software and prior to selecting the Review form for the first 
round of review (see the Review section in this guide). 

 Select your role as ‘Editor’ on the User Home page (Fig. 2). to get to the 
Editor Home page (Fig.3). 

Figure 2: User Home page 

 
 

Submissions 

The Journal Manager notifies all enrolled Editors via E-Mail, when new articles have 
been submitted to the journal. Editors then assign themselves to submissions 
according to their area of expertise and available time resources.  
Assigned Editors may at their own discretion organize the Editorial tasks among 
each other. From a technical point of view, the software Open Journal Systems 
requires actions by only one of the assigned Editors at each step. 
 

www.lightweight-structures.de/user/register
mailto:tls-journal@tu-chemnitz.de
http://www.lightweight-structures.de/login
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Under “Submissions”, Editors will see articles which are “unassigned”, “in review”, “in 
editing”, or in the “archives”. Clicking any of these links will provide additional details 
on each article in these categories.  
 

Figure 3: Editor Home page 

 
 

Assign Editors 

Each submission to the journal enters the editorial process in the Editors' 
Unassigned queue. Select “Unassigned” and then click the article title link. 
 
 

 

Figure 4: Selecting an unassigned article 

 
On the “Summary” page, go to the “Submission” and “Editors” section (Fig. 5). 
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Figure 5: Unassigned article summary page 

 
 
From here, you have the option to: 
 

 Send an email message to the author (click on the envelope icon next to the 
author’s name) 

 

 Read the original file by clicking on the submission file name. 
 

 Add any supplementary files by clicking on the “Add Supplementary File” link. 
 

 Assign yourself and/or another Editor. (Note: The role “Section Editor” is used 
only if one of the submitting Authors is an enrolled Editor for the journal. In 
that case, please contact the Journal Manager to enquire about the 
procedures). Clicking on “ADD EDITOR” will take you to a list of journal 
Editors. Select the “Assign” link to give the submission to the chosen person 
(Fig. 6).  

 

 This will automatically generate an email message form informing the 
assigned Editor of your decision. Click on Send to notify the assigned Editor. 

mailto:tls-journal@tu-chemnitz.de
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Figure 6: Assigning an editor 

 
 
In the “Submission Metadata” section of the article Summary page, you may use the 
“Edit Metadata” link to make any changes to the submission’s metadata fields. 
For example, you may wish to review the abstract provided by the author. 
 
You can also use the “Review”, “Editing”, and “History” links at the top of the 
Summary page (Fig. 7) to follow the progress of the submission. The Review and the 
Editing tab correspond to stages in the Editorial Process. The Summary tab shows 
details about the submission such as author, editors, status, and metadata. The 
History tab provides a log of actions taken regarding the submission, related emails, 
and submission notes. 
 

 

Figure 7: Summary Links 

 
 

Review 

After the Editor assignment, a submission is pushed in the Review queue of the 
editorial process. In the Review stage, assigned Editors will perform all the tasks 
necessary to manage the Peer Review of the submission. For the journal 
Technologies for Lightweight Structures, this includes two Reviewers, and at least 
one but no more than two rounds of review (see details below). 
To see submissions that are in the Review phase, click “In Review” on the Editor 
Home page. 
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Figure 8: Start Review 
 

 
The “Submissions in Review” page (Fig. 9) shows all the submissions that have 
been assigned to you and which are in the Submissions Review phase of the 
Editorial Process. In the list of "In Review" submissions, you will see: 
 

 the unique ID number assigned to this submission (an ID number used in the 
filenames of all versions of this submission as it goes through the Editorial 
Process) 

 the date when this item was submitted 

 the Section abbreviation (ART=articles) 

 the name(s) of the author(s) 

 the title of the submission 

 several colored status fields indicating the dates when certain actions – such 
as review requests and due dates – occur and the final ruling on this 
submission  

 
Look for the article you want to manage using the search and filtering tools provided. 
Click on the title of the article. This will bring you to the main Review page for this 
submission. 
 
 
 
 
 



            
 

Editorial Guide 
11 

 

Figure 9: Submissions in Review 

 
 

Initial Editorial Check 

By default, you will be taken to the Review tab of the editorial process.  
 
On the Review page for the submission you are working on, first go to the Editor 
Decision section (Fig. 10) at the bottom of the page. Open the “Review Version” of 
the submission to conduct an initial examination as to whether a submission is a 
non-plagiarized research paper, falls within the journal's subject area and complies 
with the basic formal guidelines of the journal. 
 
Under “Select decision”, you may dismiss unsuitable submissions right away by 
selecting „Decline Submission“ from the dropdown and clicking on „Record 
Decision“. In that case, notify the Author(s) by clicking on the envelope icon next to 
“Editor/Author Email Record”. Remember to switch the language setting of OJS in 
the right sidebar to German before sending the Mail to non-English speaking 
Authors. 
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Figure 10: Submissions in Review 

 
 

Assigning the Submission to Reviewers 

On the Submission Review page is a section labeled “Peer Review”. The first step in 
this process is to select two Reviewers for the submission. Click the “Select 
Reviewer” link (Fig. 11).  
 
 
 
 
 

Figure 11: Start Peer Review 

 
 
You'll be taken to a list of available Reviewers for the journal including their Review 
statistics (Fig. 12). You can click on the name of any Reviewer to view his or her 
profile. You may also use the Search and Browse features at the top of this page to 
find a Reviewer. 
If you see the Reviewer you want (criteria: area of expertise, language, workload of 
reviewer etc.), click “ASSIGN” in the appropriate row and you will be taken back to 
the main Review screen. Repeat this process to assign a second Reviewer. 
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Figure 12: Selecting Reviewers 

 
 
If you don't find the person you want in the list of registered Reviewers, you may use 
the “ENROLL AN EXISTING USER” link to find a user who has a user account with 
the journal, but is not enrolled specifically as a Reviewer (e.g. another Editor, 
Author). On the following screen (Fig. 13), click on a name to get more information 
about a user. Tick the box in the line of the user you want to enroll and click on 
“ENROLL USER”. Once you have enrolled the user, he/she will appear on the list of 
available Reviewers (Fig. 12). You may then click “ASSIGN” to assign the 
submission to that Reviewer, and you'll be taken back to the main Review screen. 
 

Figure 13: Enroll existing user  

 
A note on how to find a suitable Reviewer: 
Authors are asked to provide a list of up to three Reviewers who they would 
recommend to review their manuscript. The suggestions can be found in the first 
paragraph of the submission’s “Summary” page. You may follow these suggestions 
or use them a starting point for the Reviewer search. 
If there are no suitable Reviewers registered or suggested by the Author(s), identify 
suitable scientists and academics online (e.g. by clicking on the “Find Reviewers on 
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Scopus” link provided on the Reviewer selection page), contact them via e-mail and 
invite them to register as a Reviewer. You may include the journal’s email address 
tls-journal@tu-chemnitz.de in the BCC line of the mail. That way you will be notified 
by the journal’s staff when the sought person has registered and can be assigned to 
submissions. 
 
When you have finished assigning Reviews, you should be returned to the “Review” 
Section (Fig.14). Click the “Request” icon under each Reviewer generating an email 
message to request his/her participation. Remember to switch the language setting 
of OJS in the right sidebar to German before sending the Mail to non-English 
speaking Reviewers. You may also personalize the message before sending. You 
can choose to send the e-mail (by clicking “Send”) or skip the e-mail (by clicking 
“Skip Email”) if you have already notified the Reviewer in another way. 
 

 
 

Figure 14: Requesting review 

 
You will now be sent back to the main Review screen. Note that after sending the 
message, the “Request” icon now includes a message sent date (Fig. 15). 
On the main Review screen click on “Select Review Form” (Fig. 15). 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 15: Select review form 

http://www.lightweight-structures.de/user/register
mailto:tls-journal@tu-chemnitz.de
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According to the language of the submission, select either the “Review Form 
(English)” or, after switching the language selection in the right sidebar to German, 
the “Review Form (German)” for each Reviewer of the first round of review by 
clicking on “ASSIGN” (Fig. 16). The selected form will be presented to Reviewers to 
complete, instead of the default form which consists of two open text boxes, the first 
"for author and editor," and the second "for editor" (used for second round of review). 
 

Figure 16: Assign review form 

 
 

First Round of Review 

The journal is set up to allow Reviewers to log in to the journal, record his/her 
decision to conduct the review and then enter his/her recommendation and review 
comments. Once this happens, you as an Editor will see this information recorded in 
the Peer Review section for the submission (Fig. 17). 
You can also use this section to cancel a Review request (click Cancel Request), 
change the due date (click the due date link), send a reminder to the Reviewer (use 
the Send Reminder link), and to read the Reviewers comments (click the “Review” 
icon). If the Reviewer has sent you his review via E-Mail, you can upload it in the 
“Editor To Enter” line. 
 
 
 
 

Figure 17: Review is underway 

 
The Reviewer’s final recommendation will also appear in this section once their 
decision has been made (Fig.18). You will receive a message once the Reviewer 
has completed their review. At this point, you can use the “Acknowledge” icon to 
thank them for their efforts.  
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Any uploaded files from the Reviewer will also be available here. By ticking the box 
to left of the “Record” button and clicking the button you enable the Author to view 
the Reviewer’s file. Please make sure that the file does not contain any information 
that jeopardises Reviewer’s anonymity.   
 
 

 

Figure 18: Review is completed 

 
 

Making a Decision on an Article 

The Editors must now decide the next step for the submission on the grounds of the 
Reviewer’s recommendation. In the “Editor Decision” section on the Review page 
(Fig. 19), your choices are: accept, ask for revisions, resubmit for another Reviewer 
(not used for initial selection), or decline the submission. Select your choice from the 
dropdown menu and click “Record Decision”. 
 
 
 

 

Figure 19: Making Editor Decision 

 
The consequences of the Editor Decisions at this point are: 
 
Decline Submission 
If you decline the submission, your task is complete once you have notified the 
Author of the decision (see below). The article automatically goes to the journal's 
archive, and no further work is required. 
 
 
 



            
 

Editorial Guide 
17 

Accept Submission 
If you choose to accept submission, you can send the submission to the Copyediting 
stage. 
 
Revisions Required 
Indicates that the Author(s) must make revisions to the article, which will then go 
through another round of review (see below). If you make this decision, you must 
await a revised version from the Author(s). 
 
After making your decision, you will need to notify the Author(s) of your decision, 
using the email icon next to the text ”Editor/Author Email Record” (Fig. 19). The 
system, in fact, will not let you proceed to the Submission Editing process unless you 
do so. Remember to switch the language setting of OJS in the right sidebar to 
German before sending the Mail to non-English speaking Authors. In the form that 
opens up (Fig.20) you may (1) paraphrase Reviewer’s assessment in the body text, 
or (2) insert the comments from the Peer Review Forms into the body text by clicking 
“Import Peer Reviews”, or (3) upload manuscript version with detailed comments 
(your own or those provided by the Reviewers during the Peer review process) under 
“Attachments”. Don’t forget to include the decision in the body text after the 
phrase “Our decision is to:”. 
 

 

Figure 20: Notifying the Author of Editor Decision 
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If you chose to accept the submission, you have to click the “Send to Copyediting” 
button to push a selected version of the article to the Copyediting stage (Fig. 21). 
 
 

Figure 21: Sending final version to Copyediting 

 
 

Second Round of Review 

If you decide that an article has to be revised, the Author(s) have the opportunity to 
amend the article and resubmit it for a second review. The Corresponding Author 
may upload the revision through the journal's Web system, in which case it will 
appear on the submission's Editing page in the Editor Decision section, next to the 
label "Author Version" (Fig. 22) If, on the other hand, the Author e-mails the file to 
one of the Editors, that person will need to upload the file to the journal's system 
using the upload tool next to "Editor Version". 
 
 
 
 
 
 
 
 
 
 

Figure 22: Revised Author Version uploaded 

 
 
If minor revisions were required by the Reviewers, the Editors decide whether the 
amendments the Author(s) have made have taken into account all the points raised 
in the initial review. Again, they may accept the submission (proceed as described 
above), require further revisions (proceed as described above) or decline the 
submission. 
 
If major revisions were required by the Reviewers, the revised version will be re-
evaluated by at least one of the Reviewers. Therefore, you will need to record a new 
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decision in the Editor Decision section. Select "Resubmit for Review" from the 
dropdown menu, and click “Record Decision” (Fig. 23). 
 
 
 
 
 
 
 
 
 
 
 

Figure 23: Revised Author Version uploaded 
 
 
You will be asked if you're sure you wish to record the decision - click OK if you are 
sure. Now under the Editor Decision section of the Review page, you will see an 
option to resubmit the selected file for peer review. 
Select the radio button next to the version (Review Version, Author Version or Editor 
Version) you wish to send through the Review Process, and click “Resubmit” (Fig. 
24). 
 
 

Figure 24: Choose version to resubmit 
 
 
If you look under the Peer Review section of the Review tab for this submission, you 
will now see that a second round of review is underway (Fig. 25). The Reviewers 
assigned to the original submission are already assigned to review the revised 
version. You can see the results from previous rounds of reviews, including the 
Editor's previous decision, by clicking “VIEW REGRETS, CANCELS, PREVIOUS 
ROUNDS”.   
First, you may “CLEAR REVIEWER” whose presence in the second round of review 
is not needed. Then, you should notify the Reviewer that you chose to assign for the 
second round and begin the review process again (see description above). 
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Figure 25: Starting second round of review 

 
 
Note: The only difference to the first round of review is that no specific Review 
Form is selected for this stage. Instead, the Editor requests the Reviewer in the 
notification mail to assess whether the Author(s) have addressed all issues raised in 
the first round of review. 
 
Based on the Reviewer’s recommendation you may accept the submission, require 
further revisions (which are the assessed by you then) or decline the submission. 
Notify the Author(s) and send the final version of the manuscript, if accepted, to the 
Copyediting Stage. 
 
 

Copyediting 

Accepted submissions are directly sent to Copyediting, the first step of the 
Submissions Editing process. For Technologies for Lightweight Structures a 
designated Copyeditor manages this stage, which typically entails working with the 
author to improve grammar, language style and clarity. 
 
Please notify the Journal Manager (Mail: tls-journal@tu-chemnitz.de) of your editorial 
decision. The Journal Manager will coordinate the remaining stages of the Editing 
process, namely Copyediting, Translating, Layout Editing, Proofreading and 
Scheduling, and reconfirm with you before publishing the final article. 
 
 

Final Editorial Check and Publication 

Once the whole Editing process has been completed, the initially assigned Editors 
are notified by the Journal Manager and receive the article galleys (possibly with 
translation) via e-mail for a final Editorial Check. When the Editors give their final 
approval, the Journal Manager schedules the article for publication offering 
immediate open access. 

mailto:tls-journal@tu-chemnitz.de

