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Submission guidelines for researchers

How to submit research using our submissions system

Regardless of your agreement type, your researchers must properly self-identify during
submission to be recognized as eligible for APC/Flat Fee/CAP/Global Equity institutional support
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PLOS is moving to pairing articles to institutional partners by the author’s affiliation. Authors affiliated with
partners should no longer use the Institutional Account Program dropdown.

1.  The key step in the submission process is ensuring your affiliation is entered correctly. In the “Manuscript Data” section go to
“‘Authors”
Go to the “Current Author List” and click the pencil icon to edit.

In the “Institution” field, begin typing the name of your institution and then select your institution from the drop-down menu.

Do not override by typing your full institution name. Choose the correct pre-populated option as you type your
affiliation.

2. Please note, this element of the submission process is now redundant and will be removed. If you submit your article before this
point, please follow the instructions to progress. In the “Additional Information” section go to “Institutional Account”
Select “No” in the drop-down menu and proceed.
The information provided in the Manuscript Data section will be used to determine whether your submission, if accepted,
can be covered by your institution's PLOS partnership. If this is the case, you will be shown a price quote of $0.00 in a later

step.
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Please note, this element of the submission process is now redundant and will be removed. If
you submit your article before this point, please follow the instructions below to progress.

® O ® OU—O—©—© Within the “Additional Information”

page, scroll to “Institutional Account”.
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manuscript in DOC, pocx, * Title J
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missing details.

Individuals who substantially contribute to the submission qualify for authorship. Consult the submission
guidelines for authorship requirements and formatting instructions.

Enter each author’s name, affiliation details, and contributions. Click the pencil icon to edit.

e If an author has multiple affiliations, enter only the preferred or primary contact information here.
Include any additional affiliations on the title page of the manuscript.

e Make sure authors are listed in the same order as in the manuscript. To change the author order, drag
the author record to the appropriate position in the list.

« Do not list group authors here. Provide the names of group authors and consortia in the manuscript file.

Additional instructions for corresponding authors

e As corresponding author, you must have an ORCID iD in your Editorial Manager user profile. For
information about how to register for an ORCID iD and link it to Editorial Manager, watch this short video.

e To transfer the corresponding author role to another author, click the pencil icon next to their name and
check This is the corresponding author.
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All authors (regardless of deal eligibility) will have the same experience when submitting via Editorial Manager:

Publication Fee You're almost ready to submit your manuscript for Open Access publication.

In order to complete your submission, you must view and agree to pay the
expected publication fee (or apply for fee assistance) by clicking the 'View
Publication Fee’ button below.

After you have viewed and accepted the publication fee you will be returned to this screen
to proceed and submit your manuscript,

View Pubkication Fee

Cancel |

At the end of your submission, you will be asked to review a quote of your expected fees by clicking the “View Publication Fee”
button.
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Using information provided by the author during submission, PLOS peoi PLOS Publication Fee

offers an estimate of publishing fees due, if accepted. Raview volir pubicadon 156

If your institutional affiliation from the drop-down menu in the . ,_ ” { T }
"Manuscript Data" section matches to a live PLOS partnership, the Aomap———. B
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$0.00 if the publication costs are fully covered by an active '

agreement.

Click “l agree to pay the publication fee” to move to the final
submission step.
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Contact us

If you are an author, please email:
authorbilling@plos.org

If you are a librarian, please email:

institutionalaccounts@plos.org
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