Logging into a Columbia Libraries

journal website
Using your ORCID account to access your OJS dashboard

About these instructions
Who should use these instructions?

Getting help
ORCID help
OJS help
Instructions
Step 1: Regqistering for an ORCID 1D
Step 2: Enable two-factor authentication for your ORCID ID

Step 3: Linking your ORCID ID to your OJS account

About these instructions

These instructions will tell you how to create the accounts necessary to log into a journal partner
website, also referred to as “OJS.” They will also tell you how to set up two factor authentication
(2FA) in ORCID, and tell you how to find help if you need it throughout this process.

This process is in place so that all users who log into a journal partner website use 2FA. This is
for security purposes.

Who should use these instructions?

All editorial board members who will be making any changes to a journal’s website (reviewing
submissions, publishing issues, updating ‘about pages) should create an account following
these steps.

All authors who are submitting manuscripts to a journal through their OJS site should create an
account following these steps.

All peer reviewers who are completing peer review through a journal’s OJS site should create
an account following these steps.

Getting hel

ORCID help

If you face issues with setting up your ORCID account and/or setting up 2FA for your ORCID
account, you should contact ORCID support using their contact form.
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https://journals.library.columbia.edu/
https://orcid.org/
https://en.wikipedia.org/wiki/Multi-factor_authentication
https://support.orcid.org/hc/en-us/requests/new?ticket_form_id=360003472553

If you do not hear back from ORCID within two business days, please email
publishing@library.columbia with the details of your issue so that we can escalate your ticket.
Please provide the name of the journal and your role for the journal when sending an email. You
may wish to cc your contact at a specific journal when you email
publishing@library.columbia.edu.

OJS help

If you run into problems with creating an OJS account and/or linking your OJS account to your
ORCID account, please email publishing@library.columbia.edu. You will be asked to confirm
that you have already created an ORCID account and set up 2FA.

When sending an email to publishing@library.columbia.edu, please include screenshots and

any error messages you see. Please provide the name of the journal and your role for the
journal when sending an email. You may wish to cc your contact at a specific journal when you

email publishing@library.columbia.edu.

You can expect a response from the Columbia Libraries team within two business days.
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Instructions

Step 1: Registering for an ORCID ID

If you already have an ORCID account, confirm that you can log into your account through
https://orcid.org/. Then move on to the next step.

Please note that ORCID accounts should be made for individuals, not for organizations, and
never shared between individuals.

On the ORCID Sign in page, select “Register Now.”

Dl < ) orcid.org [ h o+

Signin

[ Email or 16-digit ORCID ID

yyyyyy ple@email.com or 0000-0001-2345-6789
Password

Forgot your password or ORCID ID?

Don't have an ORCID iD yet? Register now

or

0 Access through your institution
G Sign in with Google
(] sign in with Facebook

When you select “Register Now,” ORCID will ask for your name and email address. You should
use a personal email address because your ORCID account is tied to you as an individual, and
is not owned by your academic or employing institution.

Dl < [)) orcid.org e, ot +
Personal data Security and notifications Visibility and terms

Create your ORCID iD

This is step 1 of 3

Per ORCID's terms of use, you may only register for an ORCID iD
for yourself. Already have an ORCID iD? Sign In

@
Last name (Optional)
Primary email
Confirm p Yy
Additional email (Optional) @
+ Add another email
G0 BACK =3
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https://orcid.org/

Next, you will create an ORCID password.

M-y < 0 orcid.org

Create your ORCID iD

This is step 2 of 3

Password

(@ 8or more characters
@ 1 letter or symbol
@ 1 number

Confirm password

Notification settings

ORCID sends email notifications about items related to your
account, security, and privacy, including requests from ORCID
member organizations for permission to update your record, and
changes made to your record by those organizations,

You can also choose to receive emails from us about new features
and tips for making the most of your ORCID record.

(] Please send me quarterly emails about new ORCID features
and tips.To receive these emails, you will also need to verify
your primary email address.

After you've registered, you can change your notification settings
at any time in the account settings section of your ORCID record.

=3

Personal data Security and notifications Visibility and terms

Choose visibility settings for your ORCID profile and agree to Terms of Use. You can change the
visibility settings for your ORCID profile at any time. For this workflow, you can select the lowest

visibility settings (“Only me”) if you prefer maximum privacy.

M- < 0 orcid.org
(] o (3]

Create your ORCID iD
This is step 3 of 3
Visibility settings
Your ORCID iD connects with your ORCID record that can
contain links to your research activities, afiliations, awards,

other versions of your name, and more. You control this
content and who can see i

By default, what visibility should be given to new items added
to your ORCID Record?

(O 2+ Everyone (87% of users choose this)

(O " Trusted Organizations (5% of users choose this)

O i@ Only me (8% of users choose this)

More information on visibility settings

Terms of Use

[ Iconsent to the privacy policy and terms of use and agree
to my data being publicly accessible where marked as
“Visible to Everyone".

[ 1 consent to my data being processed in the United States,

More information on how ORCID process your data.

™

reCAPTCHA

fm nota robot

Personal data Security and notifications Visibility and terms

e

Congratulations, you now have an ORCID ID, which is a very useful tool! Learn more at

https://info.orcid.org/researchers/.
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Step 2: Enable two-factor authentication for your ORCID ID

If you already have 2FA set up for your ORCID account, you can move on to the next step.

e |f you encounter issues with setting up 2FA, you should contact ORCID support using
their contact form.

e If you do not hear back from ORCID within two business days, please email
publishing@library.columbia with the details of your issue so that we can escalate your
ticket.

At https://orcid.org/signin, sign in to your ORCID account and go to your account settings.

lim] L 0 u ereidong th o+ B

e Colurnibia Libraries

0 Acous semngs

https:Horcid.orgd
0009-0003-1677-0720 —

O Trated parten

imails 4 Biography ”

digialscholarship@ibeary columb o«
[

Websites & sacial Bnks r

Addtd grants, award and cther furdieg you i recewed b wooert werh
= Getting started e gttty -ttt et m
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Go to Two-factor Authentication in the ORCID account settings and turn it on.

D 4 U w croicong h + B

hetps:tioreid. argd Account settings
0009-0003-1677-0720
Defaults
» Email frequency
? Language
» Visibility

~ Two-factor authentication (OFF)

A wxtea sacury 1o your ORCID atesunt by enablg twe facter . thastcation (FAL
Each time: you g i £ DRCTD yous be prompred 15 erer 3 -Sge (ke me wend 15 your pretesred IR suthentoation
apphcaticn.
Tee-factor authencication is curmenthy:

OFF
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If you use DUO Mobile for two-factor authentication for your Columbia UNI account, you can
add your ORCID account as well. If you don’t already use DUO, you can download DUO Mobile
or other two-factor authentication apps to your phone from the Apple App Store or Google Play.
Learn more about DUO and multifactor identification at https://www.cuit.columbia.edu/mfa.

In DUO Mobile, click on Add Account, then use the QR code provided by ORCID to add your
ORCID account. (Note that DUO Mobile does not save your ORCID password—it only provides
two-factor authentication via a passcode.)

ORCID will provide two-factor authentication recovery codes. Save them!

M < ) orcid.org J o +

Enable two-factor authentication (2FA)

Add to your ORCID y g two-factor . Each
time you sign n to ORCID you'l be prompted to enter a six-digit code we send to your
jon application.

preferred 2FA authentication applic:

See the Knowledge Base for step-by-step instructions on enabling 2FA

1.Install a two-factor authentication app

A2FA app s required to create the six-digit code you need to access your account each time
usign in. Most for : some lable as desktop or web-

d install a 2FA app, suc EreeOTP , or Authy

ase for a list of

2.5can the QR code with your device
Open your 2FA app and scan the QR code image below.

Can't scan the barcode? Get a text code and enter it into your 2FA app instead.
3. Enter the six-digit code from your authentication app

After scanning the QR code or entering the text code your 2FA app will generate a six-digit
code. Enter the code below.

Step 3: Linking your ORCID ID to your OJS account

e |[f you run into problems at this point in the workflow, please email
publishing@library.columbia.edu. You will be asked to confirm that you have already
created an ORCID account and set up 2FA.

e When sending an email to publishing@library.columbia.edu, please include screenshots
and any error messages you see.

e You can expect a response from the Columbia Libraries team within two business days.
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Click on Register in the upper righthand corner of your OJS journal site

Sample Site

Information

%o e koo for trainiepideme purpones.

Announcements

n

Test from Sampie Site

Test aMer rurning mstalEmaiTempiate seript

Log into your ORCID account. You will also have to add the 2FA code from your DUO (or similar
app).

o < ) & orcid.org ¢ M+ ©

Signiin

example@email.com or 0000-0001-2345-6789

[EMJHOMG—G\Q\(OR(!D\D

Password

Forgot your password or ORCID ID?

Don't have an ORCID iD yet? Register now

I

Access through your institution

Sign in with Google

@

Sign in with Facebook

i
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The first time you sign in to OJS using your ORCID ID, you will need to authorize Columbia
University Libraries Journals to access your ORCID record. You can revoke this authorization at
any time, but you will not be able to sign in to OJS without granting this authorization.

M- < 0 orcid.org

Authorize access

You are currently signed in as:

Columbia Libraries Digital Scholarship
https://orcid.org/0009-0003-1677-0720

sign out

Columbia University Libraries Journals 0

has asked for the following access to your ORCID record:

@ Get your ORCID iD

Deny access

If authorized, this organization will have access to your ORCID record, as
outlined above and described in further detail in ORCID's privacy
policy.

You can manage access permissions for this and other Trusted
Organizations in your account settings.

h + ©

Once you authorize Columbia University Libraries Journals as a “Trusted Party” for your ORCID

account, you will be returned to OJS.

Select, “No, I'm new to [JOURNAL SITE].”

Sample Site

Do you already have an account with
Sample Site?

Yas. | already have an account

Mo, I'm new to Sample Sie

Information
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You will be asked to fill in the required information. Then, select “Complete registration.”

M~ < )

Sample Site
Current Archives  Sample Site News Announcements  About ~

Do you already have an account with
Sample Site?

Yes, | already have an account.

No, I'm new to Sample Site.

Additional information is required to register:
Given Name *  Columbia Libraries

Family Name * ~ Digital Scholarship

Email *
Username *
Aftiiation *
Country * ( D)
Yes, | agree to have my data collected and stored according to the privacy
statement. *

Yes, | would like to be notified of new publications and announcements.

Yes, | would like to be contacted with requests to review submissions to
this journal.

Reviewing
interests

Complete registration

journals-test library.columbia.edu

Information

For Readers
For Authors

For Librarians

© M + O

Register  Login

Search

You will see a similar confirmation page. You are done! Select any one of the three links to

continue.

b < 0

Sample Site

Current  Archives  Sample Site News ~ Announcements  About ~

Home Registration complete

Registration complete

Thanks for registering! What would you like to do next?

¢ Make a New Submission
* Edit My Profile
* Continue Browsing

GLE COLUMBIA UNIVERSITY LIBRARIES
535 West 114th St. New York, NY 10027

journals-test.library.columbia.edu

Information

For Readers

For Authors

For Librarians

® & + ©

DS ~

Search

Platform &
workflow by

OJS/ PKP
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If you do not select an option that takes you to your OJS dashboard, you can navigate to the
dashboard from your username in the upper righthand corner.

ejackson v

Dashboard

View Profile

Administration

Logout

From now on, when you log in to your OJS journal site, you will be taken to the ORCID sign-in
screen. You will sign in to ORCID using 2FA and then you will be returned to your OJS
dashboard.
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