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Introduction

The Open Journal System (OJS) is designed for collaborative work and has a very tho-
rough system of roles that allows work to be undertaken by different actors, assign 
tasks as required and restrict access to different parts of the system depending on the 
profile of each of the persons involved and the roles they have been assigned.

Authors can submit manuscripts directly through the journal website. Authors are as-
ked to upload the submission files and provide metadata or indexing information.

Depending on the configuration, authors can upload multiple files, in the form of data-
sets, research instruments or source texts to enhance the article.

Authors can follow the flow of the submission method through the editing and review 
process, and must participate in the different phases where required.

Even though an article may have several authors, it is quite common for journal editors 
to work and communicate with only one of them, namely, the corresponding author, 
who is in charge of communications with the journal and with the rest of the authors.

This document is valid for all Universidad Panamericana journals, managed from OJS. 
It should be noted that the passwords for accessing OJS are the same for all five jour-
nals. A person who has collaborated as a reviewer in Tópicos, for instance, can login 
to Ratio Decidendi with the same passwords to submit an article as an author. The 
journals are:

• Conocimiento y Acción
• Ratio Decidendi
• Revista Panamericana de Comunicación
• Revista Panamericana de Pedagogía
• Tópicos

The actions taken by the Author will be described step by step.
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SIGN UP

If you have never signed up with the journal to which you are submitting your article, 
you will need to do so by clicking on: Sign Up. 

Once signed up, and after filling in all the fields of the form, click on Sign Up at the 
bottom of the form:

You will receive a confirmation email to verify your account. Once confirmed, your ac-
count will be activated and you will be able to use it.

If you forget your password, you can recover it from the e-mail address you have ente-
red in the sign-up form. The user will always be the same.
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It should be noted that the access codes are the same for all five journals. If a person 
has signed up in one them, or has done a review work, they will not have to sign up to 
submit an article and will be able to access as an author with the same passwords..

LOG IN

From the journal home page, click on Log In:

NEW SUBMISSION

After entering your username and password, click on the New Submission button un-
der My List tab.  

You will find a 5-step process for the submission of your article.

STEP 1. START

There are a number of sections:

Language: The author must select the submission language: English or Spanish (some 
journals allow submission in other languages). For example, if English is chosen as the 
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submission language, both the title and the body of the article will have to be in that 
language. 

Section: This area determines the section of the journal to which the proposed article 
is submitted. If it is an article, the author must select the Articles section.

Submission Requirements: Check the items in the Submission Requirements list to in-
dicate that you are ready to be considered by the journal for publication.

Comments to the Editor: In the text box, enter additional comments you wish to send to 
the Editor when needed.
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Finally, check the box to accept the policy statement, or author’s rights (depending on 
the journal) and finally, click on the Save and Continue button in order to proceed to 
Step 2.

Step 2. Upload document

In this step, the document must be uploaded, created with a word processor, that is, it 
will be an editable file (Word, Open Office...).

It is important to note that the evaluation method of the articles in the Scientific Jour-
nals of Universidad Panamericana is double-blind, so authors must send their articles 
with no author(s) information, either in the article’s file name, the article’s front page, 
the document properties, or in the space for liability signature. Author(s) information 
is added to articles at the design and publication stage.

To upload the document to the journal, click on ‘Upload file’. Select the file of your in-
terest on your computer, and upload it.

Once you have uploaded it, see that an alert icon appears on the left. It reads you still 
have to specify what type of file it is: 
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Click on ‘Article text’. It is now registered. 

If you need to upload more files, repeat the process as many times as needed by clic-
king on ‘add file’. When choosing the type of file click on ‘Other’ and find several op-
tions. Select the correct one and save.
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Once you have all files uploaded, click on Save and Continue.

Step 3. Enter metadata

The third step of the submission corresponds to the metadata of the article. Here, you 
must fill in the required information about the title, subtitle (if applicable) and abstract 
of the work. It is essential that you read very carefully what the data in each field con-
sists of. Remember there are required fields identified by an asterisk (*). If you scroll 
the mouse on one of these fields and do not type anything, you will see a pop-up mes-
sage reading: This field is required.

If the work has been authored by a single person (the one who submits the text), you do 
not need anything in the ‘Authors’ section. If you need to add more authors, you must 
click on the ‘Add collaborator’ button as many times as necessary and fill in the new 
fields that will appear on such author..
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As optional metadata you can add the keywords and bibliographic references of your 
article. Upon completion, click on the Save and Continue option.

Step 4. Confirmation

In this section the system will specify that the proposed article is ready for submission 
to the journal editor. If you do not need to modify any field, you can confirm the submis-
sion. In order to do so, click on the Finish Submission button.

Before finishing this step, you need to confirm that you want to submit the article to 
the journal:

Once you click OK, the submission of the article to the journal is complete.

Step 5. Next steps

From this moment on, the author will be able to track the editing process of their arti-
cle from the Submissions section on the Home Page of their Control Panel:
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In case that the editor detects an error in this first submission (for example, that the 
article is not anonymized), they will open a discussion prior to the review process to 
request the author to make the necessary changes. If the author were to resubmit the 
anonymized text, for instance, they would do so as an attachment to the message of 
that discussion. Never will they create a different submission for the same article. The 
image shows two ‘Open Discussions’, one by the author and the second by the Editor, to 
state the author’s errors of form in their article and to ask them to review and resubmit 
the text before sending it to the reviewers.



REVIEW AND EDITING PROCESS

In order to check the current status of a submitted article, you should click on My List 
tab. You will see the list of all articles and what stage of the process they are under: 
Submission, Review, Editing or Production.

By clicking on ‘View’ on the right, next to Submission, you can find more details on 
the editing process. Depending on the evaluation stage of the article (review, editing 
or production), the author may intervene as appropriate and according to the require-
ments of the reviewers, the editor and the journal manager.

Review process

When you enter the main submissions panel, you will see in which process the submi-
tted article is in, as already mentioned. If it is in the review stage, you will see the word 
‘Review’ and you will also see the number of reviewers assigned to the article and how 
many have already reviewed it.
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If you want to see more details you can access the article by clicking on ‘View’. In the 
Review tab you will see the whole process and the final verdict. The progress of your 
article is viewed from the control panel of your account.

The Editor will let the author know if anything is required from them. This is always 
done through OJS. It is good practice to check your junk mail on a regular basis when 
you have an article under review, just in case these emails go to the Spam folder.

Examples of acceptance and rejection:

Editing process

If the article has successfully passed the review stage, the Production Editor will con-
tact the author for issues related to the final editing of the article.

Among other things, they will contact the author to request:



- the authors’ details, if missing (affiliation, orcid identifier...) 
- funding details;
- clarification of any phrase that is not clear, or any error detected when reviewing 

the text in this last phase;
- the image files or graphics in case the author only sent them pasted into the Word 

file or, if they were sent as separate files, they were poor quality for publication 
(blurred, too small...).

Finally, as a step prior to the article’s publication, the Production Editor will send the 
authors the provisional pdf file of the article so that they can review it and make the 
appropriate modifications.

When the authors return this provisional pdf file with their respective modifications, 
the editor will make the changes and create the final pdf file for publication.




