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Creating a Special Collection for Open
Journal Submissions

1 Click "Journal"
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2 Click "Categories"

3 Click "Add Category"



Made with Scribe - https://scribehow.com 3

4 Click the "Name*" field. Here, you can input the name of the special collection.

5 Click the "Path*" field. Here you can set the link where the special collection will be
available. You can later use this URL to link to the collection, through a menu
button or through another type of link of your choosing.
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6 Click 'Description'. Here you can enter whatever introductory information is
relevant.

7 You can use "Upload File" to upload an image that will be show on the page.
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8 Click "OK" to save your collection.

9 In order to add an article or other type of submission to your page, you can do
this:
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10 Click "Submissions"

11 Click "View" on the submission you'd like to add.
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12 Click "Publication"

13 Click "Issue"
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14 Tick the box next to the special collection you'd like to add this submission to.

15 Click "Save"


