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Registration  

To register with a journal, click the Register link on the upper right corner. 

 

 

 

This will open the Registration Form for you to complete with all required information. 

 

 

All fields with an asterisk (First Name, Last Name, Affiliation, Country, Email, Username, 

Password, Repeat Password) are mandatory. 

 



You will be automatically registered as a Reader and an Author. You will be given the 

option to register as a Reviewer as well. 

You will not be able to self-register for an Editorial Role (e.g., Editor, Section Editor, 

Copyeditor, Layout Editor, Proofreader, or Journal Manager). If you need to be enrolled 

at that level, contact a current Journal Manager or Site Administrator. 

After that, when you login, you will be taken to your Dashboard. 

 

 

 

Submitting an Article # 

Start a new submission by clicking the New Submission button on the right side of the 

screen. You will be taken to Step 1 of a 5-Step process to upload and describe your 

submission. 

 

https://docs.pkp.sfu.ca/learning-ojs/en/authoring#submitting-an-article


 

Step 1 # 

In Step 1 you will provide preliminary information about your submission. 

 

 

 

https://docs.pkp.sfu.ca/learning-ojs/en/authoring#step-1


Step 2 # 

On Step 2, a window will open allowing you to upload your submission file. 

 

Step 3 # 

On Step 3, you will be asked to add more information about the submission, including 

the title of the submission (broken down into prefix, title, and subtitle), and the abstract. 

If the journal allows submissions in multiple languages, clicking on each metadata field 

will reveal the option to enter the metadata in the other languages that are enabled, 

allowing you to enter the title, subtitle and abstract in the other language(s).  

https://docs.pkp.sfu.ca/learning-ojs/en/authoring#step-2
https://docs.pkp.sfu.ca/learning-ojs/en/authoring#step-3


 

 

you are able to add any additional contributors. 

 

 

 

You can add more contributors (e.g., co-authors), by clicking the Add Contributors link. This 

will open a new window with fields to enter their information. 

 



 

 

Hit Save, and the new contributor will appear on the screen. 

 

 

You may also see additional fields to complete, such as keywords.  

 

 

 

Click Save and Continue to move forward. 

 



Step 4 # 

On Step 4, you will be asked to confirm that you are happy with your submission. 

Click Finish Submission. 

 

 

 

A box will pop up asking you to confirm you are finished. Click OK. 

 

 

 

 
 

 

https://docs.pkp.sfu.ca/learning-ojs/en/authoring#step-4


 

 

Step 5 # 

 

 

 

Your submission is now complete! The editor has been notified of your submission. At 

this point, you can follow the links to: 

 Review this submission 

 Create a new submission 

 Return to your dashboard 

Once you complete a submission, you cannot make changes to it. If you want to replace 

the file you submitted or make other changes to the submission, you will need to contact 

the editor through the Pre-Review Discussions tool. 

 

 

https://docs.pkp.sfu.ca/learning-ojs/en/authoring#step-5


Dashboard # 

And here is your submission in your Dashboard. You can see that it is currently in 

the Submission stage. 

 

 

 

Over the coming days, it will move into the Review stage, and if accepted, into the Copyediting 

and Production stages before being published. 

 

 

Thank you 

https://docs.pkp.sfu.ca/learning-ojs/en/authoring#dashboard

