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Description

It is a scientific journal which encompasses library science, records, information, and
documentation. Record and Library Journal is a medium for researchers, academicians,
professionals, practitioners, and students that are interested in the world of librarianship and
records. This journal also facilitates knowledge sharing from results of studies, case study,
book review, and literature review.

All manuscripts submitted to this journal (Record and Library Journal) must follow
Focus and Scope and Author Guidelines of this journal. The submitted manuscript to this
journal can be written in Indonesian or English. The manuscript must not have been published
or submitted for publication elsewhere.

All submitted manuscripts must be free from plagiarism content. All authors are
suggested to use plagiarism detection software to do the similarity checking (please use
Turnitin to check the similarity). Editors will also check the similarity of manuscripts in this
journal by using Turnitin software.

The submitted manuscripts to this journal will be peer-reviewed at least 2 (two) or more
expert reviewers from Peer Reviewers Team. The reviewers give scientific valuable comments
improving the contents of the manuscript. The review process used in this journal is a double-
blind review system. 3-4 (three until four) weeks will be needed for reviewers to complete one
round of the reviewing process.

The final decision of manuscript acceptance is solely made by the Editor in Chief
according to the reviewer's critical comments. The final decision of the manuscript is solely
based on the Editor's final review which considering peer reviewers comments (but not solely
by Reviewer).

Publication of accepted articles including assigning the article to the published issue
will be made by Editor in Chief by considering sequence of accepted date.

Record and Library Journal offers authors the benefits of:
e Itisindexed in major databases: Science and Technology Index (SINTA), Indonesian

Publication Index (IPI), Garuda, Google Scholar, DOAJ, WorldCat, Dimensions, PKP

Index, Crossref, Journal TOCs.

e Rapid initial screening for suitability and editorial interest.
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Record and Library Journal has been accredited by the Ministry of Science, Research,
Technology and Higher Education of Indonesia since 2016.
Focus and Scope
It is a scientific journal which encompasses library science, records, information, and
documentation. Record and Library Journal is a medium for researchers, academicians,
professionals, practitioners, and students that are interested in the world of librarianship and
records. This journal also facilitates knowledge sharing from results of studies, case study, and
literature review.
Editorial Board
e Editor-In-Chief:
1. Dyah Puspitasari Srirahayu., S.Kom.,M.Hum (Universitas Airlangga, Indonesia)
e Editor:
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AUTHOR GUIDELINES FOR ONLINE SUBMISSION

HOW TO REGISTER AS AUTHOR?

Visit the website https://e-journal.unair.ac.id/RLJ/index

Select the journal from the list of journals.

Click on the ‘Register’ link.

Fill in the required information in the registration form.

All fields marked with an asterisk are mandatory fields like Last name, username,
password, validation text and email id.

User can register as a Reader &/or Author. Under the field "Register as", please select
"Author" also. Only those users who have registered their user ids as "Author" will be
able to submit the manuscripts online. In case you forgot to register as author, you can
still change your role from reader to author. For this, after login click on link "edit my
profile”. Now under the heading "role", also select role as author.

Letters (alphabets) displayed for the "validation” field are case sensitive. Please enter
the text as shown in the validation image.

After filling the required details, click on the "Register" button.

If registration is successful, you will be logged into the system. The page displayed is
called "User Home page”. You will also receive an email giving login details about
your registration.

How to login and what is Author's user home page?

For login to the system, click on the "Login" link at the top or enter the username &
password given in the right navigation bar.

After login, the first screen displayed is "User home page" which will have link for
"Author", "Active article” & "New submission™.

Clicking on "Author" link will take you to the page which will show link for "Active"
& "Archived" article.

To check the status or details of article, click on the "Active"” link. For submitting new
article, click on "New submission™.

To change your profile, click on the link "Edit My Profile” under the section "My
Account”. You can also modify your password here.
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HOW TO SUBMIT MANUSCRIPT ONLINE?
Online submission is a five-step submission process as given below:

1. START

2. UPLOAD SUBMISSION

3. ENTER METADATA

4. UPLOAD SUPPLEMENTARY FILES
5. CONFIRMATION

Click on "New submission" (if you are on User home page after login) as shown in Fig.1 below.

Home > User Home

USER HOME
RECORD AND LIBRARY JOURNAL
Author 0 Active 0 Archive [Mew Submission]

MY ACCOUNT

« Show My Journals

« Edit My Profile

« Change My Password
» logout

Figure 1. Starting a new submission
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Five-step submission process is described below:
STEP 1: STARTING THE SUBMISSION

JOURNAL SECTION: Select the journal section from the list of sections like Articles (if your
article is in english), or Artikel (if your article is in bahasa)".

COPYRIGHT NOTICE: Authors must agree to the provisions of the Copyright Registration.

JOURNAL'S PRIVACY STATEMENT: Authors must agree to the journal’s privacy
statement.

COMMENTS FOR THE EDITOR: You may add any comments here if you wish to send to
the editor.

Home = User > Author > Submissions > New Submission

STEP 1. STARTING THE SUBMISSION

1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5. COMFIRMATION

Encountering difficulties? Contact Maisyatus suadasz irfana for assistance [081231867545).

JOURNAL SECTION

Select the appropriate section for this submission (see Sections and Policies in About the Journal).

x

Section [Please select a section... ¥

COPYRIGHT WOTICE

1. Upon the final dedsion of the manuscript publication I kereby grant te any publisher appointed by
RLT management a royalty-free, worldwide licence to publish, reproduce, storse, and distribute the
manuscript in print and digital form to public.

. Subtject to ficence grant in point shall retain copyright right in the manuscript. 2gree that thi
2. Subject o [ f L X ht I th t. I ag that third
parties shall attribute RLY when reproducing some parts or the whole manuscript.

JOUENAL'S PRIVACY STATEMENT

1. I declare that the work submitted for publication is original/no plagiarism, previously unpublished, and
not under consideration for publication elsewhers.

2. I deciare rhar I do not coapyright issues on the tables and figures presenred in the manuscript.

3. I declare rhar =l suthors have spproved rhe suthorship seguence, the conrenr of the paper, and the
release of the paper for publication.

4. I declare that I have obtained 'proaf of consent” from people andfor argarization invelved and named in
my research {*for fieldwork only)

COMMENTS FORE THE EDITORE

Enter text [optional)

XGa@d s rouo:=s CELAETE -

Figure 2. Fist step of submission
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STEP 2: UPLOADING THE SUBMISSION

SUBMISSION FILE: Submission file is your manuscript document file. Submission file
should be a wordprocessing document as it may require editing at later stage. Try to keep the
size of this main manuscript file minimum. In case the file size is more, remove the figures,
images, tables, etc from the main document to reduce the file size. These figures, images, tables
can be uploaded in step 4 i.e. “Uploading Supplementary Files”.

CHOOSE FILE: Click on "Browse" or "Choose file" button to open a Choose File window for
locating the file on the hard drive of your computer. Locate the file you wish to submit and
select it. Click "Open™ on the Choose File window, which places the name of the file on this

page.

UPLOAD FILE: Don't forget to click on Upload, which uploads the file from your computer
to the journal's web site and renames it following the journal's conventions. In case you upload
wrong file, you can replace it by uploading new file.

STEP 2. UPLOADING THE SUBMISSION

1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5. COMFIRMATION
To upload a manuscript to this journal, complete the following steps.

1. On this page, click Browse (or Choose File) which opens a Choose File window for locating the file on the
hard drive of your computer.

2. Locate the file you wish to submit and highlight it.

3. Click Open on the Choose File window, which places the name of the file on this page.

4. Click Upload on this page, which uploads the file from the computer to the journal's web site and
renames it following the journal's conventions.

5. Once the submission is uploaded, click Save and Continue at the bottom of this page.

Encountering difficulties? Contact Maisyatus suadaa irfana for assistance (081231867545).

SUBMISSION FILE

File Name 18174-67391-1-5M.docx
Original file name RL] Article.docx

File Size 77KB

Date uploaded 2020-03-09 04:50 AM

Replace submission file | Choose File | Mo file chosen I:l

e v o RS

Figure 3. Uploading submission file

Once the submission file is successfully uploaded, click on “Save and continue” button to go
to next step i.e. Step 3.
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STEP 3: ENTERING THE SUBMISSION'S METADATA

AUTHOR DETAILS: The first section of metadata covers the author details. The submitting
author's details like name, email, Organization, Country, etc will automatically appear in the
Authors metadata as shown in the Fig. 5 below. Click on the button "Add Author" to enter
details of additional authors. In case of multiple authors, you can reorder authors to appear in
the order they will be listed on publication. You can also select author as Principal contact for
editorial correspondence.

TITLE AND ABSTRACT: Enter title & abstract of the article. Don't apply any formatting to
the title like bold, italics, etc.

STEP 3. ENTERING THE SUBMISSION'S METADATA

SIOM 3 ENTER METADATA 4. UPLOAD SUFPPLEMENTARY FILES 5. CONFIRMATION

AUTHORS
First Mame * FLT
Middle Name FLT
Last Mame * FLT
Email = fnta.rljonline@amail.com
ORCID i |

ORCID iD= can only be assigned by the ORCID Registry. You must conform to their

standards MNor expressing ORCID iDs, and include the Mull URT (eg. eiip:/Sorcidl ovg 0000-
0002-1825-0097).

Affiliation Airlangga University
g

[Your institution, .g. "Simon Fraser Unisversity™)
Country [Indonesia v
Bio Statemen P
[E.g.. departme L Lesture

rank}

A @B or iz i= o = ‘.‘a“
TITLE AND ABSTREACT
Title = hL: guideline avthor
Abstracs RLI guicedine autho]

Al | e r o1 == L -

Figure 4. Author details, title & abstract metadata
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INDEXING: Add the keywords under indexing section which helps in searching the article.
Separate the multiple keywords by semicolon (;).

CONTRIBUTORS AND SUPPORTING AGENCIES: Identify agencies (a person, an
organization, or a service) that made contributions to the content or provided funding or
support for the work presented in this submission. Separate them with a semi-colon (e.g. John
Doe, Metro University; Master University, Department of Computer Science).

REFERENCES: Provide a formatted list of references for works cited in this submission.
Please separate individual references with a blank line.

Prowvide terms lor indexing the submission; separate terms with a semi-colon (terml; term2; term3)
Academic discipline |

nd Sub-discipline . . . 5 . =
. - ISeipiines Libwrary, Record, Archives, Infermation Sbodies
Subject |
classificatiorn
Keywords |
Geo-spatia |
COVErage
Chronolagical or |
historical coverage
Research sample |
characteristics
Type, method or |
approach Qualitatice and guantitalive approach
Languagse En

English=an; French=Ir; Spanish=es5. Additional oodes,

CONTRIBUTORS AND SUPPORTING AGENCIES

Identily agencies (a person, an organization, or a Sérvice) that made contributions o the content or provided
Turiding or & ot Mfar the work presented in this submission. Sap, Le them with a semi-oolan (2.9, John Doaa,
Metro Universily; Master University, Department of Compuber Scie

Agencies |

Prawvide a formatted list of references far warkd cited in the submisdion. Please separate individual referancas
wilh a blamk lime.

Relarances

sove s ot Rl R

Figure 5. Indexing, contributors, references metadata
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STEP 4: UPLOADING SUPPLEMENTARY FILES

This step is optional. Supplementary Files (see Fig. 6) can be uploaded in any file format like
TIF, JPG, GIF, Word, etc. Locate the file you want to submit and select it. Click "Open™ on
the Choose File window, which places the name of the file on this page. Click on the button
"Upload" which will open a page for entering supplementary file metadata as shown in Fig. 7
below. Click on "Save and continue™ to upload the file from your computer to the journal's
web site and renames it following the journal's conventions.

STEP 4. UPLOADING SUPPLEMENTARY FILES

1. START 2. UPLOAD SUBMISSIONM 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5. COMFIRMATION

This cptional step allows Supplementary Files to be added to a submissicn. The files, which can be in any
format, might include (a) research instruments, (b) data sets, which comply with the terms of the study's
research ethics review, (c) sources that otherwise would be unavailable to readers, (d) figures and tables that
cannct be integrated into the text itself, or other materials that add to the contribution of the work.

ID  TITLE ORIGINAL FILE NAME DATE UPLOADED ACTION

No supplementary files have been added to this submission.

Uplead supplementary file | Choose File | Submission details.png I:|

ov o [l SR

Figure 6. Uploading supplementary files
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STEP 4A: ADD A SUPPLEMENTARY FILE

To index this supplementary material, provide the following metadata for the uploaded
supplementary file.

STEP 4A. ADD A SUPPLEMENTARY FILE

1. START 2. UPLOAD SUGMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

<< Back to Supplementary Files

SUPPLEMENTARY FILE METADATA

Ta index this supplementary material, provide the following metadata for the upleaded supplementary file.

Title * bintitled

Creator {or ewner] |

of file

Keywords [

Type [Research Instrument ¥

Specify other |
Brief description

.

X @ s ru: CRELSETE N

Publisher [

Use only with formally published materials.
Contributor or [
sponsering agency
Date 020-03-09 VYY-MM-DD

Date when data was collected or instrument created,
Source |

Mame of study or other point of origin.

Language

English=en; French=fr; Spanish=ez. Additional codes.

SUPPLEMENTARY FILE
File Name 18174-67393-1-5P.png
Qriginal file name Submission detsils.png
File Size 12KB
Date uploaded 2020-03-09 05:06 AM
Present file to reviewers {without metadata). as it will not compromise blind review.
Replace file Choose File | No file chesen Use Save to uplead file,
IR
* Denotes reguired Tield

Figure 7. Supplementary file metadata

Click on “Save and continue” button to go to next step i.e. Step 5.


mailto:rlj@journal.unair.ac.id
https://e-journal.unair.ac.id/RLJ/index

Record and Library Journal (RLJ)
Diploma 3 (D3) Library, Engineering department
Vocational Faculty, Universitas Airlangga
Srikana road No. 65, Surabaya, East Java — 60286
Phone Number: +6281 8030 34107
email: rlj@journal.unair.ac.id, website: https://e-journal.unair.ac.id/RLJ/index

STEP 5: CONFIRMING THE SUBMISSION

You will see the file summary as shown in Fig. 8 below which will have list of main manuscript
file & supplementary file (if submitted). Click on "Finish Submission” to complete the
submission. Click on "Active submissions™ to check the status of your article. You will receive
an acknowledgement by email and will be able to view your submission’s progress through the
editorial process by logging in to the journal website https://e-journal.unair.ac.id/RLJ/index.

STEP 5. CONFIRMING THE SUBMISSION

1. START 2. UPLOAD SUBMISSIOM 3. ENTER METADATA 4., UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

To submit your manuscript to Record and Library Journal click Finish Submission. The submission's principal
contact will receive an acknowledgement by email and will be able to view the submission’s progress through
the editorial process by logging in to the journal web site. Thank you for your interest in publishing with Record

and Library Journal.

FILE SUMMARY

i) ORIGINAL FILE NAME TYPE FILE SIZE DATE UPLOADED
67391 RL] ARTICLE.DOCX Submission File 77KB 03-09
67393 SUBMISSION DETAILS.PNG Supplementary File 12KB 03-09

riisn suei=< SN

Figure 8. Completing submission
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HOW TO SEE THE PROGRESS OF THE SUBMISSION?

Authors are informed about the progress of the submission by generated email. Online
publishing system informs about every important step of the review and editing process. Author
should login to the system to see the progress of the submission and to take the required action.

ACTIVE SUBMISSIONS: After login, click on the link "Author”. This page will show two
tabs (links)- one for "Active" & other for "Archive™. "Active” will show list of articles with its
details like article id, date of submission, authors, title & its status. "Archive" will show list of
articles which are either rejected or published.

ARTICLE STATUS: After successful submission of article, the system will show its status as
"Awaiting Assignment”. When Editor will send the article for peer review, its status will
change to "In review". When the article is accepted for publishing, its status will be shown as
"In editing".

List of various statuses given for each article is described in Table 1 below:

Table 1. List of article status

Status Description
Awaiting The submission has been completed by you. You cannot now
Assignment delete the submission from the system yourself. The Editor can

now see the submission, and must assign an Editor or Section
Editor to it. Author still have chance to update the metadata details
like authors, title, abstract and keywords until article is assigned
by the editor.

Incomplete The submission is not complete. You had left the submission in
between without completing the submission. You can return and
finish the submission at any time. You can continue submission
from the step where you had left it last time. Author can also
delete the incomplete article.

In Review The submission is now in the review process. You should receive
notification on the review decision.
In Editing The submission has completed the review process and has been

accepted for publication; it will now make its way through the
system's copyediting, layout editing and proofreading processes.
Archived The submission has been rejected. Article is no longer in active
process. All such articles are listed under the tab "Archived".
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