1. The beginning of work with the system

Work with the system starts on the login page. Login page enables to create a new account
(Create an account), logging to the system through entering a user’s name and password (Log
in) and resetting a forgotten password (Password change). To create an account and to log in
to the system an e-mail address is needed which is a user’s name and is used to send messages
from the system, including data necessary to verify an account and perform operations
outside the system..

2. Creating an account

To work with the system an individual user’s account is needed. It can be created by users
themselves pressing the button Create an account, which is accessible on the login-in page.
The registration form of a new account consists of some sections, which can be expanded
and rolled up clicking the headings of the parts. Boxes that have to be filled in are marked
with an asterisk (*). If they are left without needed proper content a message about an error
appears and an application cannot be sent (Sent, at the end of the page). At any stage of
filling in the Clear button can be used and data can be entered from the beginning.
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Screenshot 1 Registration of a new account

Basic sections of the form are: Personal data, Access data, Affiliation and address data and
Contact and preferences. For the reviewers’ accounts there is an additional section, visible
after having selected the option | am willing to review articles of a journal. To send the
completed registration form, a simple test should be solved. It consists in rewriting four
characters from a picture into the text box below.

Personal data section (Screenshot 2) allows to enter the first name and a surname, salutation
(neutral, male, female) as well as to use prefix and suffix boxes for a needed form, including
titles and academic degrees and additional elements of a full user’s surname.



v Personal data

Salutation gender @) none Mr. Ms.

prof. dr. John Smith, -
Prefix
First name*
Last name”
Suffix

Display order ®) Western Eastern

Screenshot 2 Personal data section

In Access data (Screenshot 3) entering an e-mail address (future username) and a password
of an account two times is needed. A message with an activation code will be sent on an e-
mail address, which means that to finish the registration procedure of a new account, a
possibility to read it is necessary.

Access data

Email*

Password”

Re-typed password"

Screenshot 1 Access data section

Affiliation and address data section (Screenshot 4) allows to enter information about an
affiliation institution, organisational unit and institution address. It is also possible to enter
ORCID number of a person creating an account in the system.

Affiliating institution®

Organizational unit*

Address line 1*
Address line 2*

Country* -
ORCID ID

Screenshot 4 Affiliation and address data section

Contact and preferences section allows to choose a language of system notifications (Polish
or English) and entering a contact number, which will be accessible for managing editors and
employees of the publishing house.

If a person creating an account selects the option | submit a request to review articles for a
journal, the system also displays Reviewer’s data section. In this section necessary data in
choosing reviewers should be given. An academic status of an employee (independent or
dependent) and declaring possible languages of a review is necessary. It is also optional to



choose from a drop-down list one of chosen journals. Accounts of reviewers who indicted a
journal at this stage are automatically assigned to this journal when accepting the application
by the administrator of the publishing house.

After filling in the form boxes and clicking Sent button, if data are correct, a message is sent
about the end of the first stage of a new account registration. The completion of the
procedure requires checking the inbox for a given e-mail address and proceeding according
toinstructions. If during 15 minutes the message is not in the inbox, it is worth checking spam
folder.

3. Forgotten password resetting

The system enables to change a password after logging on to the system. However, if a user
has forgotten a password and is unable to log in, it is possible to reset a forgotten password
using Password change button, which is on the login page. The resetting procedure requires
the confirmation of rights to an account by entering an e-mail address connected with the
account and receiving a message sent by the system to this address.

After receiving an e-mail with a link which enables to set a new password, enter it two times
according to its complexity requirements and press Sent, the system displays a message
confirming setting a password and correct ending of the whole procedure. Since then it is
possible to use new data to log on to the system.

4. Start page of an author

u Publishing House of Wroctaw University Zmier jezyk | PL o Log out
of Economics and Business
Session time: 30s Logged in as: Jan Nowak (wa lter.moodel@protonmail.com)

&3 Review

Active ole: - Author

o Start Sut t paper iy papers ~ Co-Authors & Switch role ~ &5 Settings ~ onta ) Helg

Copyright © 2021 Publishing House of Wroctaw University of Economics and Business

Screenshot 5 Start page of an author

On the left-hand site of the cenral section there is basic information in a form of a list on:

e number of created submissions in edition (namely those that have not been sent
yet and are still available after choosing My articles menu),

e systemic limit of available submissions for a single author,
e number of submitted articles and currently reviewed,

e number of articles after a review, sent to the archive.



On the right-hand site of the central section there are two tables:

e Ongoing tasks with the deadline — an entry representing ongoing tasks of an author
referring to articles currently reviewed, an allocated deadline and a short
description. Clicking the elements of this table enters a window enabling to know the
details and carrying out a task.

e Event log — a table displaying chosen important entries for an author. It is possible
to view the history of the recent events, including own activities undertaken in the
system.

The basic function of the system which the author is provided with is the submission of the
article to a review in one of the journals waiting for articles. Sending an article requires
creating an entry. An entry is recorded in the system and can be edited a lot of times before
being finally sent (then it remains ”in edition”). An access to entries in the edition is possible
from My articles menu. A list of articles in review and after a review (set as archival) is also
accessible from this menu.

The system enables to create affiliation templates for frequent coauthors. An access to the
affiliation list from the menu is possible by clicking Coauthors button, which opens a screen
with created entries and a button of adding new (New affiliation). It is also possible to add
them while editing an submission of a new article for a review. Every affiliation has its label.
After sending an article for a review connected affiliations are recorded in the system in a
form of copies. Thus, the modification of existing affiliations by an author after sending a
submission, has no effect on those created earlier. An access to data from the affiliation is
possible from the level of articles —these data are used by the system to display information
about coauthors in a given submission (Screenshot 6).
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Screenshot 6 Adding a coauthor

5. Submission of an article for a review

Menu Submit an article opens a screen with a form of the creation of a new
submission. After choosing a journal the system displays a list of its thematic categories (their
choice is accessible on the next screen). After choosing a screen and clicking Edit button there
is still a chance to change a journal, save the state of submission and return to the submission
list in edition. A list of accessible subjects displays in the first submission section, which makes
it possible to choose those that describe an article the best. It is required to choose at least
one topic.
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Screenshot 2 Edition of submission

The second section of the edition includes basic data describing a submitted article: its title,
language of an article, keywords, JEL classification codes and an abstract, as well as a button
enabling to attach a PDF file. Keywords should be entered and approved by clicking Enter
button or semicolon. At least three unique words/phrases are required. Entries can be
optionally written in and deleted clicking X (Screenshot 8).
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Screenshot 8 Keywords for an article

The submission of an article requires entering its abstract in a form which includes provided
structural elements, e.g. research purpose/problem. Elements of an abstract should contain
a required number of words. While entering the text the system automatically counts the
length and displays a current number in brackets. Depending on a declared language of an
article the headings of an abstract section are added either in Polish or in English (Screenshot
9).
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Screenshot 9 Abstract of an article

Submitted article should be attached in PDF or ZIP file format. An expected form of an
attachment is a PDF file containing all components needed for a proper display on any
platform with the use of standard software. Because the system allows to add only one file,
ZIP archive format can be used in justified situations (it allows to send some files as one).
Proper addition of a file is confirmed by the display of its size and an encrypted name
(Screenshot 10). A file can be deleted and added any given number of times before sending
an application.

Submission file*  original.pdf Delete Size: 839,1 kB SHA-256. 318

Screenshot 10 Properly added application file

It is necessary to mention all coauthors and give their percentage contribution in an
article. Clicking Add a coauthor allows to choose a profile from a list of templates of coauthors
and their affiliation or to create and add a new one. After adding coauthors it is possible to
edit their percentage contribution. In this section it is also required to give consent to publish
in an open access form (Open Access) and to process personal data in connection with
regulations concerning personal data protection (RODO) (Screenshot 11).

Main author*  Jan Nowak — . Participation rate*  60%

John Smith — Wroclaw Univeristy of Economics and Business Delete Participation rate* 40%

Total number of authors: 2 Total % rate: 100,0%

Open Access consent* Yes, | consent

Co-authors

GDPR consent* 4 Yes, | consent Detais

Screenshot 11 Authorship and participation

Employee status and the procedure of toll payment for publishing an article are required
fields. A separate text box is used to enter data for an invoice, telephone number and other



contact information necessary when a publication is settled.

Saving report status and finishing work is possible at any edition stage. This report will be
accessible for further edition as an item on the list displayed after choosing My articles >
Applications in edition.

If an application form was correctly filled in, Send to review button can be clicked. The system
displays a window with information that it is the last moment to change a decision. Clicking
Yes button eventually sends an application for review.

After sending an application, it should be visible on My articles > In review list. Application
status column displays the current stage of this article review process (Screenshot 12). To
display additional application details, click an item from the list or [i] icon in Operations list.
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Screenshot 12 Preview of sent articles

A window with details of an article in review displays its status in a descriptive form,
containing all important information from an application form. Clicking reference file of the
original makes it possible to download an attached file in completing the application form
(Screenshot 13).
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Sceenshot 13 Details of article application

In History tab there are log entries connected with the process of this article review. At this
stage the author does not take any actions, and it is why the system displays only a message
informing about it and Leave button. If this situation changes, actions necessary to take by
the author are displayed on the start page in Current tasks with deadline table. In the report
details window there will only be a remainder message.

If in the review process the need to take an action by the author occurs, the system sends an
e-mail with the notification about it, and on a start page a new task is visible on the current
tasks with deadline list after loggin in. Some actions do not have any set date. An example of
such a situation can be returning an application by the managing editor to the author with the
request to make changes (Screenshot 14). The author can click this task on the list or the
button of action with lightning. Information about it is also visible in the event log. Orange
icon informs that it is an event which requires particular attention by the author (action is
needed).
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Screenshot 14 Required action by the author

After clicking the tasks on the list line, a window is displayed which allows to familiarise with
the details of the task and to take an appropriate action. The system displays the message
from the managing editor and enables to choose one of permitted actions (Available actions
dropdown list).

Commit button is inactive until choosing one of the actions from the list. After choosing, the
name of action is displayed as a selected entry and Commit button becomes active. Clicking
it causes the action to be performed (Screenshot 15). In some actions it is possible to
introduce the content of a return message, to attach a file with a corrected version of an
article, etc. When sending an application by the managing editor it is only possible to take one
of two decisions: to transfer an application for reedition or to resign and delete from the
system. The system always displays informative context and a full list of actions possible to
complete in a given situation in an examined application.

TO2
Submission no. 491 | Decide on returned submission

Title Lorem ipsum dolor sit amet, consectetur adipiscing elit. Quisque ullamcorper libero in est tincidunt rhoncus

Sent 28 April 2021, 13:41 (today)

Secretary Jolanta Domaradzka «jolanta.domaradzka@ue.wroc.pl»

Detailed message

Please modify your article submission according to the guidelines available at:
http://pracenaukowe.ue.wroc.pl/?page_id=2451

Available actions

| Move to open submissions for re-editing v|
Move to open submissions for re-editing
Resign and delete submission permanently

Screenshot 15 New task allocated to an authori

After the completion of the tasks from the list a user should log out from the system, clicking
the yellow button of Log out in the top right-hand corner of the screen.



