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Gioi thi¢u tong quan hé thong OJS

Open Journal Systems (OJS) 1a phan mém ma ngudn mé duoc phat trién boi
Public Knowledge Project (PKP), duoc sir dung rong rai trén toan thé gidi dé
quan 1y va xuat ban tap chi khoa hoc truc tuyén.

Hé théng OIJS cua Tap chi dugc cai dat phién ban OJS 3.4 v6i giao dién tiéng
Viét, hd trg day dil quy trinh tir tiép nhan bai viét, phan bién kin 2 chiéu, bién
tap dén xuat ban s tap chi.

Bang diéu khién quan tri (Dashboard):

Tap chi khoa hoc Vién Dia ly Nhan van va Phat trién bén vimg

fd Bang diéu khién Bién tap vién -

RN 7 9120 cho 191 (0

(\E“w Bai ndp dang hoat déng

Bdloc | e+ ‘ Q ‘
\"\ 0) Can bién tap vien
— DN BAINOP GIAI POAN NGAY HOAT BONG BIEN TAP HANH BONG
(o ) Tat ca trong giai doan ndp bai
Py Nhan vao tén bai aé xem chi tiét
(0)can phn bién Khdng ¢6 muc nao
(o) chrphan bign Hin thi 0 d&n 0 trong tdng 56 0

(0") andp bai phan bién

o Phan bién qua han

Hinh 0.2: Bdng diéu khién Dashboard sau khi dang nhdp

Tir Dashboard, Ban bién tap c6 thé truy cap nhanh cac chtrc ning: xem bai nop
moi, theo ddi tién do phan bién, quan 1y sb tap chi, cac cai dat hé thong.



Phan I: TONG QUAN QUY TRINH VA HUONG
DAN TAC GIA NOP BAI

Tap chi ap dung quy trinh phéan bién kin 2 chiéu (double-anonymous peer

review) nham dam bao chat lugng cac bai viét ca vé ndi dung va hinh thuc,
theo d6 ngudi phan bién bai viet khong dugce biét thong tin ve tac gid va nguoc

lai.

Ba quy trinh chinh trong hé théng OJS:

Quy trinh Nguoi thue Giai doan OJS | Két qua
hién

Quy trinh ngp | Tac gia Submission Bai dugc ndp vao hé

bai thong

Quy trinh Editor + Review Quyét dinh

phén bién Reviewer (External) Accept/Revise/Decline

Quy trinh bién | Editor + Copyediting — | Bai xuét ban trén

tap Copyeditor Production — website

Publish

1. Quy trinh 5 budc

Quy trinh phan bién dugc chia ra lam 5 budc co ban:

Budée Tén budc Thue hién béi Twong ing OJS

1 Tac gia guri bai Tac gia Submission stage

2 So loai bai viét Ban bién tap Initial Decline /
Send to Review

3 Phén bién kin Nguoi phan bién External Review
stage

4 Bién tap Bién tap vién Copyediting stage

5 Duyét dang Téng Bién tap Production stage —

Publish

1.1. Tac gia gui bai
Tac gia truy cap website Tap chi — Diang ky tai khoan (néu chua c6) — Dang
nhap — nhan "Nop bai" (Make a Submission). Tac gia phai upload file ban
thao (DOCX/PDF), dién metadata (tiéu d¢, tom tat, tir khoa), khai bao dong tac
gia, va tick xac nhan cac diéu kién ndp bai.




TAP CHI T
IHS ’ BIR LY NHAN UAN UA PHAT TRIEN BEN ULNG
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HOC XA HOI
VA NHAN VAN

TA LY NHAN VAN & PHAT TRIEN BEN VONG

Hinh 1.1: Man hinh déing ky tai khodn
(6) Nut "Pang ky" dé hoan tat
(5) Mat khau (Password) — Téi thiéu 6 ky tu
(4) Tén dang nhap (Username) — Chon tén dang nhap duy nhat
(3) Email — Dia chi email (dung dé ding nhap va nhan thong bao)
(2) Ho (Family Name) — Ho tac gia
(1) Tén (Given Name) — Tén tac gia
Trén hinh, cac truong duoc danh sé (khoanh do) twong tmg:
1.2. So loai bai viét 7 ’
Ban bién tdp Tap chi tham dinh cac bai viét c6 dap ung du céc tiéu chi co ban
hay khéng x¢€t trén 3 Phuong d’ién chinh (nhung khoéng gidi han): sy phu hop
cua bai viét; thanh phan bai viét va k¥ thuat trinh bay.
Trong OJS, Editor thuc hién:

o Néu bai KHONG dat so loai — nhan "Tir chéi truéc phan bién" (Initial
Decline) — Guri email thong bao cho tac gia

e Néu bai PAT so loai — nhan "Gui danh gia" (Send to Review) — Bai
chuyén sang External Review stage



1.3. Phén bién kin (Double-Anonymous)

Céc bai viét vuot qua vong so loai duoc guri toi phan bién. Editor gan chuyén
gia phan bién (Add Reviewer), chon Review Form "Phiéu phan bi¢n bai viét",
chon ché do Double-Anonymous.

Chuyén gia phan bién danh gia bai viét trén cac phuong dién:

e V& tén bai viét (tinh tudng minh, chinh xac, phan anh tét chi dé)

e V& y nghia, tinh cép thiét, tinh méi ctia nghién ciru

e V& phuong phap nghién ctru

e V& két qua nghién ciru

e V& bo cuc bai viéet

e Céc nhan xét khéc (trinh bay, vin phong, trich dan, tai liéu tham khdo...)
e Nhimg gop y cu thé khac

Két luan ctia phan bién c6 thé 1a mot trong cac trudng hop:

Két luéin phan bién Twong rng OJS Recommendation
Ping ma khong cin chinh sira Accept Submission

Dang sau khi chinh stra, giri phdn bién | Revisions Required — Resubmit for
xem lai Review

Ding sau khi chinh sira, khong can giri | Revisions Required
phén bién xem lai

Khong diang Decline Submission

1.4. Bién tap

Sau khi Editor chdp nhéan bai (Accept), bai tw dong chuyén sang Copyediting
stage. Bién tap vién dugc gan (Assign Copyeditor) sé thuc hi¢n chinh stra ngén
ngtt, dinh dang, va gui lai cho tac gia xac nhan néu can.

1.5. Duyét ding

Bai chuyén sang Production stage — tao file xuat ban (Galley) dang
PDE/HTML — gan vao s tap chi (Issue) — Tong Bién tdp duyét va xuét ban
(Publish).

Quyét dinh ciia Tong Bién tap 1a quyét dinh cudi cling.




2. Quy trinh viét bai va ngp bai cua Tac gia

Phan nay huéng dan chi tiét cac budce tac gia can thyuc hién dé chuén bi va nop
bai viét 1én hé théng OJS cta Tap chi.

Luu y: Trong OJS 3.5, giao dién nép bai da dwoc cdi tién véi wizard 5 bude vé rang
hon cdc phién ban trucoc.

2.1. Chuin bi ban thio

Trudc khi ndp, tac gia cAn chuan bi ban thao dap tng cac yéu cau ctia Tap chi:

e Dinh dang file: DOCX hoac PDF

e Font chir: Times New Roman, c& chir 13pt, dan dong 1.5

e BO cuc bai viét gom: Tiéu d¢, Tom tit (Tiéng Viét va Tiéng Anh), Tir khoa,
N&i dung chinh, Tai liéu tham khao

o Sb trang: 8-15 trang (bao gdm tai liéu tham khao)

e Bang, hinh: danh sd tha tu, c6 ngudn trich din rd rang

e Tai liéu tham khao: theo chuan APA hoic quy dinh ctia Tap chi

Luwu y: Dé dam bao phan bién kin (double-anonymous), tic gia can chuan bj 2

ban: ban day di thong tin va ban an danh (khong c6 tén tac gia, don vi cong tac

trong ndi dung bai viét va metadata cua file).

2.2. Dang ky tai khoan trén OJS

Tac gia truy cap website Tap chi va thuc hién:

1. Nhan "Pang ky" (Register) goc trén bén phai

2. Pién dﬁy da thong tin: Ho tén, Email, Tén dang nhap, Mat khau

3. Tick chon "Yes, I would like to be contacted to review submissions to this
journal" néu muén lam phan bién

4. Nhan "Piang ky" — Xac nhan qua email

Luuy: Néu tai khoan da duoc quan trj vién tao san, tac gia chi can dang nhap

bang thong tin dugc cung cap qua email.

2.3. Nop bai viét (Make a Submission)
Sau khi dang nhép, tac gia thyc hién cac budc ndp bai:



Tap chi khoa hoc Vién Dia ly Nhan van va Phat trién bén virng

3 Bang diéu khién Bién tap vién -
() Cécsé

@ por

£33 cai dat -

Gri bai

[~ Théng k& v Trudc khi bat dau

3 Cong cu Cam on ban da gi bai cho Tap chi khoa hoc Vién Bia Iy Nhan van va Phét
trién bén virg. Ban s& dugc yéu cau tai 1&n cac tép, xac dinh ddng tac gid,

(@@ Quan tri

V& cung cdp théng tin nhur tiéu dé va tém tat

Vuilong doc Huéng din Giri bai néu ban chura lam vay. Khi dign vao cic
biéu mau, hay cung cdp cang nhiéu chi tiét cang tét dé gidp bién tap vién
ctia chiing téi danh gid cong trinh clia ban

Sau khi bat dau, ban c6 thé luu ban thao clia minh va quay lai sau. Ban s&

6 thé xem lai va sira chira moi théng tin trutc khi gii.

Tiéu gé *

Danh sach yéu cau truéc giri bai *

« Baiviét chua duoc xudt ban truéc d6
e File dugc gl dudi dinh dang .doc/.docx

« Baiviét tuan theo quy céch trinh bay ctia Tap chi

« Baiviét c6 day du: tém tat, tir khéa, tai liéu tham khao

« Dbng ¥ thanh todn 18 phi xuat ban (APC) theo quy dinh cta Tap

Hinh 1.2: Bat dau ndp bai méi

2.3.1. Biit ddu ngp bai

1. Tai Dashboard — nhan "Nop bai méi" (New Submission)

2. Chon Chuyén muc (Section) phtt hop v&i bai viét

3. Poc va tick xac nhéan cac diéu kién ndp bai (Submission Checklist)

4. Chon ngon ngir bai viét

2.3.2. Upload file bdn thdo

1. Nhan "Upload file" — chon loai "Article Text" (Ban thao bai viét)

2. Chon file DOCX/PDF tir may tinh — Upload

3. C6 thé upload thém cc file bod sung: hinh anh gc, dit liéu nghién ciu...
4. Nhan "Tiép tuc" khi d4 upload xong

Luwru y: File ban thao giri cho phan bién phai 1a ban an danh. OJS c6 thé ty

dong an thong tin tac gia khoi reviewer, nhung tic gia nén xo6a thong tin c4
nhan trong nodi dung file dé dam bao.

Cac loai file duoc chép nhan: DOCX, PDF, LaTeX. Kich thuéc tdi da mic
dinh: 30MB. Quan tri vién c6 thé thay doi gidi han nay trong php.ini
(upload max_filesize).

2.3.3. Nhdp Metadata

Tac gia dién cac trudng thong tin:

Trwong Bit budc Mo ta

Tiéu dé (Title) Cod Tiéu dé bai viét bang tiéng
Viét




Tiéu dé tiéng Anh Khuyén nghi Nhap ¢ tab English

Tém tit (Abstract) Co 150-300 tir, tom luge nodi
dung chinh

Tur khoa (Keywords) Co 3-5 tir khoa, cach nhau
bang dau phay

Tai liéu tham khio Khong Danh muc TLTK (c6 thé
nhap riéng)

2.3.4. Khai bdo déng tdc gid

Néu bai c¢6 nhiéu tac gia, nhin "Thém cong tac vién" (Add Contributor) dé khai
b4o. Pién ho tén, email, don vi cong tac, ORCID (néu c0) va xac dinh vai tro
(tac gia chinh, dong tac gi).

2.3.5. Xdc nhdn va gui

1. Xem lai toan bd thong tin da nhap

2. Nhén "Hoan tat ndp bai" (Finish Submission)

3. Hé thong giri email xac nhan d4 nhan bai (SUBMISSION ACK)

2.4. Theo déi tinh trang bai viét
Sau khi ndp, tac gia c6 thé theo ddi trén Dashboard:

Trang thai Y nghia

Submission Bai dang cho so loai boi Ban bién tép
Review Bai dang trong qua trinh phan bién
Copyediting Bai dd duoc chap nhan, dang bién tap
Production Bai dang duoc chuén bi xuat ban
Published Bai da xuit ban trén website
Declined Bai bj tir choi

2.5. Chinh sira theo yéu cAu phan bién (Revisions)
Néu nhan dugc quyét dinh "Yéu cau chinh sira" (Request Revisions), tac gia
thuc hién:

1. Doc ky nhan xét cua phan bién va email cua Editor

2. Chinh stra ban thao theo cac gop y

3. Soan thu phan hoi (Response Letter) giai thich timg diém da sta

4. Vao bai viét trén OJS — nhan "Upload file chinh stra" (Upload revised file)




5. Nhan "Thong bao Editor" dé giri lai cho Ban bién tap

Luwu y: Thuong c6 deadline chinh sira (2—4 tuan). Néu can thém thoi gian, tac
gia nén lién hé Editor qua email.



Phan II: HUONG DAN VAN HANH HANG NGAY
1. Tiép nhan bai méi & So loai

1.1. Ping nhip hé thong
Truy cép trang quan tri OJS — Nhap Tén dang nhap va Mat khau — nhan
Dang nhap.

bingky  Ding nhip

TAP CHi

LHLS ' BIA 4 NHAN VAN UR PHAT TRIEN BEN VNG

Gidithiéu +  SGhiéntai  SGci  Théle  Quydinh~  Nopbai  Phanbién  Liénhé Q Tim kiém

NGON NGU
bang nha
g : p English
Céc truong bat bude duge danh diu bang ddu hoa thi: * Tiéng Viét

Hinh 2.1: Man hinh dang nhap

Sau khi dang nhap thanh cong, hé théng chuyén dén Bang diéu khién
(Dashboard).

(3) Nhan nat "Pang nhap" (Sign In) (khoanh dé sb 3)

(2) Nhap Mat khau (Password) vao 6 thr hai (khoanh d6 s 2)

(1) Nhap Tén dang nhap (Username) vao 6 dau tién (khoanh do sb 1 trén hinh)
Céc budce dang nhép:

1.2. Xem bai nfp méi

Sau khi dang nhap, vao Dashboard — Bai nop (Submissions). Bai méi s& hién
thi trong tab phan cong.

Tap chi khoa hoc Vién ia ly Nhan van va Phat trién bén vimg

a

[ Bang diéu khién Bién tap vién -
Pa giao cho t6i (0)
o Da giao cho tdi g
(o) Bai ndp dang hoat do
I\ ) Bal no| an j0at don
—/ P dang 9 Boloc | e+ Q
<n \) Can bién tap vién
— DN BAINOP GIAI DOAN NGAY T HOAT DONG BIEN TAP HANH BONG
(0 ) Tat cd trong giai doan ndp bai
P Nhén véo tén bai d& xem chi tiét
/\ 0 / Can phan bién KRGNg ¢6 muc nao
Ve W

Hinh 2.2: Danh sach bai ngop
— Nhin vao tén bai viét (khoanh do trén hinh) dé mé chi tiét va bat dau xu 1y.
« Tab "Luu trit" (Archive) hién thi bai di hoan tat
« Tab "Phan cong" (My Queue) hién thi bai can xtr Iy

« Cot trai hién thi tiéu dé bai viét, tac gia, va trang thai hién tai



Trén man hinh Danh sach bai ndp:

1.3. So loai

Nhén vao tén bai viét dé mé chi tiét. Kiém tra:

e File ban thao da dung dinh dang?

e Metadata day du (tiéu d¢, tom tat, tir khoa)?
e NOo6i dung phu hop véi pham vi tap chi?

e Khong c6 sai 1am co ban vé mat hoc thu4t?

Quyét dinh:

e KHONG PAT so loai: Nhan "Tur chéi trudc phan bién" (Initial Decline) —
Gui email thong bao cho tac gia

e DAT so loai: Nhin "Giri danh gia" (Send to Review) — Bai chuyén sang
External Review stage

Tiéu chi so loai gdm 3 phuong dién: (1) Su phut hop vé chu dé va pham vi tap
chi; (2) Thanh phan bai viét ddy du (tiéu dé, tom tat, tir khoa, ndi dung, TLTK);
(3) K§ thuat trinh bay dat chuan co ban.

Luu y: Khi Initial Decline, OJS tw dong gui email

EDITOR DECISION INITIAL DECLINE cho tac gia. Editor nén soan email gidi
thich Iy do cu thé.

Van Minh va cong su.
-~CAC YEU TO ANH HUONG BEN VIEC RA QUYET BINH DI CU VA THU NHAP KINH TE Xem Nhat ky hoat dgng Thu vién
CUA NHOM THANH NIEN DAN TOC THIEU SO TAI CAC KHU CONG NGHIEP

Da xuat ban

>

3 Quy trinh lam viéc

XUAT BAN: TIEU DE & TOM TAT

Nop bai
LGS Trang théi: @ Daxuitbin  Phiénban: 1 Titcd phiénbin w Huy xust ban Tao phién ban méi
Bién tap
San xuét Canh bao: Phién ban nay da dugc xust ban. Viéc chinh sira c6 thé anh huréding dén ndi dung da xust ban.
5} Xuat ban -
Tigu @ & Tom tat Tién t&
Vidu: A, The
Ngudi déng gop
Siéu dir ligu
A AML Tieu dé *
Phién ban xuat ban dinh ~CAC YEU TO ANH HUGNG DEN VIEC RA QUYET BINH DI CU VA THU NHAP KINH TE CUA NHOM THANH NIEN DAN TOC THIEU SO TAI
dang
Quyén & Tigt 1 Phu d&

Hinh 2.3: Giao dién bai viét trén hé thong OJS
Céc nat hanh dong chinh ndm & phia bén phai ctia mdi giai doan.
(4) San xuat (Production) — Tao file xuét ban (Galley) PDF/HTML

(3) Bién tap (Copyediting) — Chinh stra ngon ngir, dinh dang



(2) Panh gia (Review) — Gan phan bién va theo ddi két qua

(1) Nop bai (Submission) — Noi tac gia giri bai va metadata

Trén hinh, cac tab déanh sb tuong g véi cac giai doan quy trinh:

2. Gtri phan bién

2.1. Gan phan bién

Tai External Review stage — nhan "Thém ngudi danh gid" (Add Reviewer)

1. Chon phén bién tir danh sach c6 sin hoic tao tai khoan méi

2. Chon Review Form: "Phiéu phan bién bai viét"

3. Chon ché do: Double-Anonymous (néu chua thiét 1ap mac dinh)

4. it deadline phan hoi va hoan thanh

5. Nhan "Thém ngudi danh gia" dé giri 161 moi

2.2. Theo dbi tién dd
Tai trang bai viét, phan Review hién thi:

Trang thai Y nghia

Poi phan hoi Reviewer chua chap nhan/tir chdi 101 moi
Pi chip nhin Reviewer d nhan 101, dang d4nh gia

Qu4 han phin hoi Reviewer chua tra 101 sau deadline

Qua han danh gia Reviewer da nhan nhung chua hoan thanh
Pa hoan thanh Reviewer da nop danh gia

2.3. Phan bién thyc hién danh gia nhw thé nao?
Khi phan bién dang nhap OJS va truy cép bai dugc gan:

1. Chép nhan 106i moi phéan bién

2. Tai file ban thao (an danh) dé doc

3. Pién 7 cau hoi trong Phiéu phan bién truc tiép trén web

4. Chon Khuyén nghi (Accept / Revisions Required / Resubmit / Decline)

5. Upload file dinh kém néu c6 (annotated manuscript)

6. Nhan "Nop danh gia" (Submit Review)

Thoi gian khuyén nghi cho toan b quy trinh phan bién: phan hoi 16i moi 7
ngay, hoan thanh danh gia 21-30 ngay. OJS ty dong giri email nhic nho
(REVIEW REMIND) khi gan/qué deadline.




Luu y: Editor nén gan it nhdt 2 phan bién cho méi bai viét. Néu 1 phan bién tir choi
hodc qud han, can gan phan bién thay thé kip thoi dé khong tri hoan quy trinh.

3. Ra quyét dinh bién tap
Sau khi dui phan bién hoan thanh, Editor doc két qua va ra quyét dinh:

Quyét dinh Khi nao diing Budc tiép theo

Accept (Chap nhén) PB dong ¥, khong can sira | Bai chuyén sang
Copyediting

Request Revisions Can stra nho, khong can Téac gia sua — Editor

PB lai duyét

Resubmit for Review Can stra nhiéu, qua PB lai | Té4c gia sira — Vong PB
maoi

Decline (Tir choi) Bai khong dat Két thiic, thong béo tac gia

Thao tac: Nhan vao nit quyét dinh trong tng — Soan email thong bao cho tac
gia — Gui.
4. Soan email thong bao cho tac gia — Nhan "Ghi lai quyét dinh" (Record
Decision)
« "Tir chdi" (Decline Submission) — két thuc quy trinh
« "Gri lai phan bién" (Resubmit for Review) — bat dau vong phan bién mai
* "Yéu cau chinh sira" (Request Revisions) — giri email cho tac gia
« "Chép nhan bai" (Accept Submission) — bai chuyén sang Copyediting
3. Nhén ndt quyét dinh tuong tng ¢ goc phai trén:
2. Poc két qua phan bién ¢ phan "Panh gia" phia dudi
1. M6 bai viét — vao tab "Panh gia" (Review)
Chi tiét thao tac trén OJS:
Khi chon 'Request Revisions', Editor can:
e Giri email kém nhan xét chi tiét ciia phan bién cho tac gia
e Dat deadline chinh sua (khuyén nghi 2—4 tuan)

e Sau khi tac gia upload ban sira, Editor kiém tra va ra quyét dinh tiép
(Accept hodc Decline)

Khi Editor chép nhan bai (Accept), hé théng tu dong:
e Chuyén bai sang giai doan Copyediting




e Gui email EDITOR DECISION ACCEPT thong bao cho tac gia

Luu y: Voi truong hop 'Resubmit for Review', bai sé quay lai vong phan bién moi
(Round 2). Editor c6 thé gan ciing hodc khdac phan bién.

4. Bién tap & Xuit ban

4.1. Copyediting

Sau Accept — bai ti chuyén sang Copyediting stage. Gan Copyeditor — Bién
tap vién chinh stra — Giri lai tac gia xac nhan.

Quy trinh chi tiét trén OJS:

1. Tai Copyediting stage — nhan "Thém thao luan" (Add Discussion) dé giao
cho Copyeditor

2. Copyeditor tai file ban thao — chinh stra ngén ngti, chinh ta, dinh dang
3. Upload file da copyedit 1én phan Copyedited files

4. Gri cho tac gia xem lai (néu can) — tac gia xac nhan ban copyedit

5. Sau khi hoan tit — nhan "Guri sang San xuat" (Send to Production)
Lueu y: Néu tap chi chua c6 Copyeditor riéng, Editor hodc Tong Bién tdp co thé tw
thue hién budc nay.

4.2. Production

Chuyén bai sang Production:

1. Nhan "Gui sang San xuat" (Send to Production)

2. Tai Production stage — nhan "Thém ban trinh bay" (Add Galley)

3. Label: "PDF" — Upload file PDF da hoan chinh

Céc dinh dang Galley phd bién:

e PDF: Pinh dang bt budc, tao tir Word/InDesign roi upload
e HTML: Tao bﬁng Pandoc hodc thu cong, hién thj truc tiép trén web
e XML (JATS): Dung cho index PubMed, Crossref full-text (nang cao)

Luu y: Ngoai PDF, ¢6 thé tao thém Galley dang HTML hodc XML (JATS). Véi tap
chi méi, khuyén nghi bdt dau véi PDF trudec.

4.3. Gan vao Issue va Xuat ban

1. Tab "Xuat ban" (Publication) — muc "Sé tap chi" (Issue) — chon Issue
2. Nhan "Lén lich xuét ban" (Schedule for Publication)

3. Vo Issue — nhan "Xuit ban" (Publish) khi da sin sang

Trudc khi xuat ban, ki€ém tra:



Metadata day du: tiéu dé, tom tit, tir khoa (ca tiéng Viét va tiéng Anh)
File Galley (PDF) da upload va mé duoc binh thuong

Bai di duoc gan dung Issue (tap, s6, nim)

Section (chuyén muc) dung

Luu y: Sau khi Publish, DOI sé duoc gan ty dong (néu dd cau hinh). Bai da Publish
6 thé Unpublish néu can chinh sita, nhung URL va DOI van gii nguyén.

5. Quan ly so tap chi (Issues)

5.1. Truy cap

Dang nhap — Menu trai: Cac so

Tap chi khoa hoc Vién Dia Iy Nhan van va Phat trién bén vimg

[ Bang diéu khién Bién tap vién v

& DOI
Q $6 chudn bi xuat ban S6 d xudt ban
{6y cai dat v

[~ Théng k& v 3 r
$6 chuan bi xuat ban Tao sb

£33 Céng cu

(@ Quan tri

Hinh 2.4: Quan ly Issues

* Nhan vao miii tén bén canh s6 dé xem/sura thong tin hodc Xuat ban.

« Danh sach cac s6 hién tai v6i trang thai (Nhap/Da xuat ban)

« Nt "Tao s6" (Create Issue) & goc phai trén (khoanh do) dé tao s6 moi

Trén man hinh Quan 1y Issues:

5.
Nhéan "Tao s6" (Create Issue):

2. Tao Issue méi

Trwong Y nghia Vidu

Volume Tap (thuong theo nam) 5




Number S6 trong tap 1
Year Nam xuat ban 2026
Title Tiéu dé (tuy chon) S6 dac biét: Bién doi khi

hau

5.3. Xuét ban Issue

Sau khi céc bai viét da dugc gan vao Issue — vao Issue — nhan "Xuat ban"
(Publish Issue). Tat ca bai trong Issue s€ dugc hién thi trén website.




Phan III: HUONG DAN CAU HINH HE THONG

1. Cai dat Tap chi (Journal Settings)

1.1. Truy cap

bang nhap — Menu trai: Cai dat — Tap chi

Tap chi khoa hoc Vién Dia Iy Nhan van va Phat trién bén vimg
fJ Bang diéu khién Bién tap vién v
© cdc s Cai dat taE chi
DoI @
@ Tiéu dé Lién hé Céac chuyén muc Danh muc
6 cai dat a
TiéngAnh  Tiéng Vit
Trang web

Nhan dang tap chi Tén tap chi *
Quy trinh lam viéc
& Tap chi khoa hoc Vién Dia ly Nhan van va Phét trién bén virng
Phén phéi

Ngudi dung & Vai trod Céc chir cdi dau tién cla tén tap chi *
|~ Théng k& v & s

£33 céng cu
Viét tat tap chi

&

(8 Quan tri

Hinh 3.1: Man hinh Cai dat Tap chi

Tai ddy cau hinh cac thong tin co ban:

Muc

Y nghia

Ghi chu

Tén tap chi

Tén day du hién thi trén
website

Bit budc

Tén viét tit

Tén ngan, dung trong
URL/DOI

Bit budc

ISSN truc tuyén

M3 s6 ISSN ban dién tir

Nhap khi da duoc cap

ISSN ban in

M3 sb ISSN ban in

Nhap néu co6

M0 ta tap chi

Mo ta ngan hién thi trén
trang About

Khuyén nghi

1.2. Cai dat Sections (Chuyén muc)
Sections dung dé phan loai loai bai viét. Khi xuat ban mot issue, OJS ty dong

nhom bai theo section trong muc luc (Table of Contents).

Truy cap: Cai dat — Tap chi — kéo xudng phan "Chuyén muc" (Sections)

Nhén "Thém chuyén muc" dé tao mai. Vi du:

e Bai nghién ctru (Research Articles)

e Bai tong quan (Review Articles)




1.3. Cai dat Categories (Danh muc)
Categories dung dé phan loai bai theo chii dé. Khac véi Sections, Categories co
trang riéng trén website va c6 thé thém vao Navigation Menu.

Truy cap: Cai dat — Tap chi — tab "Categories"

2. Cai dat Quy trinh lam viéc (Workflow Settings)

2.1. Truy cap
Dang nhap — Menu trai: Cai dat — Quy trinh lam viéc

Tap chi khoa hoc Vién Dia ly Nhan vin va Phat trién bén vimg

3 Bang diéu khién Bién tap vién v
& cic s Cai dat quy trinh lam viéc
@ oor : C " C . C
Np bai DPénh gid Thu vién nha xuat ban Email
{6y cai dat N
Tap chi @
Tét ndp bai
Trang web @ Tt ndp bai
Quy trinh lam viéc Huéng d(a_'/')‘“ gia Ngéin ngudi diing guri bai bdo méi cho tap chi. C6 thé vé hiéu héa viée giri cho céc phan tap chi
N . riéng lé trén muc tap chi trang cai dat.
Phan phi Metadata
Ngui diing & Vai trd 9 [ Tatnop bai
Céc thanh phan
|~ Théng ke -
£3) céng cu
Luu
(8 Quan tri

Hinh 3.2: Cai dat Quy trinh lam viéc — tab Nop bai
(4) Email — C4u hinh email tw dong va mau email
(3) Thu vién (Library) — File mau dung chung
(2) Panh gia (Review) — Ché do phan bién, deadline, form danh gia
(1) Nop bai (Submission) — Huéng dan tac gia, checklist, metadata
Céc tab trong Cai dat Quy trinh dugc danh sé trén hinh:
2.2. Tab Ngp bai
CAu hinh cac yéu cau khi tac gia nop bai:
e Tit ndp bai: Bat/tit chirc ning nhan bai méi
e Hudng dan tac gia: Nhap hudng din ndp bai + Danh sach kiém tra
(Submission Checklist)

e Metadata: Chon céc trudng metadata bat budc (tir khoa, tom tit...)
e Cac thanh phan: Loai file tac gia c6 thé upload



Lwu y: Muc "Danh sach kiém tra khi ndp bai" (Submission Checklist) nam
trong phan "Hudng din tac gid" & menu trai.

2.3. Tab Danh gia (Review)
Céu hinh ché d6 phan bién:

Tap chi khoa hoc Vién Dia ly Nhan van va Phat trién bén vimg

{3 Bang diéu khién Bién tap vién v

@ clcss Cai dat quy trinh lam viéc

@ por . £0h als 8 5 i
Nop bai Dénh gid Thu vién nha xudt ban Email

B cai azt - -

Tap chi
Thiét 1ap

Trang web

Quy trinh lam viéc

Phan phéi

Ché d6 dénh gi& mic dinh
Huéng dan ngudi

dénh gid @® Ngui danh gid an danh/Tac gié an danh

Ngudi danh gid an danh/Tc gia dugc cdng bo

Ngu@i diing & Vai tro Céc biéu mau dénh M& I
gid

|~ Théna ke v

Hinh 3.3: Cai dat Quy trinh lam viéc — tab Panh gia

Thiét 1ap Gia tri khuyén nghi Ghi chu

Ché d9 phan bién mic
dinh

Double-Anonymous (Phan
bién kin 2 chiéu)

Bit budc theo quy trinh
Tap chi

Thoi han phan hoi 1o 7 ngay Reviewer chap nhan/tir
moi choi

Thoi han hoan thanh 21-30 ngay Tuy theo tap chi

phén bién

Nhic nhé tw dong Bat Guri email nhic nho

trudce/sau deadline

3. Tao Review Form (MAu phiéu phén bién)

Review Form trong OJS twong tmg véi Mau Phiéu Phan Bién (Google Form)
hién tai ctia Tap chi. Phan I (Thong tin chung) va III (Két luan) da duoc OJS xir
Iy tw dong. Chi can tao phan II (Nhan xét) thanh Review Form.

3.1. Truy cap

Cai dat — Quy trinh lam viéc — tab Danh gia — kéo xudng phan "Mau danh
gia" (Review Forms) — nh4n "Tao miu danh gia" (Create Review Form)
3.2. Dat tén form

e Tiéu dé&: Phiéu phan bién bai viét

e M5 ta: Phiéu phan bién bai viét dang trén cac an pham cua Tap chi

Nhén Luu.



3.3. Thém cac cau hoi
Nhén biéu twong but chi (Edit) bén canh form — nhan "Tao muc méi" (Create
New Item) cho tirng cau hoi:

#

Cau héi Loai truong Bit budc

1

V& tén bai viét (nhan xét vé tinh Textarea Co
tuong minh, chinh xac, phan anh tot
chu de...)

Vé ¥ nghia, tinh cép thiét, tinh mi | Textarea Co
cta nghién ctru (tong quan, khoang
trong nghién ctru...)

Vf% phuong phap nghién ctru (thiét Textarea Co
ke, thu thap thong tin, cd mau, k¥
thuat phan tich...)

Vé két qua nghién ctru (tinh chinh Textarea Co
xac, dd tin cdy, cach trinh bay, két
luan...)

V& bo cuc bai viét (cdu truc day du, | Textarea Co
logic, thong nhat...)

Céc nhan xét khac (tom tat, tir khoa, | Textarea Khoéng
bang, bicu, van phong, trich dan,
TLTK...)

Nhitng gop ¥ cu thé khac Textarea Khoéng

3.4. Kich hoat form
Quay lai danh sach Review Forms — nh4n miii tén xanh bén canh form —
chon "Kich hoat" (Activate). Sau khi kich hoat, form s& sin sang dé st dung.

Luuy: Phan "I11. Két luan" KHONG can tao trong Review Form — OJS tu
dong hién thi dropdown "Khuyén nghi" gom: Accept, Revisions Required,
Resubmit for Review, Decline.

Luru y: Phan "File nhan xét giri kém" da c¢6 sain — Reviewer c6 nat Upload
trén giao dién phan bién.

4. Cai dat Trang web

4.1. Truy cap
Dang nhap — Menu trai: Cai dat — Trang web




Tap chi khoa hoc Vién Dia Iy Nhdn van va Phat trién bén virmg

3 Béang diéu khién Bién tap vién v
) cicsé Cai dat trang web

@ o1

{6 cai dat -

Dignmao  Thiétlap  Plugin

)

Tap chi

Thiét 13

Quy trinh lam viéc a

Giao dién
Giao dién
Chu dé mdi c6 thé dugc cai dat tr tab Plugin & dau trang nay.

OXD)

IHS Journal 2026 v

Phan phéi

Ban Bién ta
Ngudi diing & Vai trd (5 o
o Kiéu chir
Néng cao
|~ Théng k& v N B N o ) o
Chon mét su két hgp phong chix phit hgp véi tap chi nay.
€23 Céng cu R
Noto Sans: Phong chir goc ky thuat sé dugc Google thiét ké dé ho trg ngdn ngir rong rai.
(@ Quan tri

Noto Serif: Mt bién thé serif cia phong chir goc ky thudt s6 clia Google.

Noto Serif/Noto Sans: Mat cap bo sung véi céc tiéu deé serif va than van ban sans-serif.

Hinh 3.4: Cai dat Trang web
Céc tab chinh:

e Di¢n mao: Logo, favicon, theme, sidebar
e Thiét 1ap: Thong tin, Menu diéu huéng, Thong bao
e Plugin: Quan ly céc plugin da cai va Plugin Gallery

5. Ngwoi dung & Vai tro

5.1. Truy cap
Dang nhap — Menu trai: Nguoi dung & Vai tro

Tap chi khoa hoc Vién Dia ly Nhén vin va Phét trién bén vimg

(3 Béang diéu khién Bién tap vién v
© Cécsé Nguoi dung & Vai tro
Qoo i . )
Nguwi ding Vai trd Tuy chon truy cdp trang web Plugin hé so ORCID

{6 cai dat a

Tap chi

Loi mai (0) M vao vai trd
Trang web

Quy trinh lam viéc

TEN EMAIL LOTMOT TRANG THAI DON VI CONG TAC

Phan phéi

Ngudi ding & Vai trd

Hinh 3.5: Quan Iy Nguoi dung & Vai tro

5.2. Mapping vai tro theo quy trinh Tap chi

Vai tro OJS

Vai tro trong quy trinh

Cép quyén

Tong Bién tap

Nguoi quan ly tap chi

Quan ly Tap chi

Ban bién tap

Bién tap vién chuyén muc

Bién tap vién chuyén muc

Phan bién

Nguoi phan bién

Nguoi danh gia

Tac gia

Tac gia

Tac gia

Bién tap vién

Bién tap vién (Copyeditor)

Tro ly




Luwu y: Cac vai trd mic dinh khac (Nha thiét ké, Piéu phdi vién tai tro...)
khong can x6a, chi can khong gan ngudi vao. Khong anh hudng dén workflow
va khong hién thi cho nguoi dung.

6. Quan ly DOI
(Sé bé sung hwéng dan sau khi cai dat DOI chinh thirc)

7. Quan ly Email Templates

7.1. Truy cap
bang nhap — Cai dat — Quy trinh lam viéc — tab Email

Tap chi khoa hoc Vién ia ly Nhan van va Phat trién bén vimg

[ Bang diéu khién Bién tap vién v
© cicss Quan ly email
& DOI
® Email ‘ Q l D3t lai tat ca
&5 cai dat v
| Théng ke . 7 B loc Bién tap vién dugc chi dinh (Tu dong) it
i
o Email nay dudgc gui dén bién tap vién khi ho dugc tw dong chi dinh cho mét bai ndp.
() Céng cu Bai ndp
Dénh gia i ndp bi tir chéi i i
G Quéntri nh gi Bai ndp bi tir chéi (Trurére khi délr|h gid) Edit
Bién tap Email nay théng bdo cho tac gid rang bai ndp clia ho dang bi tir chdi trudc giai doan phén bién, vi bain...
San xust Bai ndp d chip nhan i
it
Khac Email ndy théng bao cho téc gié ring bai ndp cla ho da dugc chap nhan dé xudt ban.
GUri TIr Bai ndp da chap nhan (Khdng danh gia) Edit
I
Bién tap vién Email ndy thng bao cho téc gid rang bai ndp cla ho dang dugc gl truc tiép dén giai doan chinh strav...
Ngudi danh gid
Bai ndp da guri lai giai doan chinh sira t
. it
Troly Email nay thong bdo cho téc gid rang bai ndp ctia ho da duoc gui lai giai doan chinh stra.
Ngudi doc

o Bai ndp da guri lai tir giai doan chinh stra
Quén Iy Thué bao R . . N . 8 . o Edit
Email ndy théng bdo cho téc gid ring bai ndp cla ho da dugc gui lai tir giai doan chinh stra.

Hé thong
Bai ndp da tir chdi i
GUri Dén A £ £ ni2 N AL S . N Edit
Email ndy thang bdo cho téc gid rdng bai ndp cta ho da bi tir chdi sau binh duyét.
Bién tap vién

Nquoi dénh gid Gia han thué bao ca nhan Edit

Email ndy thdng bdo cho Ngudi quan Iy thué bao rang mét thué bao ¢é nhan da dugc gia han truc tuyé...
Trgly

Tac gid Gia han thué bao té chirc
Edit

Hinh 3.6: Cai dat Email

7.2. Cac email quan trong can tay chinh tiéng Viét

Email Key Muc dich Guri khi nao

SUBMISSION_ACK Xéc nhan nhan | Téc gia ndp bai
bai thanh cong

REVIEW_REQUEST Moi phan bién | Editor gan

reviewer
REVIEW_REMIND Nhic nhé phan | Gan/qua deadline
bién phan bi¢n

EDITOR DECISION ACCEPT Chap nhan bai | Editor chip nhan

EDITOR_DECISION_REVISIONS Yéu cau chinh | Editor yéu cau
stra stra




EDITOR_DECISION_RESUBMIT Giri lai sau Editor yéu cau
chinh sua gui lai PB

EDITOR_DECISION DECLINE Tir chéi bai Editor tir chdi

EDITOR_DECISION_INITIAL_DECLINE | Tir chdi & buéc | Editor desk-reject
so loai

8. Cau hinh chi tiét Email ctia Quan trj vién

Ngoai viéc tily chinh noi dung céc email template & muc 7, Quan tri vién can
c4u hinh céc thiét 1ap giri email ctia hé thong dé dam bao email giri dén diing
nguoi nhan va tranh bi chén boi Spam.

8.1. CAu hinh SMTP giri email
Mic dinh OJS st dung ham mail() cia PHP. Pé dam bao email khong bi vao
Spam, nén c4u hinh SMTP trong file config.inc.php:

Thiét 1ap Gia tri vi du Ghi chu

smtp = On On Bat gui qua SMTP

smtp_server smtp.gmail.com Dia chi SMTP server

smtp_port 587 Port (587 cho TLS, 465
cho SSL)

smtp_auth ssl Kiéu xéc thuc: ssl hodc tls

smtp_username tapchi@ihsjournal.vn Tai khoan email guri

smtp_password app_password_ Xxx Mat khau tmg dung (App
Password)

Luwu y: Vi Gmail, can bat xac thuc 2 budc va tao App Password tai
myaccount.google.com > Bao mat > Mat khau ing dung. KHONG dung mat
khau tai khoan Gmail thong thuong.

8.2. Ciu hinh dia chi email giri va hi
Vao Cai dit — Quy trinh lam viéc — tab Email, cAu hinh:

Muc Ghi chu

Dia chi giri (From Address) Email chinh thue cta Tap chi, VD:
tapchi@ihsjournal.vn

Tén giri (From Name) Tén hién thi, VD: Tap chi DLNV va
PTBV

Reply-To Email nhan phan hoi, c6 thé khac From

Bounce Address Email nhan thong bao giri that bai




8.3. Thiét 1ap thong bao email tw dong
OJS ty dong gui email & nhiéu thoi diém. Quan tri vién can kiém tra va cdu
hinh cac thong bao tu dong:

Loai théng bao

Cai diit tai

Mo ta

Email xac nhin ngp bai

Workflow — Email —
Notifications

Gri khi tac gia ndp bai
thanh cong. Chon: gtri cho
tac gid, va’hodc cc cho
Editor

Thong bao bai méi cho
Editor

Workflow — Email —
Notifications

Gtri thong bao cho
Editor/Section Editor khi
cO bai mébi

Nhic nhé phan bién

Workflow — Review

Giri email nhac ty dong khi
reviewer gan/qué deadline

Théng bao quyét dinh
bién tap

Tu dong khi Editor ra QD

Guri cho tac gia khi
Accept/Revise/Decline

8.4. Tuy chinh ni dung email template
Thyec hién tai: Cai dat — Quy trinh Iam viéc — Email — "Prepared Emails"

1. Tim email can chinh stra trong danh sach (VD: SUBMISSION ACK)

2. Nhan biéu tuong but chi (Edit) bén canh email template

3. Sira tiéu dé (Subject) va noi dung (Body) sang tiéng Viét

4. Sur dung cac bién dong (template variables) dé chuyén thong tin ty dong

5. Nhan Luu

Céc bién dong pho bién trong email template:

Bién Y nghia

{SrecipientName} Tén nguoi nhan
{$submissionTitle} Tiéu dé bai viét
{$SauthorName} Tén tac gia

{$journalName} Tén tap chi

{$journalUrl} Puong dan website tap chi
{$submissionUrl} Link dén bai viét trén hé thong
{$reviewDueDate} Ngay han phan bién

{SeditorialContactSignature}

Chir ky Ban bién tap




8.5. Vi du miu email tiéng Viét
Mau SUBMISSION ACK (Xéc nhan nop bai):

Tiéu dé: Xac nhdn nhdn bai viét — {$submissionTitle}
Kinh gui {$recipientName},

Tap chi {$journalName} di nhdn dwoc bai viét ciia Quy tdc gid:
"{$submissionTitle}"

Bai viét sé dwoc xem xét so logi va co ket qua trong vong 7—14 ngay lam viéc.

Quy tdc gid co thé theo doi tién dé bai viét tai:
{$submissionUrl}

Trdn trong,
{Seditorial ContactSignature}

MAiu REVIEW REQUEST (Mdi phéan bién):

Tiéu dé: Loi moi phan bién bai viét — {$journalName)

Kinh gui {$recipientName},

Ban Bién tdp {$journalName} tran trong moi Quy chuyén gia phan bién bai viét sau day:
Tiéu dé: "{$submissionTitle}"

Thoi han phdn hoi 1oi moi: 7 ngay
Thoi han hoan thanh phan bién: {$reviewDueDate}

Vui long truy cdp lién két dwedi day dé chap nhdn hodc tir chéi oi moi:
{$submissionUrl}

Trdn trong,

{Seditorial ContactSignature}

Mau EDITOR DECISION ACCEPT (Chép nhan bai):
Tiéu dé: Két qua phan bién — Chdp nhdn ding — {$submissionTitle}

Kinh gui {$recipientName},

Chiing t6i vui mirng thong béo bai viét "{$submissionTitle}" dd dwoc chdp nhdn dang trén
{$journalName).



Bai viet sé dwoc chuyén sang giai doan bién tdp va xuat ban. Chung toi sé lién hé néu can
chinh sita thém.

Tran trong,
{Seditorial ContactSignature}

8.6. Kiém tra va xir ly 15i giri email

Néu email khong giri dugc, kiém tra:

e Kiém tra log: Xem file tai scheduledTaskLog (néu dung PHP mail) hoic
SMTP error log

e Kiém tra cdu hinh SMTP trong config.inc.php

e Kiém tra tai khoan SMTP con hoat dong (App Password chua hét han)

e Kiém tra email c6 bi Firewall/hosting chan port 587/465

e Kiém tra hoan thanh SPF, DKIM, DMARC cho tén mién thsjournal.vn

Luu y: Nén st dung dich vu email chuyén dung (Google Workspace, Mailgun,
Amazon SES) thay vi PHP mail() mic dinh dé dam bao email khong bi Spam.



Phan IV: CAC THIET LAP, QUAN TRI KHAC

1. Poi mat khau, stra ho so’ ca nhan
Ping nhap — Nhan vao tén nguoi ding goc trén bén phai — "Xem ho so" —
Stra thong tin.

2. Quan ly Plugins
Truy cap: Cai dat — Trang web — tab Plugin

Tap chi khoa hoc Vién Dia Iy Nhan van va Phat trién bén vimg

fd Béng diéu khién Bién tap vién v
® Ciess Cai dat trang web

Hinh 4.1: Quan ly Plugin
Céc plugin quan trong:
e DOI: i tich hop san (OJS 3.5)
e Crossref Export: Dé deposit DOI 1én Crossref

e Dublin Core Metadata: Xuit metadata chuin
e Google Scholar Indexing: Hd tro index trén Google Scholar

3. Phin phoi (Distribution)
Truy cép: Cai dat — Phan phbi

Tap chi khoa hoc Vién ia ly Nhan van va Phat trién bén vimg

[ Bang diéu khién Bién tap vién v

&) Cacsé Cai dét phén ph6|
@ oor

{6 cai dat a

Gidy phép DOI Lap chi muc tim kiém Thanh todn Théng ké Truy cdp Luu trir

Tiéng Anh Tiéng Vit
Tap chi

Trang web
Chl s& hiru ban quyén
Quy trinh lam viéc

Tic gid
Phan phoi cd

Tap chi
Ngudi diing & Vai tro
Tuyén bé ban quyén tly chinh

|~ Théng k& v
£33 Céng cu
9 Gidy phép

(@ Quan tri
CC Ghi cong-Phi thuong mai-Khéng phéi sinh 4.0
CC Ghi cdng-Phi thuong mai 4.0
CC Ghi cdng-Phi thuong mai-Chia sé tvong tu 4.0

Hinh 4.2: Cai dat Phan phoi
A 3
Cau hinh:

e License: Chon gidy phép mic dinh (CC-BY, CC-BY-NC...)
e Indexing: Mo ta cho Search Engines
e Payments: Cau hinh thu phi, dang ky néu can



4. Thong ké
OJS tich hop san thong ké lugt xem/tai bai viét. Truy cap: Menu trai — Thong
ké. Co thé xem theo thoi gian, theo bai viét, theo issue.



