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Purpose of the presentation

This presentation is meant for current or prospective open access account administrators. 

It will show the process of open access (OA) publication from submission to 
post-publication reporting.



Covered in this presentation

• Author Process
• Submission process
• Post acceptance
• RightsLink for Scientific Communications (RLSC)

• Administrator Process
• Notifications
• Responding to funding requests
• Reports
• Searching IEEE Xplore and setting alerts



Author Process: 
Submission



Submission – Step 1 

IEEE Publication Recommender helps authors find the most suitable 
journal and displays journal’s OA Status with submission URL

https://publication-recommender.ieee.org/home

Note: Open Access status clearly displayed in results.



Submission – Step 1 – in IEEE Xplore

https://ieeexplore.ieee.org/browse/periodicals/title?refinements=Publisher:I
EEE&showActiveTitlesOnly=true



Submission – Step 1 – in IEEE Xplore



Submission process

• The corresponding author will complete the submission process.

• Authors submitting to fully OA journals will be asked to accept OA terms and charges during 
Step 1.

• Authors submitting to hybrid journals will not be asked to select OA until after acceptance.



Submission – Step 1 – Fully OA journal

The institutional partners list goes to https://open.ieee.org/for-institutions/institutional-partners/



Submission – Steps 2 and 3
Step 2: the author will upload their manuscript files Step 3: the author will upload their attributes, or keywords



Submission – Step 4

Corresponding 
author adds 
affiliation data 
for all authors.

The institution 
entered will be 
used to match 
the author with 
an institutional 
OA agreement 
with Ringgold 
API.

**Authors should use their institutional email address**

Step 4: author enters metadata

Ringgold is integrated
in submission system



Submission – Step 5 & 6 

Articles can match a RLSC profile based on funder in addition to institutional affiliation

Step 5: the author enters funder info (when applicable) Step 6: the author reviews and submits



Author Process: 
Acceptance and Copyright



Acceptance

• If the manuscript is accepted, the author will be prompted to upload 
the final files and choose a copyright license.

• Hybrid journal authors will choose to publish open access or 
traditional (closed).



Post acceptance – upload final files in Author Portal
Some IEEE Publications have migrated to the IEEE Author Portal, a new and streamlined interface for authors.

Main Landing Page (what an author sees when they login to 
Author Portal and have a submission awaiting Final Files.

Once they submitted final files, the author is
met with a screen that gives them a prompt to 
click and sign off on the Publishing Agreement.



IEEE Electronic Copyright Form (eCF) 

1. Confirm that the article 
details are correct.

2. Confirm the paper’s 
originality

3. OA Authors must agree 
“to pay” an APC (Article 
Processing Charge)

4. Select and sign CC-BY 
license type

5. Download a copy of the 
agreement


