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The Proceedings of TDWG 

Introduction 

This document steps through the process of submitting an abstract to the Proceedings of TDWG, 
the review and editing of the abstract and the final production of the journal. The instructions in 
this document ǿƛƭƭ ŀƭǎƻ ƎŜƴŜǊŀƭƭȅ ŀǇǇƭȅ ǘƻ Ψ¢5²D /ƘŀǊǘŜǊǎΩΣ Ψ¢5²D {ǘŀƴŘŀǊŘǎΩ ŀƴŘ the Ψ{ŀƴŘōƻȄΩΦ  

The Proceedings  

Abstracts are required for ALL oral presentations, posters and computer demonstrations for 
¢5²D ŎƻƴŦŜǊŜƴŎŜǎΦ ¢ƘŜǊŜ ƛǎ ŀƭǎƻ ǳǎǳŀƭƭȅ ŀ Ψ/ƻƴǘǊƛōǳǘŜŘ !ōǎǘǊŀŎǘǎΩ ǎŜŎǘƛƻƴ ǘƘŀǘ ƛǎ ǳǎŜŘ ŦƻǊ 
publishing 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 Session Chair 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 OJS (see screen below). The first section steps through a 
typical Author submission of an abstract to The Proceedings of TDWG.  
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Part 1: Submitting an Abstract or Document for Review 

Submitting a document should 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 your document, making sure that:  

¶ The person who submits the abstract to OJS IS the 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. 

¶ The submission is in English and is less than 3,500 characters including all spaces but not 
including title, authors, affiliations or acknowledgements. 

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

¶ The text is single-spaced, uses a 12-point font, has a blank line between paragraphs and 
no paragraph indentation. 

¶ 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 
COMPUTER DEMONSTRATION. 

¶ Abstracts and presentations must be kept as simple as possible with no unexplained 
jargon or acronyms. Please assume that most of the audience will not have understanding 
of any technical issues.  E.g., taxonomists should be able to understand presentations 
from computer scientists and vice versa. 

 
Authors who have English as a secondary language should if needed seek assistance with their 
abstracts before submission. Before submission, be prepared with names, email addresses and 
affiliations for 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 
 

¶ That the proposed standard conforms to the TDWG Standards Specification and 

¶ The format of the file permits Reviewers to mark-up the document with suggestions. 
 
hƴŜ ǎƻƭǳǘƛƻƴ ƛǎ ǘƻ ǳǎŜ aƛŎǊƻǎƻŦǘϰ ²ƻǊŘΩǎ ΨǘǊŀŎƪ ŎƘŀƴƎŜǎΩ ƻƴ I¢a[ ŦƛƭŜǎΦ 

TDWG Charters 

Proposed groups must ensure that the charter is based on the templates at 
http://www.tdwg.org/activities/documentation/templates/.  

  

http://www.tdwg.org/activities/documentation/templates/
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Step 1. Log In and Select Role as an Author 

Navigate your browser to http://www.tdwg.org/ojs and log in using your 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 the Primary Contact to 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 you have been authorised for. Click on the role of Author under the relevant 
journal (the Proceedings of TDWG will be used in the examples below). 
 

 

Step 2. Start a New Submission 

Check to make sure that your abstract conforms to each and every one of the items on the 
submission checklist. You will not be able to proceed unless you certify that you have met these 
requirements. For the Proceedings for example- 

 
The submission is in English and is less than 3,500 characters including all spaces. This does 
not include title, authors and any ancillary information. 

 
The submission file is in Microsoft Word or RTF file format. 

 
The text is single-spaced, uses a 12-point font, no indented paragraphs and a blank line 
between paragraphs. 

 
All URL addresses in the text are in plain text (e.g., http://www.tdwg.org). 

 
The suggested REVIEWER (with e-mail address), (oral or poster) must be added as 
'Comments to the Editor' 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 session OR 
you are submitting an abstract for a POSTER or DEMONSTRATION. 

http://www.tdwg.org/ojs
http://www.tdwg.org/
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Select POSTER, DEMONSTRATION or the name of the SESSION in which you have been 
approved to present. Please ensure you allocate your presentation to the correct JOURNAL 
SECTION.  

 
The details of ALL authors MUST BE included in STEP 2 of the submission process. 
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Step 3. Add the Submission Metadata 

The metadata 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. 
    
The Title, co-authors with e-mail addresses and their affiliations, the submission abstract and any 
supporting agencies MUST be entered into the text boxes provided, and then press Save.  
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Step 4. Upload the file containing the submission 

NOTE: The file to be uploaded should contain only the abstract, with no authors and affiliations as 
we want to ensure blind reviews. Authors with contact email addresses, affiliations and other 
information must be entered as metadata. 
 
This step navigates on your system to the file containing your submission and uploads it to OJS. 
This file is the one that is used for review and editing. The version in the metadata will be updated 
by the Editor only when editing is completed. Browse to the location of the file containing your 
submission and then press the Upload button.  
 
When the screen is refreshed to acknowledge the upload (which may take a minute depending on 
the size of the file), press Save. 
 

 

Step 5. Upload Any Supplementary Files 

Any additional information can be uploaded as a separate file. If you want to add some 
explanations or instructions to the Editors or Reviewers for the Proceedings, these 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. 
 

 

 

¢ƘŀǘΩǎ ŀƭƭ ǘƘŜǊŜ ƛǎ ǘƻ ƛǘΦ ¸ƻǳ Ŏŀƴ ŎƭƻǎŜ ǘƘŜ ǿƛƴŘƻǿΦ ¢ƘŜ 9ŘƛǘƻǊ ǿƛƭƭ ōŜ ŀŘǾƛǎŜŘ ǿƘŜƴ ŀƴȅ ǎǳōƳƛǎǎƛƻƴ 
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 submission.  
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Part 2: Reviewing submissions 

tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ōŜƭƻǿ ǿƛƭƭ ƎŜƴŜǊŀƭƭȅ ŀǇǇƭȅ Ŝǉǳŀƭƭȅ ǿŜƭƭ ǘƻ ŀƭƭ ƻŦ ¢5²DΩǎ ΨƧƻǳǊƴŀƭǎΩ 
in OJS but note that each journal will have its own Review Policy and Guidelines- 

¶ The Proceedings of TDWG (for submisǎƛƻƴǎ ƻŦ ŀōǎǘǊŀŎǘǎ ǘƻ ¢5²DΩǎ ŀƴƴǳŀƭ ŎƻƴŦŜǊŜƴŎŜǎύ 

¶ TDWG Charters (for the review of new TDWG Interest and Task Groups) 

¶ TDWG Standards Track (for the review of proposed TDWG standards). 

The Editor will normally notify you by email from the Open Journal Systems (OJS) that you have 
been identified as a suitable reviewer of a submission. You can use the link near the bottom of the 
email (Submission URL) to go directly to the submission and review process. You can also enter 
the Proceedings manually at any point and review the submission. When you log in, OJS will know 
what submissions (if any) have been assigned to you. Note: You do not need to complete a review 
in one session. OJS will maintain what information has been entered for later updates.  

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

Login and select the submission to review 

Go to the home page of the Proceedings (http://www.tdwg.org/proceedings/user) or whatever 
journal you are reviewing a submission for and login to OJS with your standard TDWG credentials. 
If you used the submission URL, you will be taken to the submission that you have been assigned. 
You may manually log in and navigate to the "Proceedings of TDWG" ƻǊ ά{ǘŀƴŘŀǊŘǎ ¢ǊŀŎƪέ ƻǊ 
ά¢5²D /ƘŀǊǘŜǊǎέ ŀƴŘ ǘƘŜƴ select "Reviewer" as your role - you should then see a list of 
submissions assigned to you as Reviewer. 
 
Click on the TITLE of the submission you want to review. This should list the Submission to be 
Reviewed, Review Schedule and 5 Review Steps. Note: Follow each review step as the system will 
not permit shortcuts. 

 

http://pkp.sfu.ca/?q=ojs
http://www.tdwg.org/proceedings/user
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Step 1. Accept or reject the Editors request  

{ŜƭŜŎǘ ƻƴŜ ƻŦ ǘƘŜ ƎǊŜŜƴ ŜƴǾŜƭƻǇŜǎ ƴŜȄǘ ǘƻ άwŜǎǇƻƴǎŜ     Will do the review      or       Unable to 
Řƻ ǘƘŜ ǊŜǾƛŜǿέΦ ! ǿƛƴŘƻǿ ǘƛǘƭŜŘ Ψ{ŜƴŘ 9ƳŀƛƭΩ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǿƛǘƘ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ 9ŘƛǘƻǊ 
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 bottom of 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 reason we ask for this is that all mail transmissions are logged and stored. 
This makes it easy for all concerned to track the process ς particularly the Editors. 

Step 2. Evaluate the Submission 

 Please read the Reviewer Guidelines and the Guidelines for Blind Reviews at the bottom of the 
Review Page before writing the review. The Review Guidelines are different for each of the TDWG 
journals.   
 
The submission file is displayed beside Step 2. Click on the file name to either display or download 
the submission. Please save a copy of the file and use whatever tools you find convenient for 
suggestions to the Author and Editor. ²ƻǊŘΩǎ ΨǘǊŀŎƪ ŎƘŀƴƎŜǎΩ Ƴŀȅ ōŜ ƘŜƭǇŦǳƭΣ ōǳǘ ŀƴȅ ǎȅǎǘŜƳ ǘƘŀǘ 
will allow you to effectively suggest changes and for the Author and Editor to see your 
recommended changes will suffice. For the Standards Track, using Word and maintaining HTML 
format is a fair strategy. The Editor will usually be responsible for final edits, but suggestions for 
the Author and Editor are always appreciated.  

Step 3. Write the Review.  

You should write your review directly into OJS using the separate window that will be displayed 
once you click on the little green page icon next to Review. You can also write your review 
externally to OJS in a word processor or text editor. If you 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 and Editor, 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 the submission, you can upload 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#) so it does not matter what the file is called on your local system.  
 
Make sure that the check-box that allows the Author to see the uploaded file is checked. Press 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 more supplementary files. These files can contain a more complete set of comments or any 
other documents you wish the Editor to take into account. 

Step 5. Provide a recommendation 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 an Editor or a Section Editor for the review of a submission to 
the Proceedings of TDWG. Note: Additional notes about editing from Gail Kampmeier can be 
found in Appendix 1. 

Step 1. Login and Assume the Role of Editor 

OJS has a range of established roles and OJS will display and respond differently depending on 
your role. Click on Section Editor (or Editor if appropriate) under Proceedings of TDWG to assume 
your Editing role. 
 

 

 

Step 2. Process an unassigned submission. 

If Authors have placed their submission in the correct section, there will be no unassigned 
ŀōǎǘǊŀŎǘǎΦ LŦ ŀƴ !ǳǘƘƻǊ ŘƻŜǎƴΩǘ ǇƭŀŎŜ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƛƴǘƻ ŀ ǎŜŎǘƛƻƴΣ ƛǘ ǿƛƭƭ ǘǳǊƴ ǳǇ ƛƴ hW{ ŀǎ 
Ψ¦ƴŀǎǎƛƎƴŜŘΩΦ ¢ƘŜ ŀƭǘŜǊƴŀǘƛǾŜ ǎǘŀǘŜǎ ŀǊŜ ΨLƴ wŜǾƛŜǿΩΣ ΨLƴ 9ŘƛǘƛƴƎΩ ŀƴŘ Ψ!ǊŎƘƛǾŜǎΩΦ To start processing 
an unassigned submission, click on UnassignedΦ ¢ƘŜ Ψ(1)Ω ǎŀȅǎ ǘƘŀǘ ǘƘŜǊŜ ƛǎ ƻƴƭȅ ƻƴŜ ǳƴŀǎǎƛƎƴŜŘ 
submission. 
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You will then be taken to the following screen that will list all unassigned submissions. Click on the 
title of the relevant submission. 
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Step 3. Assign an Editor to the submission  

The listing below shows a summary of the submission and allows you add yourself or another 
Editor for the submission. If an Author submitted the file to a section, the Section Editor or Editor 
would be automatically assigned. 
 

 






























































