AUTHOR ROLE

How to submit a manuscript?
OJS 3.4

Step by
step

Go to the journal’s website and click on ‘Register’, located at the top right
corner of the page. After completing the registration form, you will receive
a confirmation email at the address you provided, confirming your new

user account.

Register | Login

Once you have logged in with your credentials and the author role, go to the top
right of the screen and click the ‘New submission’ button.
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Select the submission language, fill in the title, and choose the appropriate

section for your manuscript. Next, review and check the submission checklist,

and approve the privacy statement. Finally, click ‘Start Submission’ to

continue with the process.
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Enter the full title of your manuscript in the first field of the form.
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If you want to enter the title in both Spanish and English, select ‘Spanish’ at
the top of the “Title’ field and enter vour manuscript title in Spanish.
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Some optional metadata may be requested, such as keywords.In these fields,
type each term or piece of information and press “Enter” to separate it. This
ensures that the information is properly saved and can be retrieved in
searches.

Keywords
Keywords are typically one- to three-word phrases that are used (o indicate the main
toplcs of a submission.

[G o5 ®  Author % Tutorial ® ]

Enter the abstract and its translation, if available. To add the abstract in
another language, click the ‘Spanish’ button (located above the title field). A
new box will appear where you can enter the text in the selected language.
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The abstract may have a word limit set by the journal. If so, adjust your text
to meet the required limit. To assist you, the system provides a word counter
that displays the number of words entered.

Add the references in the designated field. Make sure to enter each reference
on a new line and include the corresponding DOI suffixes to improve
information retrieval. To find DOIs for your references, it is recommended to
use the tool: https://apps.crossref.org/Simple TextQuery
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Click ‘Continue’ to proceed with the article submission process, or select
‘Save for Later’ if you prefer to pause and resume later with uploading the
files and completing the additional manuscript information.
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Click ‘Add File’ to upload the Word documents that the editorial team will
need to evaluate your submission.
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Once the files have been successfully uploaded, click ‘Continue’ to proceed
with the submission process, or select ‘Save for Later’ if you prefer to pause

and continue later with adding complementary information to your
manuscript.
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Next, you will find the Contributors panel, where all authors (and, in
exceptional cases, translators) are listed. To add a new contributor, click ‘Add

Contributor’.
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Enter the contributor’s first and last names. When doing so, consider the different
ways the author has been cited in other publications (use of hyphens, surname order,
initials, etc.) to maintain consistency in records. It is recommended to leave the
"Public Name’ field blank.
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Enter the author’s email address and select their country of origin from the

corresponding field.

Email *

pepitoperez@autor.com

Country *

Colombia

In this section, you can add additional information about the contributor. If applicable, include a
personal URL and the author's ORCID identifier. In the ‘Biographical Statement field’, provide a
short professional or academic summary. Next, under ‘Institutional Affiliation’, enter the full name
of the institution and select the corresponding ROR ID from the dropdown list,

Homapage URL

ORCID ID

Bio Statement [e.g., department and rank]
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[n the ‘Contributor’s Role’ section, select the appropriate option —either Author or Translator,
Make sure to keep the box Publication Lists' checked, to ensure the author’s name appears
correctly in future publications. Finally, click "Save’ to record the information and continue with
the submission process, the author will appear in the contributors list.
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Click "Add Contributor’ and repeat the process as many times as needed to include all additional
authors or translators for the submission. Once all contributors have been added, click ‘Continue’

to proceed with the submission process.
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In the ‘Comments for the Editor’ field, include any details you consider relevant for the
evaluation of your manuscript, such as clarifications about the content, suggested reviewers, or
complementary information. Once finished, click ‘Continue’ to proceed with the submission
process, or select ‘Save for Later’ if you wish to complete this section at another time.
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In the ‘Review’ tab, verify that all metadata and files have been completed correctly. Before
finishing, check the box "Yes, I agree to the copyright statement’ to confirm vour agreement
with the submission terms. Once you have reviewed all the information, click ‘Submit’ to
complete your manuscript submission
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