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The Proceedings of TDWG

Introduction

Thisdocumentsteps through the process of submitting an abstract to Fheceedings of TDWG
the reviewandediting of the abstract and the final production of the journ@he instructionsn
thisdocumentg A f £ | £ &2 ISy SNKE NBE SNRIQE & Wi Btheq § H R R IEIQRA Q

The Proceedings

Abstracts are required for ALL oral presentations, posters and computer demonstrations for

¢t52D O2yFSNByOSad ¢KSNB Aa |faz2 dadaftte F W 2yaN
publishirg abstracts that do not have a presentation, poster or demonstration, but are considered

useful to publish.

Presentations for all sessions are managed a Session Chair. The Session Chair will seek
presentations for their session, but please contact the BasShair as soon as possible if you wish
to present in their session. If the abstract is not approved for the chosen session, you may submit
the abstract as a poster or a computer demonstration.

User Roles

There are 9 roles that can be played in OJ8 ¢secen below). The first section steps through a
typical Author submission of an abstract to The Proceedings of TDWG.

Taxonomic Databases Working Group - TDWG

HOME ABOUT USER HOME SEARCH OPEN JOURNAL SYSTEMS
.......................... e
Home = User Home
USER
User Home R
You are logged in as...
---------------------------------- Iee
* My Journals
My Journals o My Profile
v e Log Out
Proceedings of TDWG
» Journal Manager JOURNAL CONTENE
» Editor Search
» Section Editor
» ;aygut Editor 2 >
» Reviewer
» Copveditor _Search |
» Procfreader
» Author

» Subscription Manager

My Account

» Register for Other Journals
» Edit My Profile

» Change My Password

» Log Cut
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Part 1: Submitting an Abstract or Document for Review

Submitting adocument $ould take less than 10 minutes. It is important that the outline below is
followed carefully as it will take the Editor valuable time to correct any mistakes (if they are
detected).

The Proceedings
Prepare youdocument making sure that:

1 The person who submits the abstract to @3the Primary Contact. If someone else
submits the abstract, the Primary Contact will not be able to see the abstract or interact
efficiently with the Editors.

1 The submission is in English and is less than Zbakacterancluding all spacebut not
including title, authors, affiliations or acknowledgements.

9 The submission file must be Microsoft Word or RTF as the Reviewer and Editor will use the
MS Word 'Track Changes' feature.

1 The textis singkspaced, uses B2-point font, has a blank line between paragraphs and
no paragraph indentation.

1 You have agreement from the Session Chair for the session that you are planning to
present in. If you do not, you must submit an abstract for either a POSTER or a
COMPUTEREMONSTRATION.

9 Abstracts and presentations must be keptsample as possibla&ith no unexplained
jargon or acronyms. Please assume that most of the audience will not have understanding
of any technical issue<.g., taxonomists should be able to understgmesentations
from computer scientists and vice versa.

Authors who have English as a secondary language should if needed seek assistance with their
abstracts before submissioBefore submission, be prepared with names, email addresses and
affiliationsfor all co-authors and any acknowledgements to individuals or sponsors.

TDWG Standards Track

There are two criteria that must be considered when submitting a proposed standard to the
TDWG Standards Track

1 That the proposed standard conforms to the TDWé&h&ards Specification and
1 The format of the file permits Reviewers to marng the document with suggestions

hyS a2fdzZirA2y Aa (2 das aAONRa2Fdun 22NRQE WiNI O}

TDWG Charters

Proposed groups must ensure that the charter is based ondimplates at
http://www.tdwg.org/activities/documentation/templates/
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Step 1. Log In and Select Role as an Author

Navigate your browser tbottp://www.tdwg.org/ojs and log in usingour standard TDWG log in
and password. This is the same login/password that you would have used to register on the TDWG
site. All TDWG online applications use this same login and password.

NOTE: You must be theifAary Contacto submit an abstract to the Proceedings as it is only that
person who will be able to see the abstract and interact effectively with the Editors.

Once you have logged in, you will be presented with the range of OJS journals for TDWG and the
potential roles that yothave been authorised fo@ick on tre role of Authorunderthe relevant
journal (the Praceedings of TDW@Gill be used in the examples below)

Proceedings of TDWG

HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES

Home > User Home

User Home

Proceedings of TDWG

» Author

My Account
#» Show My Journals
» Edit My Profile
#» Change My Password
* Log Out

Step 2. Start a New Submission

Check to make sure that yoabstract conforms to each and every one of the items on the

submission checklistYou will not be able to proceed unless you certify that jave met these

requirements.For the Proceedings for example

[~ The submission is in English anté&s than 3,500 characters including all spaces. This d
not include title, authors and any ancillary information.

[~ The submission file is in Microsoft WardRTF file format.

[~ The textis singlspaceduses a 1zoint font, no indented paragighs and a blank line
between paragraphs

[~ All URL addresses in the texe in plain tex{e.g.,http://www.tdwg.orq).

[~ The suggesteREVIEWERVvith e-mail address), (oral or poster) must be added as
'‘Comments to the @tor' at the bottom of Step 1 of the abstract submission (below).

[ You have approval from the Session Chair to give a presentation during his/her $8Bsio
you are submitting an abstract forROSTEBr DEMONSTRATION
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[~ Select POSTER, DEMONSTRATION or the name of the SESSION in which you have
approved to present. Please ensure you allocate your presentation to the correct JOUI
SECTION.

[ The details oALLauthorsMUST BHncluded in STEP 2 of the submissioncpss.

HOME ABOUT USER HOME SEARCH CURRENT ARCRIVES

T P TP TP T

Home > Usear > Suthor > Submussions > New Submission

Step 1. Starting the Submission

4. START 2. ENTSRMETADATA 3. UPLOAD SUSBMISSION & UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

Authors submit tems 1o this journal through this web site in a five-st=p process for uploading the manuscripl and relevant information (with an option to
upicad, as well, supplementary files, such as research data and instruments). If Gifficuities ar= encounter=d in this process, contact Ricargdo Pareirs by
email or phone for assistance.

Submission Checklist

Indicate that this submission s ready to be consider=d by this joumnal &y checking off the following {comments to the editor can be addad below).
D The submission is Jess than 3,500 characters including spaces.

D The submission file is in Microsoft Word, RTF, or ASobe PDF or plain ASCII document file format.

D The text s single-spaced; uses a 12-point fool; employs talics, rather than underdining (except with URL addrsses); and all illustrstions,
figures, and tables are placed within the taxt at the appropriate points, rather than at the end.

D All URL sddresses in the taxt (e.5., bitp://pkp.sfu.ca) are activatad and ready to ciick.

Copyright Notice

Copynght © TOWG {2006). Al Rights Reserved. This document and translations of it may b= copied and fumnished to otbers, and denvative works that
comment on or otherwise axplsin X or assist in its imph station may be prepar=d, copied, published and distridutad, in whole or in part, without
restrction of any kind, provided that the above copynight nolice and this

parsgraph are included on all such copies and derivative works. However, this Socument its=if may not be modifi=d in any way, such as by removing
the copynght nolice or refarences to TDWG or otber organizations, except as needed for the purposz of developing Dindiversily interoperabiity
standards in which case the procadures for copyrnights dafined in the TDWG Document process must be followed, or as requirsd to transiate € into
languages other than English, The limit=d permissions granted above are perpetual and will not be revoked by the TDWG or its successors or assigns.
This document snd the information contained hersin is provided on an "AS IS” Dasis and THE TDWG DISCLAIMS ALL WARRANTIES, EXPRESS OR
IMPLIED, INCLUDING SUT NOT LIMITED TO ANY WARRANTY THAT THE USE OF THE INFORMATION HEREIN WILL NOT INFRINGE ANY RIGHTS OR &NY
IMPLIED WARRANTIES OF MERCHANTABILITY OR FITNESS FOR & PARTICULAR PURPOSE.

Journal Section

Select the sppropnate s=ction for this sudmizsion {s=e Sections and Policies in About the Joumal).
Section® I Flaszs smimcl 3 zaclion... W

Comments for the Editor

Enter text (optional)

[ Seve i conimee G

* Denotes reguired field
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Step 3. Add the Submission Metadata

Themetadata is the origin of the information that will be used to publish the Proceedings. The
Word file is the version used for Review and Editing.

TheTitle, co-authorswith e-mailaddressesnd theiraffiliations the submission astractand any
supporting agencieslUSTbe entered into theext boxes providegandthen pressSave

HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES

Home > User > Author > St izsions > New Submissi

Step 2. Entering the Submission's Metadata

1.START 2. ENTERMETADATA 3. UPLOAD SUBMISSION 4 USPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

This journal gathers meladata about each submission, according to the standards s=t by the Opan Archives Initiative, which is the emerging online
stangdard for identifying research resources. This ol flective and t= s=arching across OAlL databases, incressing the fikelihood that readers
will find submissions such as this one. Editors may insist that metadala b= provided before initisting the editorial process.

Journal's Privacy Statement

The names and email addresses antered in this joumnal site will b= uzed exclusively for the stat=d purposes of this journal and will not b= made
available for any other purpose or to any other party.

Authors

For submissions with more than one suthor, order suthors as they are 1o appear on citation.

First namea* F,,,.i,
Middie name I
Last name*® Fr!el:nc

Affiliation I

Country | united States v
Email® ':hris.fr::l:ncsmobet.er;

Bio statement

{E.g., d=partment and rank)

mml

Title and Abstract

Titl=> IBctani:us.:\rg: Protolyping 3 Web 2,0 Interface to Digitized T.

Apztract Misszuri Botars has besn Jigitizing & A
rature since 1995, starting with rare monographic works —
resented 1o usars as a collection of static HTML pages. ‘
ince that time we bave changed our selection criteria to =
include lsrge multi-volume journals and have radically =:
jchanged how we manage and s=rve those digitizad volomes ‘
io usars. The culmination of this work is now available —
jonline at Bolanicus.org.

Translating the sxpenence of using & ghysical bound object
to_an online display of that object is Gifficult and has Been

i Ly t=chrological gaps i supp T

unctionslity.  MBG is not slone in this effort to Sigitize
arature; many natursl history mus=ums and fibraries have
un scanning matanals individually, but in nesdy all
cazes, including our own, the user interface to thess works

‘mile T s we oAltinn svetam for

Indexing

Choose terms that best describe the submission's content following the categornies used by this joumal, and sxamgies provided by the editor. Separate
t=rms with a s2mi-colon (term1; term2; tarm3).
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Step 4. Upload the file containing the submission

Lee Belbin

NOTE: The file to be uploaded should contain only the abstractneittuthors and affiliations as
we want to ensure blind reviews. Authors with contact email addresses, affiliations and other

informationmust be entered as metadata

This step navigatesn your systenio the file containing your submissi@nd wploadsit to OJS
Thisfile isthe one that isused for review and editing he version in the metadata will be updated
by the Editoronlywhen editing is completedrowse to the locationf the file containing/our

submission anthen press the Upload button.

When the screen is refreshed to acknowledge the uplpaddich may take a minute depending on

the size of the file)press Save.

Proceedings of TDWG

HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES

Home > User > Author > Submissions > New Submission

Step 3. Uploading the Submission

1, START 2. ENTER METADATA 3. UPLOAD SUBMISSION 4, UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION
To upload @ manuscript to this journal, complete the following steps.

1. On this page, click Brovwse [or Choose File) which opens 3 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.

5. Once the submission is uploaded, click Save and Continue at the bottom of this page.

The file can be viewead by clicking on the file name. A new or revised file can be uploaded, deleting the one
that currently appears. If you have difficulties uploading the submission, contact Ricardo Pereira by email or
phone for assistance.

Submission File

File name 7-20-1-SM.doc
Original file name
File size 32KB

2006-07-17 01:48 AM

Abstract_Freeland_Botanicus.doc

Date uploaded

Replace submission file I

Browse... Upload

Caneel

* Denotes required field

Step 5. Upload Any Supplementary Files

OPEN JOURNAL SYSTEMS

Journsl Help

USER
You are logged in as..,
chrisf
+ My Journals
My Profile
Log Out
Log Out as User

e e 0

JOURNAL CONTENT

Search

All v
Search |

Browse
e By lssus
+ By Author
* By Title
+ OtherJournals

INFORMATION

e For Readers
e For Authors
* ForLibrarians

Any additional information can be uploaded as a separatelfij@u want to add some
explanations or instructions to the Editors or Reviewlersthe Proceedingghese should be

added in the main Abstract file.
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Step 6. Confirm Submission

All that remains to be done is to press the green Finish Submission button and the abstract is
entered formally into the system.

HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES

Home > User > Author > Submissions > New Submission

Step 5. Confirming the Submission

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

With the previous four steps of the submission process completed, click Finish Submission to submit your
manuscript to Proceedings of TDWG. You vill receive an acknovdedgement by email and vill be able to view
your submission's progress through the editorial process by logging in to the journal web site. Thank you for
your interest in publishing with Proceedings of TDWG.

File Summary
(o] ORIGINAL FILE NAME TYPE FILE SIZE DATE UPLOADED
20 ABSTRACT FREELAND BOTANICUS.DOC Submission File 32KB 07-17

Finish Submission Cancel |

* Denotes required field

¢CKIFIGQa |ttt GKSNB Aa G2 AGoe ,2dz Oy Oft2asS GKS

is made and start the editorial process. You can log in at any time and you should be able to see
the status of your submigsn.
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Part 2: Reviewing submissions

tfSrasS y2d4S GKFrd GKS AyadaNHziGA2ya o0St2¢ oAttt ISy
in OJS but note that each journal will have its own Review Policy and Guidelines

f  The Proceedings of TDWG (forsukmis2ya 2F | 6aiN}OGa (2 ¢52DQa
1 TDWG Charters (for the review of new TDWG Interest and Task Groups)
1 TDWG Standards Track (for the review of proposed TDWG standards).

TheEditorwill normally notify you by email from the Open Journal Syst¢dd$that you have
been identified as a suitable reviewer ofabmissionYou can use the link near the bottom of the
email (Submission URL) to go directly to siimissiorand review process. You can also enter
the Proceedings manually at any point and reviewghbmission When you log in, OJS will know
what submissions (if anyjave been assigned to yodNote: You do not need to complete a review
in one sessioDJS wilinaintain what information has been entered for later updates.

0OJS is role oriented: A Reviewer will see only review oriented screens and will be lead through the
review process. The steps involvawe-

Login and select the submission to review

Go to thehome page of the Proceedindstif://www.tdwg.org/proceedings/usey or whatever

journal you are reviewing a submission &d bgin to OJS with your standard TDWG credentials

If you used the submissiorRL, you will be taken to th&ibmissiorthat you have been assigned.

You may manually log in and navigate to the "Proceedings of TBWG" a { (G Y Rl NRa ¢ NJ O ¢
G¢52 D / KI NI SelktRevieyidr" asiyiius iple/ou should then see a list of

submissiosassigned to yoas Reviewer

Click on the TITLE of teabmissioryou want to review. This should list the Submission to be
Reviewed, Review Schedule ém&eview StepdNote: Follow each review step as the system will
not permit shortcuts.
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Step 1. Accept or reject the Editors request

{StSO0G 2yS 2F (KS 3INEBSywikly @cSéviaulS or y Brahietdd 2 a w
R2 (GKS NBOGASseéd ! pgAYR2¢ 0GAGE SR W{SYR 9YIAfQ
or Section Editor filled in and the body of the email filled in. You can edit this email or just press

the SEND button at the bottomf the page.When you respond, this adds a record of the date of

your response and notifies the Editor.

Please use the OJS mail system for ALL communications to the Editor or in fact others associated
with the process. The reasave askfor this is thatall mail transmissions are logged and stored.
This makes it easy for all concerned to track the proggsaticularly the Editors

Step 2. Evaluate the Submission

Pleasaead theReviewer Guidelineand the Guidelines fdBlind Reviewsat the bottom ofthe
Review Pagbefore writing the review. The Review Guidelines are different for each of the TDWG
journals

The submissiofile isdisplayed beside Step 2. Click on the file name to either display or download

the submissionPleasesave a copy of the file and usdatever tools you find convenient for
suggesbnsto the Author and Edito2 2 NRQ& WG NI O1 OKIFIy3ISaQ YlFé& 0SS KS
will allow you to effectively suggest changesd for the Author and Editor to see your

recommended changes will suffidéor the Standards Track, using Word and maintaining HTML

format is a fair strategyThe Editor will usually be responsible for final edits, but suggestions for

the Author and Editor are always appreciated.

Step 3. Write the Review.

Youshouldwrite your review directly into OJS usithge separate window that will be displayed
once you click on thittle green page icon next to Review. You can also write your review
externally to OJS in a word processor or text editoroif do the latter, click on the green button
next to review and paste in your review to the relevant recipient. OJS allows for separate
comments to the Author an&ditor,and to the Editor alone. Keep the review as brief as you wish.
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Step 4. Upload Reviewer Version

If you have marked up theubmissionyoucanupload it in step 4. Use the Browse button to
navigate on your local system to the location of the updated file. OJS will keep its own filenames
(all start with submission ID#p it does not maer what the file is calledn your local system

Make sure that the cheekox that allows the Author to see the uploaded file is checlrdss the
Upload button. OJS will upload the file and provide it with a unique name relating to the
submission ID.

In the case of TDWG Standards Track or Charter reviews, it is likely that you may wish to upload
one or moresupplementary file. Thesefiles can contaira more complete set of comments any
other documents you wish the Editor to take into account.

Step 5. Provide arecommendation to Editor

Select a recommendation from the pick list available and then press the Submit Review to Editor
Button. OJS will ask for confirmation because this decision will be logged and cannot be changed
later.
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Part 3: Editor Processing a submission to review stage

This is the start of the process for Bditor or a Section Editofor the review of asubmission to
the Proceedings of TDW®ote: Additional notesabout editingfrom Gail Kammeier can be
foundin Appendix 1.

Step 1. Login and Assume the Role of Editor

0JS has a range of established roles and @Jd@splay and respond differently depending on
your role.Aick onSection Editoi(or Editorif appropriate under Proceedings of TDW&assume
your Editingrole.

Proceedings oi

HOME ABOUT USER HOPM

Home > User Home

User Home

...............................................

Proceedings of TDWG

¢ Journzal Manager

» Editor

» Section Editor

» Lavout Editor

» Reviewer

* Copyeditor

» Proofreader

> Author

» Subscription Manager

My Account

» Show My Journals

» Edit My Profile

¢* Change My Password
¢ Log Out

Step 2. Process an unassigned submission.

If Authors haveplaced their submission ithe correct section, there will be no unassigned

FoAGNI QGad LT Fy ! dziK2NJ R2Say Qi L)X I OS GKS &dz YA3
W yIFaaA3dYSRQd ¢KS |t 0SNYIFGADS & Folstraprotessthig WLY wS¢
an unassjnedsubmission, click on Unassigied ¢(RBS a4 &a (KIFG GKSNB Aa 2yf e
submission
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HOME ABOUT USER HOME

Home > User > Editor

Editor Home

Submissions
#» Unassigned (1)
#» In Review (2)

# In Editing {0)
» Archives

Issues

#» Create Issue

» Schedule Submissions (0)
» Notify Users

# Future Issues

» Back Issues

You will therbe taken to the following screen that will list all unassigned submissions. Click on the
title of the relevant submission.

HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES

Home > User > Editor > Submissions > Unassigned

Unassigned
UNASSIGNED IN REVIEW IN EDITING ARCHIVES
Title ¥ | contains v |
Submitted v betweenl v I v ' v andl v I £ I v
_Search |
MM-DD
ID SUBMIT SEC AUTHORS TITLE
7 07-17 ABS Freeland BEOTANICUS.ORG: PROTOTYPING A WEB 2.0

INTERFACE TO...

1-1o0of1ltems

Section: IAII Sections ¥
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Step 3. Assign an Editor to the submission

The listing below showssummary of the submission and allows yamd yourself oeanother
Editorfor the submissionlf an Author submitted théile to a section, the Section Editor or Editor

would be automatically aggned.
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