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PANDUAN OJS 3.2 UNTUK ADMINISTRATOR

1. LOGIN JURNAL SEBAGAI ADMINISTRATOR

Seorang Administrator dapat melakukan fungsi peran yang kompleks,
yaitu bisa sebaga jurnal manager, author, editor, reviewer, copyediting
dan production. Anda dapat mengubah peran ini dimenu Users & Role.
Untuk masuk sistem OJS 3.2, silahkan Login sebagai Administrator
OJS dengan mengklik link berikut:

https://namajurnalanda.ac.id atau https://namajurnalanda.com

Kemudian klik Login,
G e

{J J ] ’
*J UJ 1J I_J ﬂ
THEOLOGIA DEI VERBUM
::TR?A?T\OA'{I HAJI, KOMPLEKS JODOH PARK 17, SEI JODOH, BATAM 29435 HSSN : 2528'%17 |
|

BERANDA TERKINI ARSIP PENGUMUMAN TENTANG KAMI ~ LOGIN DAFTAR Q cARrI I

Lalu masukan:

Username: (lihat file .txt yang kami kirim)
Password: (lihat file .txt yang kami kirim)

Kemudian Klik tombol Login

Login

Usemame *

admin ‘

Password *

Forgot vour password?

¥ Keep me logged in

Register ‘ Login(
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Tampilan dashboard administrator sesudah Login.

Submissions

MyQuese  Unassigned  AllActive  Archives

My Assigned Q T Filters  New submission

Platiorm &
Administration workflow by

OJS/PKP

Menu kanan atas:

Tampilan Menu Bahasa Indonesia / English.
saat anda menyunting Anda bisa merubah menjadi bahasa Indonesia
atau bahasa Inggris

@ English & View Site & admin

Bahasa Indonesia

Limba Romana

Tampilan menu view profile (untuk melihat profil Admin) dan Logout
(untuk keluar halaman admin)

@ English & View Site & admin

View Profile

Logout
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2. Dashboard Menu

Berikut tampilan umum menu pada Administrator:

Jurnal Teclogi Biblika Tasks o
Submissions
My Queue Unassigned All Active Archives
Submissions
sl My Assigned Q

Announcements

Settings

Users & Roles

Tools

Statistics
Platform &
Administration workflow by
OJS/PKP

3. VIEW PROFILE
Anda dapat mengubah kontak, password dan role administrator disini.

Silahkan klik view profile

& View Site & admin

View Profile

Logout

Profile

Identity Contact Roles Public Password Notifications API Key 0 Help

Username
admin

Name
admin Q admin Q

Save

Identity
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Nama username “admin” tidak dapat diubah

Contact:

Isi jika kolom yg kosong jika memang diperlukan

Identity Contact Roles Public Password

|jurnalteologibiblika@gmail.com

Motifications

Email *

DB 7 U & 26 H M @
admin jurnal.stt-biblika.ac.id

Signature

021-22432968 (%)

I
J‘-JJ'JI hation

lh 6 B 7 YU &L 82 o XM &

Mailing Address
Indonesia

Country ®
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Roles:

Peran admin bisa ditambah menjadi author dan reviewer, centang

pada bagian yang diinginkan kemudian save.

Profile

Identity Contact Roles Public

Roles
I Reader
! Author

[ Reviewer

Reviewing interests

Save

Your data is stored in accordance with our privacy ¢

* Denotes required field
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Public

Admin dapat menambahkan foto profil admin dan dikoneksikan ke

orchid ID

Identity Contact Roles Public

Profile Image

Drag and drop a file here to begin upload

h & B 7 U | &L 2 o A&

Password

Notifications

Bio Statement (e.g.. department and rank)

Homepage URL

‘ @ Create or Connect your ORCID iD | What is ORCID?

ORCID iD
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Password

Admin mempunyai otoritas untuk mengubah password login. Isikan

password yg sekarang kemudian buat new password, lalu save.

Identity Contact Roles Public Passward Notifications API Key

Enter your current and new passwords below to change the password for your account.

Current password

New password

The password must be at least 6 characters.
Repeat new pass d
Save Cancel

Your data is stored in accordance with our privacy statement.
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Notifications
Admin akan menerima notifikasi by email jika centang enable pada

bagian2 yang diinginkan.

Identity Contact Roles Public Password Notifications API Key

Select the system events that you wish to be notified about. Unchecking an item will prevent notific
emailed to you. Checked events will appear in the system and you have an extra option to receive «

Public Announcements

New announcement.
¥ Enable these types of notifications.
Ll Do not send me an email for these types of notifications.

An issue has been published.
# Enable these types of notifications.
Ll Do not send me an email for these types of notifications.

Submission Events

A new article, "Title," has been submitted.
¥ Enable these types of notifications.
! Do not send me an email for these types of notifications.
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4. Submissions

Untuk melihat jumlah pengajuan naskah jurnal (submission), jurnal

yang masuk, sedang diproses reviewer dan yang sudah direview akan

terlihat disini.

Submissions &

Issues

Announcements

Settings

Users & Roles

Tools

Statistics

Administration

Submissions

My Queue Unassigned All Active Archives

My Assigned

No submissions foun
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5. Issue

Admin dapat membuat volume jurnal disini klik Issue > Future Issue
lalu Create Issue, isi form yang disediakan kemudian Save.

Back Issue: untuk melihat volume jurnal yang sudah dibuat dan

dipublish

Submissions

Issues &

Announcements

Settings

Users & Roles

Tools

Statistics

Administration

Issues

Future Issues  Back Issues © Help

submissions
Issues Future Issues Future Issues Create Issue

Announcements Back Issues

Settings

Users & Roles

Tools

Statistics

Administration

Platiorm &
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Create Issue

Identification

¥ volume ¥ Number ¥ Year ¥ Title

Description
DO B 7 Y LFRoHRE

Cover image

Drag and drop a file here to begin upload

URL Path

Save Cancel

Upload File
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6. Announcements

Admin dapat menambahkan pengumuman disini. Caranya add

Announcements kemudian isi form yang disediakan lalu Save.

Pengumuman akan tampil di halaman depan web OJS.
Submissions

Issues

Announcements

Settings

Users & Roles

Tools

Statistics

Administration

Announcements

Announcements Announcement Types

Announcements Add Announcement
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Add Announcement

Title *

Short Description *
DB B 7 VY L2 0 @ N &

Description
DO B 7 VY L2 0o X E &

Expiry Date

¥ Send notification email to all registered users

* Denotes required field

Save Cancel

Pesonaweb.com | Jasa Pembuatan Website Profesional |
Email: cs.pesonaweb@gmail.com ; info@pesonaweb.com

14



mailto:cs.pesonaweb@gmail.com
mailto:info@pesonaweb.com

7. Setting
Fungsinya untuk setting/pengaturan jurnal, website, workflow dan

distribution.

Jurnal Teologi Biblika Tasks a

Submissions

Issues

Announcements

Settings Journal

Users & Roles Website

Tools Workflow

Statistics Distribution

Administration
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8. User & Roles
Users untuk menambahkan pengguna

Caranya klik Users

Jurnal Teolegi Biblika

Submissions
Issues

Announcements

Settings

Users & Roles Users &

Tools Roles
Statistics Site Access Options

Administration

lalu Add User

Users & Roles

Users Roles Site Access Options © Help

Current Users Q search Add User

r admin admin admin jurnalteologibiblika@gmail.com

lalu isi form yang sudah disediakan, kemudian klik OK
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Step #1: Fill in User Details

Name

test aja (v ]

test Suggest

Contact

cs.pesonaweb@gmail.com

-

Password

Generate Password
Generate random password for this user.

Change Password
User must change password on next log in.

Country

Indonesia v

Notify User
¥ Send user a welcome email.

+ More User Details

* Denotes required field

oK cel
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Lalu centang peran untuk user tadi, misalnya sebagai reviewer maka

centang pada bagian reviewer, lalu klik Save.

Step #2: Add User Roles to test aja saja

User Roles

Journal manager

Journal editor

Production editor

Section editor

Guest editor

Copyeditor

Designer

Funding coordinator

Indexer

Layout Editor

Marketing and sales coordinator

Proofreader

Author

Translator

Reviewer

Reader

Subscription Manager

Save el

Reviewer

Reader

Subscription Manager

Save Cancel
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User yang sudah berhasil ditambahkan

Users & Roles

Users Roles Site Access Options

Current Users

Given Mame Family Mamse Usermnams
¢ admin admin admin
»  estaja sdja test

Roles merupakan peran admin/user dalam jurnal ini

Users & Roles

Users Rnlles Site Access Options © Help
Current Roles Q Search Create New Role
Role Name Permission feve Subrmission

»  Journal manager Journal Manager

v Journal editor Journal Manager L L L4 L
»  Production editor Journal Manager L o
»  Section editor Section Editor L o L Li
»  Guesteditor Section Editor .4 Ld L4 )
»  Copyeditor Assistant Cd

» Designer Assistant | Ci
» Funding coordinator Assistant e L4

»  [Indexer Assistant =l L Ld
» Layout Editor Assistant L L ¥
* Marketing and sales Assistant L

coordinator

» Proofreader Assistant = I v
» Author Author o 1 %4 v
» Translator Author L4 4 L ¥
»  Reviewer Reviewer o
» Reader Reader
»  Subscription Subscription Manager

Manager

r page iZS A i 1-17 of 17 items
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Site Access Options setting akses situs untuk user/reader/visitor

Users & Roles
Users Roles Site Access Options

& Help

Site Access

Users must be registered and log in to view the journal site

View Article Content

Users must be registered and log in to view open access content.

User Registration

Visitors can register a user account with the journal.
The Journal Manager will register all user accounts. Editors or Section Editors may register user accounts for reviewers.
Save
9. Tools

Tools Import/Export

Statistics Report Generator

Administration Permissions

Untuk export import data dengan format berikut:

® CrossRef XML Export Plugin: Export article metadata in CrossRef XML
format.

e Native XML Plugin: Import and export articles and issues in OJS's native
XML format.

e PubMed XML Export Plugin: Export article metadata in PubMed XML
format for indexing in MEDLINE.

e mEDRA Export/Registration Plugin: Export issue, article and galley
metadata in Onix for DOI (O4DQI) format and register DOIs with the
mEDRA registration agency.

e Users XML Plugin: Import and export users

DOAJ Export Plugin: Export Journal for DOAJ.

e DataCite Export/Registration Plugin: Export or register issue, article, galley
and supplementary file metadata in DataCite format.
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10. Statistics

Tools

Statistics Articles

Administration Editorial Activity

Users

Report Generator

Untuk lihat data statistik artikel, aktivitas editor, dan jumlah user

yang terdaftar (registered all Users).

11. Administration
Administration berfungsi untuk management situs.

Silahkan klik menu Administration

Submissions
Issues
Announcements
Settings

Users & Roles
Tools

Statistics

Administration
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Tampilan Administration

Site Administration

Jika ada Author yang Site Management

mensubmit Jurnal,
maka bilangan Task
akan bertambah.

Hosted Journals
Site Settings

Administrative Functions

System Information

Expire User Sessions

Clear Data Caches

Clear Template Cache

Clear Scheduled Task Execution Logs

12. Keluar/Logout dari Administrator
Silahkan klik Logout.

& View Site & adminojs
View Profile

Logout
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