
Article upload process on the Journal Management System of 

Jahangirnagar University  

 

1. Pre-requisites:   

1. ID and Password 
2. link: journals.juniv.edu (or go to www.juniv.edu,  click on “library” menu,   click on      

                                           “Journals” submenu) 

 

N.B.: Every journal will get a user ID and a password, which will be created and distributed by 

the library Authority based on the respective Department’s hard copy application. 

 

2. Upload Process: 

 

1. Login – Click on the login button (Right upper corner).  

 

 

 

 

 

 

 

 

 

 

 

 

2. Write User ID and Password  

 

 



3. Click on “User” name    “Dashboard” (right upper corner) 

4. Click the “Journal” tab under Settings, fill in the necessary fields under Publishing 

Details of Masthead, and save.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

5. Then click on the “Contact” tab, fill in the necessary fields, and save.     



6. Click on “Issue” and then “Create Issue,” tab, and then fill in “Volume”, “Number”, 

and “Year”. The number field must be filled out. (If you have no number, it will be “1”). 

Uncheck the “Title” box. Write “description” of the issue and upload the Cover Image 

through “Upload File” of the new Issue.    

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

  



7. After creating the issue, click on the “Submission” button, tick all check boxes, as 

Journal Manager, and then click on “Save and Continue”.  

 

 



Skip the “Upload Submission” option and click on “Save and Continue”. 

 

 

Then fill in the necessary fields under the “Enter Metadata” option. Remember to change the 

format of the text of the abstract according to the attached image (select abstract, write ^p in the 



“find” field and press “space” once, and in the “Replace All” button, and then copy the 

processed abstract and paste it in the “abstract” black box).  

Click on the “Add Contributor” button and fill in all the necessary fields. Place a tick on 

“Principal…” and the “Include…” box for 1st author. 

 

 

 



Place a tick on the “Include…” box for other author/s. 

 

 

 

 

 

 



“Delete” the journal manager from the list of Contributors.  

 

Press the “Enter” key on the keyboard after every keyword. Click Save and Continue, then finish 

the submission.  



Click “Review this submission” to proceed to the next process.  

 

Click on “Accept and Skip Review”  

 

 

 

 

 



 

  Click on “Do not send…” option and then next … 

 

 

 

 

 

 

 

 

 

 

 

Click on “Record Editorial Decision” and then “Do not send…” 

 

 

 

 

 

 

              

 

 

 

 

 

 

 



Click on “Send to Production”

 

 

Select “Do not send…” and then “Next…” 

 

  

 

 

  

 

 

 

  



Select “Record Editorial Decision” 

 

 

 

 

 

 

 

 

 

 

 

 

Select “Schedule for Publication” 

 



Now check every option without “Identifiers” and “Galleys” Option (e.g.: Title and Abstract, 

Contributors, Metadata, Issue, etc.). In the Galleys option, upload the PDF of the article, then  

 

Click “Identifiers” and assign a DOI, and then the “Preview” option to check and collect the DOI.  

 



Finally, click the “Issue” option. It appears the volume information is under “Future Issues.” 

Click the “Vol…” down arrow and select “publish issue” to publish your new volume after 

printing the hard copy.   

  


