UPDATED  ELECTRONIC  VERSION OF PUBLICATION  PROCEDURE

General information

The new Web-site, among many other features, provides the procedure to be followed for publishing documents.

Documents to be published are divided into 3 groups:

1) Journal Articles;

2) Conference (Abstract-Proceedings);

3) Internal Task Notes.

Task Leaders and Task Members are entitled to propose documents for publication.

While Internal Task Notes (ITN) can be authorized for publication by Task Leaders only, Journal ARticles (JAR), Conference ABstracts (CAB) and Conference Proceedings (CPR) should be approved by Task Leaders (TL) and authorized for publication by the Review Committeee (RC).

Only  documents authorized by TLs (ITN) and by the RC-Chair (JAR, CAB and CPR) can be published and numbered.

While JARs, CABs and CPRs are tagged with a unique numbering inside the Project, the ITNs are tagged according to an internal numeration of each Task.

Because of Copyrights problems, JARs and CPRs will be stored in private areas of the Web-site (visible with password). 

Persons involved in one or more Tasks should ask for registration to Task Leaders who are entitled to assign them the password.

Task Leaders ask for registration to the Project Leader who is entitled to assign the password.

A - Insertion and publication of ITNs

ITN definition: technical documents related to matters treated at Task Meetings or to Task Activities.

A1 - Insertion of ITNs  by a Task Member:

1)  Login, insert your password and select your Task Home Page;

2)  Select the link  “Internal Task Note” of  the “DOC- Insertion Menu”;

3)  Fill in the fields   “Title”, “Authors” and “Description”;

4)  Choose either the private or the public storing area: 

      (Visibility [image: image1.wmf]Public [image: image2.wmf]Private (only for Task and MB members));

5) Upload your ITN clicking   the “browse” and then “Confirm”.

     The following message will appear:

“The document has been sent to Task leader “

       At the same time, the following automatic generated e-mail will be sent to the Task Leader:

eurisol.ds@lnl.infn.it    Sender 
yacine.kadi@cern.ch     Task Leader
New EURISOL DS document inserted by Adonai Herrera-Martínez
Dear TASK LEADER, a new document was proposed as EURISOL DS Publication by Adonai Herrera-Martínez: PROVA1. The document could be published only after your approval. In order to validate the document, please, log in and type your password in EURISOL DS homepage and enter your task page. Please click the link "Documents to be validated" and find the document to be validated. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

A1.1 - Authorization for publication by Task Leader

1) Login, insert your  password and select your Task Home Page.

2) Click the link  “Document to be validated” of  the “Validation  Menu”,

3) Select the document to be validated and click either “YES” or “NO” ;

4) In case of approval (YES), the following message will appear:

“The document has been published”

The document is numbered as xx-25-200y-nnnn , where “xx”, “y”and “nnnn” stand for task number, last digit of the year and publication number. 

       At the same time, the following automatic generated e-mail will be sent to the Task Member:

eurisol.ds@lnl.infn.it
adonai.herrera.martinez@cern.ch
New EURISOL document approved
Dear Task Member, a new document was approved: Internal Task note - PROVA3. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

The document  will be stored   at  Task Page : “Task Home Menu/ Publications” – “Internal Task Note”

5) In case of not approval “NO”,  the following  message will appear:

“The document is not approved for publication”

       At the same time, the following automatic generated e-mail will be sent to the Task Member:

eurisol.ds@lnl.infn.it
adonai.herrera.martinez@cern.ch
EURISOL document not approved
Dear Task Member, the document proposed "Internal Task note - PROVA1" was not approved. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

A2 – Insertion of ITNs  by a Task Leader:

1)  Login, insert your  password and select your Task Home Page.

2)  Select  the link  “Internal Task Note” of  the “DOC- Insertion Menu”;

3)  Fill in the fields “Title”, “Authors” and “Description”;

4)  Choose either the private or the public storing area  

      (Visibility [image: image3.wmf]Public [image: image4.wmf]Private (only for Task and MB members));

5) Upload your ITN clicking “browse” and then  “Confirm”.

     The following message will appear:

“The document has been published”

The documents will be stored   at  Task Page : Task Home Menu/ Publications – Internal Task Note

B - Insertion and publication of  JARs

JAR                      Definition:  Papers related to achievement and results from Scientific and Technical work carried out   within  the EURISOL DS Contract.

B1 - Insertion of JAR  by a Task Member:

1)  Login, insert your  password and select your Task Home Page;

2)  Select the link  “Journal Article” of  the “DOC- Insertion Menu”;

3)  Fill in the fields “Title”, “Authors” and “Description”;

4) Upload your JAR file  clicking   “browse” and then  “Confirm”.

     The following message will appear:

“The document has been sent to Task leader”.

       At the same time, the following automatic generated e-mail will be sent to the Task Leader:

eurisol.ds@lnl.infn.it
yacine.kadi@cern.ch
New EURISOL DS document inserted by Adonai Herrera-Martínez
Dear TASK LEADER, a new document was proposed as EURISOL DS Publication by Adonai Herrera-Martínez: PROVA2. The document could be published by RC CHAIR only after your approval. In order to validate the document, please, log in and type your password in EURISOL DS homepage and enter your task page. Please click the link "Documents to be validated" and find the document to be validated. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

B1.1 - Approval  for publication by Task Leader

1) Login, insert your  password and select your Task Home Page.

2) Click the link  “Document to be validated” of the Validation  Menu”;

3) Select the document to be validated and click ether  “YES” or “NO” ;

4) In case of approval (YES), the following  message will appear:

“The document has been sent  to RC”

At the same time, the following automatic generated e-mail will be sent to the  RC Members and to the Task Member:

Eurisol.ds@lnl.infn.it
domenico.lazzarato@lnl.infn.it
New EURISOL DS document proposed for publication
Dear RC MEMBER, a new document "Journal article - PROVA10" was proposed as EURISOL DS publication by the leader of TASK 2. The document will be authorized for publication once reviewed and approved by RC. In order to validate the document the following steps should be followed: 1) RC chair should login and insert the password for entering Task 01 page, then click the link "Document to be validated" in the RC MENU and finally find the proposed document. 2) RC chair should select the Reviewer by clicking the RC MEMBER identifier. An automatically generated e-mail will be sent to the Reviewer. 3) The Reviewer enters Task 01 Page following the instructions of point 1). 4) The Reviewer has 3 options: a) Accept - The document is proposed for publication without any change. An automatically generated e-mail is sent to the RC Chair. b) Revise - The document should be revised before publication. In this case the document is stored in the link "DOCUMENT TO BE REVISED". An automatically generated e-mail is sent to the RC Chair and to the Proposer and his/her Task Leader. Comments, changes and suggestions should be sent to the RC Chair via a separate e-mail. c) Refuse - In this case the document will not be published and it will be stored in the link "NOT APPROVED DOCUMENTS". An automatically generated e-mail is sent to the RC Chair and to the proposer and his/her Task Leader. Comments should be sent to the RC Chair via a separate e-mail. 5) For the next step the RC Chair has 3 options: a) Document accepted by the Reviewer - Clicking YES the document is published and automatically numbered; clicking NO the RC Chair refuses the document which will be stored in the link "NOT APPROVED DOCUMENTS". b) Document to be revised - The RC Chair could look at the document by clicking the link "DOCUMENT TO BE REVISED". Via a separate e-mail the Chair will forward to the Proposer comments, suggestions and remarks of the Reviewer. c) Document refused - The Chair could look at the document by clicking the link "NOT APPROVED DOCUMENTS". Via a separate e-mail the Chair will forward to the Proposer and to his/her Task Leader the comments of the Reviewer. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.


eurisol.ds@lnl.infn.it
adonai.herrera.martinez@cern.ch
New EURISOL document sent to RC
Dear Task Member, the document "Journal article - PROVA10 " has been sent to RC. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

B1.2 - Validation by the RC

B1.2.1 – Preliminary Actions by the RC Chair:

1) Login, insert your  password and select   Task 1 Home Page;

2) Click the link  “Document to be validated” of  the “RC Menu”;

3) Select the document to be validated and choose the Reviewer by clicking the label in front of his/her name. (The RC Chair could  decide to review the document himself (default mode)).

In this case,  the following automatic generated e-mail will be sent to the  RC Member  selected as Reviewer:


eurisol.ds@lnl.infn.it
graziano.fortuna@lnl.infn.it
New document waiting for approval
Dear RC MEMBER, you have been chosen by RC CHAIR to review the document: Title PROVA10 Category Journal article To recommend this document for publication please follow the steps below: 1) Login and insert the password for entering Task 01 page, then click the link "Document to be validated" in the RC MENU and finally find the proposed document. 2) Select one of the 3 options: a) Accept - The document is proposed for publication without any change. An automatically generated e-mail is sent to the RC Chair. b) Revise - The document should be revised before publication. In this case the document is stored in the link "DOCUMENT TO BE REVISED". An automatically generated e-mail is sent to the RC Chair and to the Proposer and his/her Task Leader. Comments, changes and suggestions should be sent to the RC Chair via a separate e-mail. c) Refuse - In this case the document will not be published and it will be stored in the link "NOT APPROVED DOCUMENTS". An automatically generated e-mail is sent to the RC Chair,   to the Proposer and his/her Task Leader. Comments should be sent to the RC Chair via a separate e-mail. Best regards from EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

B1.2.2 Review of the JAR by the RC Member selected

1)  Login, insert your password and select  Task1  Home Page;

2)  Click the link  “Document to be validated” of   the “RC  Menu”.

      The RC Member has 3 options:

a) Accept;

b) Revise;

c) Refuse.

Accept:  Clicking “Accept”,  the document is approved and the following automatic generated e-mail will be sent to the RC Chair.

eurisol.ds@lnl.infn.it
domenico.lazzarato@lnl.infn.it
New EURISOL DS document accepted
Dear RC CHAIR, the document "Journal article - PROVA4" was accepted. In order to authorize the publication of the document, please login, type your password in EURISOL DS homepage and enter TASK 01 page. Please click the link "Documents to be validated" and find the document to be published. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

  The following message will appear:

“The document has been approved”

Revise:   Clicking “Revise”  the document should be revised, by the Proposer, before publication and the following automatic generated e-mails will be sent to the  RC Chair, to the Proposer and to his/her Task Leader:

eurisol.ds@lnl.infn.it
domenico.lazzarato@lnl.infn.it
EURISOL document to be revised
Dear RC CHAIR, the document "Journal article - PROVA5" should be revised. Comments, suggestions and remarks will be sent you with a separate e-mail shortly. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.


eurisol.ds@lnl.infn.it
eurisol.ds@lnl.infn.it
New EURISOL document Published
Dear TASK LEADER, the document "Journal article - PROVA5" should be revised. Comments, suggestions and remarks will be sent you with a separate e-mail shortly by the RC CHAIR. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.


eurisol.ds@lnl.infn.it
davide.zenere@lnl.infn.it
New EURISOL document Published
Dear TASK MEMBER, the document "Journal article - PROVA5" should be revised. Comments, suggestions and remarks will be sent you with a separate e-mail shortly by the RC CHAIR. Please revise the document according to the RC CHAIR suggestions. You can select the document to be revised at the link "TO BE REVISED" of the menu "PUBLICATIONS" of your Task. Once revised, the document should be inserted clicking "INSERT VERSION REVISED" and sent to the RC CHAIR by clicking the "SEND TO RC CHAIR". EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

 The following message will appear:

“The document should be revised”

In addition an automatic Outlook window will open for comments, suggestions and remarks to be sent to the RC Chair.

It will be duty of the RC Chair to address comments, suggestions and remarks to the Proposer. 

In this case the document will be stored at the link “Document to be revised” of the “RC Menu” and at the link “To be revised” of  “Publication Menu” of  the Proposer Task.

Refuse: Clicking “Refuse” the document is not approved for publication and the following automatic generated e-mails will be sent to the  RC Chair, to the Proposer and to his/her Task Leader:

eurisol.ds@lnl.infn.it
domenico.lazzarato@lnl.infn.it
EURISOL document not approved
Dear RC CHAIR, the document "Journal article - PROVA3 JOURNAL" was not approved. Comments, suggestions and remarks will be sent you with a separate e-mail shortly. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.


eurisol.ds@lnl.infn.it
davide.zenere@lnl.infn.it
EURISOL document not approved
Dear TASK MEMBER, the document "Journal article - PROVA3 JOURNAL" was not approved. For furher details, please contact the RC CHAIR. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.


eurisol.ds@lnl.infn.it
eurisol.ds@lnl.infn.it
EURISOL document not approved
Dear TASK LEADER, the document "Journal article - PROVA3 JOURNAL" was not approved. For furher details, please contact the RC CHAIR. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

The following message will appear:

“The document has not been approved”

In addition an automatic Outlook window will open for comments and  remarks to be sent to the RC Chair.

It will be duty of the RC Chair to communicate to the Proposer the decision. 

The document will be stored at the link “Not approved document” of the RC Menu.

B1.3 – Actions of the Proposer in case of the document should be revised

1) Login , insert your  password and select your Task Home Page;

2) Click  the link “To be revised” of  the “Publication Menu” of your Task;

3) Select the document to be revised,  click the link “Insert version revised”,  upload the new version by clicking  “browse”  and then “Send to the RC Chair”. 

The following automatic generated e-mail  will be sent to the  RC Chair:


eurisol.ds@lnl.infn.it
domenico.lazzarato@lnl.infn.it
EURISOL DS document revised
Dear RC CHAIR, the revised version of the document "Journal article - PROVA5" has been sent to you. Please select the document at the link "DOCUMENTS TO BE VALIDATED". If the document is correctly revised, please click "Accept" and then "YES" for publication and numbering of the document. An automatically generated e-mail will be sent to the Proposer and his/her Task Leader. In case the document needs further changes, please click "Revised" and the document will be stored in the link "DOCUMENT TO BE REVISED". An automatically generated e-mail will be sent to the Proposer and to his/her Task Leader. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

    The following message will appear:

“The document has been sent to the RC Chair”

    B1.4 – Final Actions of the RC Chair for publication

1) Login, insert your password and select   Task 1 Home Page;

2) Click, the link “Document to be validated” of  the “RC Menu”

Two options could be considered:

B1.4.1 Document has been accepted by the Reviewer:

The RC Chair can choose either “YES” or “NO”.

YES: Clicking “YES” the document is published and the following automatic generated e-mails will be sent to the   RC Members, to the Task Leader and to the Proposer.

eurisol.ds@lnl.infn.it
domenico.lazzarato@lnl.infn.it
New EURISOL document Published
Dear RC MEMBER, a new document was Published as Eurisol DS: Journal article - PROVA4. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

eurisol.ds@lnl.infn.it
eurisol.ds@lnl.infn.it
New EURISOL document Published
Dear TASK LEADER, a new document was Published as Eurisol DS: Journal article - PROVA4. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.


eurisol.ds@lnl.infn.it
davide.zenere@lnl.infn.it
New EURISOL document Published
Dear TASK MEMBER, a new document was Published as Eurisol DS: Journal article - PROVA4. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

          The following message will appear:

“The document has been published”

The document is numbered as xx-21-200y-nnnn, where “xx”, “y”and “nnnn” stand for task number, last digit of the year and publication number.

 The document will  be stored al the link “Journal Article”of the  “Publication Menu” of the Proposer Task  and at the link “Publications”  of the EURISOL DS Home Page Web-site.

NO: Clicking “NO” the document is not published and the following automatic generated e-mails will be     sent    to the   RC Members, to the Task Leader and to the Proposer.

In this case the document is not approved for publication and the following automatic generated e-mails will be  sent to the  RC Members, to the Proposer and to his/her Task Leader:

eurisol.ds@lnl.infn.it
domenico.lazzarato@lnl.infn.it
EURISOL document not approved
Dear RC Member, the document "Journal article - PROVA3 JOURNAL" was not approved. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

eurisol.ds@lnl.infn.it
davide.zenere@lnl.infn.it
EURISOL document not approved
Dear TASK MEMBER, the document "Journal article - PROVA3 JOURNAL" was not approved. For furher details, please contact the RC CHAIR. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

eurisol.ds@lnl.infn.it
eurisol.ds@lnl.infn.it
EURISOL document not approved
Dear TASK LEADER, the document "Journal article - PROVA3 JOURNAL" was not approved. For furher details, please contact the RC CHAIR. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

The following message will appear:

“The document has not been approved”

In addition an automatic Outlook window will open for comments and remarks to be sent to the RC Chair (default receiver).

It will be duty of the RC Chair to communicate to the Proposer the decision. 

The document will be stored al the link “Not approved document” of the “RC Menu”.

B1.4.2 Document  asked for revision by the reviewer:

The RC Chair selects the document revised by the Proposer and check if the document is correctly revised . Documents revised are tagged  with “version revised 2, 3, 4….”

Clicking “Accept” and then “YES”,  the document is published and the following automatic generated e-mails will be sent to the   RC Members, to the Task Leader and to the Proposer.

eurisol.ds@lnl.infn.it
domenico.lazzarato@lnl.infn.it
New EURISOL document Published
Dear RC MEMBER, a new document was Published as Eurisol DS: Journal article - PROVA4. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

eurisol.ds@lnl.infn.it
eurisol.ds@lnl.infn.it
New EURISOL document Published
Dear TASK LEADER, a new document was Published as Eurisol DS: Journal article - PROVA4. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

eurisol.ds@lnl.infn.it
davide.zenere@lnl.infn.it
New EURISOL document Published
Dear TASK MEMBER, a new document was Published as Eurisol DS: Journal article - PROVA4. EURISOL WEBSITE TEAM. PS:This e-mail is automatically generated.

         The following message will appear:

“The document has been published”

The document is numbered as xx-21-200y-nnnn , where “xx”, “y”and “nnnn” stand for task number, last digit of   the year and publication number.

The document will be stored at the link “Journal Article” of the “Publication Menu” of  the Proposer Task  and at the link “Publications”  of the EURISOL DS Home Page Web-site.

Clicking  “Revise”,  the document will return to the Proposer for a second revision. The next steps are the same as described above.

B2 - Insertion of JAR by a Task Leader:

The same procedure as described for insertion by a Task Member should be followed. The only action skipped regards the first step regarding TL approval. Once inserted the document is directly sent to RC.

C - Insertion and publication of a Conference (Abstracts/Proceedings)

C1 - Insertion of Conference/Abstract by a Task Member and Task Leader:

The validation procedure for Abstract publication is the same as that described for Journal Article.

Of course one should use the right link for Abstract insertion:  “Conference” of the “DOC - Insertion Menu”. 

If approved for publication, by RC, the Abstract is stored at link “Conference” of the “Publication Menu” of the Proposer Task  and at the link “Publications”  of the EURISOL DS Home Page Web-site.

The abstract is numbered as xx-22-200y-nnnn , where “xx”, “y”and “nnnn” stand for task number, last digit of the year and publication number.

C2 - Insertion of Conference/Proceeding by a Task Member and Task Leader:

A Conference Proceeding could be inserted only if the related abstract has been already published.

In order to submit a Proceeding the Proposer should follow the next steps:

1) Login, insert your password and select your Task Home Page;

2) Click  the link “Conference” of  the “Publication Menu” of your Task;

3) Select the Abstract and click “See details”;

4) Clicking “Edit” the Proceeding insertion Menu will appear;

5) If needed you are allowed to update the Abstract information (Title, Authors and Description) according to the actual Proceeding text;

6) Upload the Proceeding file clicking  “browse” and then “Confirm”.

At this point the document should approved by the Task Leader, and validated by the RC following the procedure already described for Journal Article.

If approved for publication by RC, the Proceeding is stored at link “Conference” of the “Publication Menu” of the Proposer Task  and at the link “Publications”  of the EURISOL DS Home Page Web-site.

The proceeding is numbered, differently from the Abstract, as xx-23-200y-nnnn , where “xx”, “y”and “nnnn” stand for task number, last digit of the year and publication number.
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