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How do I submit my manuscript online? 
 

Online submission is a five-step submission process as below: 
 

1. START 

2. UPLOAD SUBMISSION 

3. ENTER METADATA 

4. UPLOAD SUPPLEMENTARY FILES 

5. CONFIRMATION 

 
Click on "New submission" (if you are already on the "user home page" after login) as shown in figure 1 

below. 

 
 

Figure 1. Starting new submission 
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The five-step submission process is described below: 

 

Step 1; Initiate Submission 

 

Submission Language : select the language of the article you wish to submit.  

Submission Checklist: Author must agree to some JoAS requirements.  

Copyright Notice: Author must agree to the terms of copyright registration.  

Journal Privacy Statement: Author must agree to the Journal Privacy Statement. 

Comments for the Editor: You are allowed to add any comments you want for the editor 

 

 
Figure 2. First step of submisson 



Journal of Aquaculture October 2024, Vol.9 No. 2 

Online pada https://e-journal.unair.ac.id/JoAS/ 

JoAS 2024, 9(2): 48 – 150. p-ISSN: 2550 – 0910, e-ISSN: 2579 – 4817 

 

 

 

 

Step 2: Uploading the Manuscript 
 

Submission File: The submission file is your manuscript document. The submission file should be a 

.word document for editing purposes in the next step. Keep the manuscript file to a minimum. If the file 

size is larger, remove some figures, tables, curves, etc. from the main document to reduce the file size. 

Figures, tables, curves, etc. can be uploaded in step 4 "Uploading Supplementary Files". 
 

Choose File: click on "browse" or "Choose File" to open the Choose File Window to search for files on 

your computer storage. Find the file you want to submit and select it. Click "open" in the Choose File 

Window, which places the name of the file on this page. 
 

File Upload: Don't forget to click Upload, which uploads the file from your computer to the journal 

website and names it according to the journal's requirements. If you upload the wrong file, you can 

replace the file by re-uploading a new file. 

 

 

 

Figure 3. Uploading the manuscript file 
 

hen the file submission is successfully uploaded, click "save and continue" to go to the next step. 
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Step 3: Filling in the Metadata Submission 
 

Author Details: the first part of the author metadata cover. Author who has submitted fill in author 

details such as name, email, organisation, country, etc will be displayed automatically on Author 

metadata. Click the "add author" button to add another author and fill in the author details. 
 

Title and Extract: enter the title and extract of the article. It is not allowed to use title formats such as 

bold, italics, etc. 

 

 
Figure 4. Details of aithor, tittle and metadata 
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Indexing: adding keywords in the indexing section which can help in article search. 
 

Contributors and Supporting Agencies: identify agencies (people, organisations, or services) that have 

contributed to the content or provided funding or support for the submission. 
 

References: Provide a formatted list of references in the work cited in this submission. 
 

 
Figure 5. Indexing, Contributors, references metadata 
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Step 5: Upload Supplementary files 
 

This step is optional, supplementary files can be uploaded in formats such as TIF, JPG, GIF, Word, etc. 

 

 
Figure 6. Uploading Supplementary Files 
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Step 4A: Adding Supplementary Files Metadata 
 

To index these additional materials, please provide metadata information for the additional files to be 

uploaded. 
 
 

 

Figure 7. Supplementary file metadata 
 

Click on "save and continue" to go to step 5 
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Step 5: Confirm Submission 
 

You will see the file summary as shown in figure 8 below which lists the manuscript & supplementary 

files (if submitted). Click on "Finish Submission" to finalise the submission. Click on "Active 

Submission" to view the status of your article. You will receive an email notification and can view your 

submission process through the editorial process by logging in to the journal website. 
 
 

 
Figure 8. Finalising the Submission 
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How do I view the submission process? 
 

Author will be notified of the submission process by automatic email. The online publishing system 

notifies every important step of the review and editing process. Author must login to the system to view 

the submission process and take necessary actions. 
 

Active Submission: after login. Click on the "author" link. This page will bring up two tabs or links -one 

for "active" & "archive". "active" will show the list of articles and their details. "archive" will show the 

list of published and rejected articles. 
 

Article Status: After successful submission of the article, the system will show its status as "Awaiting 

Assignment". When the editor sends the article for peer review, the status will change to "in review". 

When the article has been accepted for publication, the status will change to "In editing". 
 

The list of each status is described in the table below: 
 

Status Description 

Awaitig 

Assignment 

The submission has been completed by you. You cannot currently remove a 

submission from the system by yourself. Editors can view the submission, and 

it will be assigned to an editor or section editor. Author can still provide updates to 

metadata details such as author, title, abstract and keywords until the article is 

assigned by the editor. 

Incomplete Submission is still not complete. You have left the submission before completing 

the submission steps. You can return to where you left off to continue the 

submission. 

In Review The submission is currently under review. You will be notified of the article 

review decision 

In Editing Submissions have completed the review process and have been accepted for 

publication. Articles will go through copyediting, layout editing and proofreading 

processes. 

Archived Article submission has been rejected. The article is now not in the active process. 
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Article Details: After login, click on the article title to see the details of the article. This page will show 

three tabs (links), Summary, Review, & Editing. Summary shows the article summary and metadata. 
 

 

 
Figure 9. Summary 
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The second tab "review" shows the status of the review process 

 

 

 
Figure 10. Review 
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Authors can view the editor's version of the manuscript and can re-upload the author's version of the 

manuscript if revisions are requested from the editor. 
 
 

Technical Support 
 

for any questions regarding technical support or assistance with online submission, please email 

joas@psdku.unair.ac.id 
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