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Module 2: 

Submitting a 

Manuscript to 

Ethnicity & Disease

Overview

Through the Open Journal System (OJS), Ethnicity & Disease provides an easy-to-use submission process designed 
to collect and disseminate key information about Authors and their work across important research and citation 
databases, including Google Scholar, PubMed, and others.

As an Author, your tasks include submission; submitting revised copy; and proofreading. The information in this 
document provides step-by-step instructions from submittal to manuscript tracking through the review process to 
proofreading of the proof pages. This information can also be viewed by accessing a 4-minute OJS video, Submit-
ting to an OJS Journal, found at http://youtu.be/Eg0N8ljT6AY

SectiOn 1. USer AccOUnt

To make a submission, you must have a user account and be enrolled as an Author. Authors are invited to register 
themselves as described in Module �: Registration. 

Once you have an account, log in to the journal site and select the role of Author. In Figure 2.�, the user has two 
roles with the journal and serves as both author and reviewer.

Figure 2.1: User Home Page

http://youtu.be/Eg0N8ljT6AY
http://youtu.be/Eg0N8ljT6AY
http://youtu.be/Eg0N8ljT6AY
https://www.ethndis.org/edonline/training/ethnDis_trainMod1_registration.pdf
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The Author User Home Page
After clicking on the Author link on your User Home page, you will be directed to your Author’s User Home page,
which includes information on Active Submissions; a link to start a new submission; and information on any Ref-
backs you may have.

Figure 2.2. Active Submission Page

Active Submissions
This page will list any of your submissions to the journal that are still in process (e.g., awaiting assignment to an edi-
tor, undergoing review, being edited) or incomplete (in which case you can return and finish the submission at any 
point). The status of each completed submission will be shown in the far right column and will fall into one of the 
following categories:
• Awaiting Assignment: the submission has been completed by you; you cannot now delete the submission from 

the system yourself. The Editor can now see the submission, and must assign an Editor or Section Editor to it.
• In Review: the submission has been vetted and is now in the review process. You should receive notice shortly 

on the review decision.
• In Editing: the submission has completed the review process and has been accepted for publication; it will now 

make its way through the system’s copyediting, layout editing and proofreading processes.

As the author, you can click on the hyperlinked title of any listed submission and review it. Clicking a submission 
title will bring you to your submission’s Summary page. From here, you could revise the title or abstract (by clicking 
the Edit Metadata link). If the editor asks for revisions, you will upload the changes this way too (in the Review sec-
tion of your submission).

RefBacks
The RefBacks section displays any incoming links from external web sites such as blogs, news sites, or other articles
that link directly to your articles. Each RefBack can be edited: it can be ignored, deleted, or published, in which case 
it appears publicly at the end of your published article on the web site.
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Figure 2.4. Submission Summary

Figure 2.3 Active Submissions, Showing Status

Archive
Your Archive page will list all declined submissions, as well as any published submissions along with information
on which issue they appear in.
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SectiOn 2. SUbmitting An Article 

To make a submission, select the Click Here link (under Start a New Submission) to proceed to the first step of the
submission process.

Submission Step One: Starting the Submission

• Step � ensures that the Author understands the journal’s submission rules. The Author will have to pick the ap-
propriate section to submit to, and will be provided with information on the journal’s privacy statement, copy-
right notice, competing interest statement and/or author fees, if applicable. If you need any help, the journal’s 
technical support contact is provided at the top of this page.

• Next, the author must check each of the items from the submission checklist (Figure 2.5).
• The journal’s copyright policy will appear next, the author will need to agree to this policy. 
• Authors can then review the Privacy Statement. 
• Finally, the author can add any comments, which will be visible to the editor. Move to the next step by hitting 

the Save and Continue button.

Figure 2.5. Step 1. Starting a Submission
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Figure 2.5. Step 1. Starting a Submission (continued)

Submission Step Two: Uploading the Submission (Figure 2.6)

Submission Step Two allows you to upload the submission file, which must be created and saved as OpenOffice, 
LibreOffice, Microsoft Word, RTF or WordPerfect file formats. It should not contain tables or files; they will be submit-
ted as separate files in Step 4, Uploading Supplementary Files.
• Before uploading your file, please click on and review “Ensuring a Blind Review” to make sure the file you upload 

is in compliance. 
• Click Browse to open a Choose File window for locating the file on the hard drive of your computer.
• Locate the file you wish to submit and highlight it.
• Click Open on the Choose File window, which places the name of the file on this page.
• Click Upload on this page, which uploads the file from the computer to the journal’s web site and assigns 

it a tracking number (first five digits), versions, and status abbreviations (eg, SM=submission: CE=copyedit;  
LE=layout editing, etc) as shown in the example found in Figure 2.6 below: ��-��4-�-SM.pdf. 

• Once the submission is uploaded, click Save and continue.
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Figure 2.6. Uploaded File Appears, with Manuscript’s Assigned Number

Submission Step Three: Entering the Submission’s Metadata

The third step of the submission process serves to collect all relevant metadata from the author. 

Author(s) Information (Figure 2.7)
The first section of metadata covers the authors. The submitting author’s personal information will be populated on 
this form. Any additional information not included in the author’s profile, such as Bio Statement, Competing Inter-
ests, etc should also be added at this time.

If there are multiple authors for the submission, the submitting author must provide information for each author 
by selecting “Add Author” button. You can also re-order the list of authors, make one of the authors the principal 
contact with the editor, and delete any authors added in error.
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Figure 2.7. Entering Metadata, part 1
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Title and Abstract (Figure 2.8)
Enter the submission title and abstract. Cut and paste this information from the file you uploaded in Step 2. 

Supporting Agencies (Figure 2.8)
The next section allows you to enter the name of any organization that may have supported your research.

References (Figure 2.9)
Cut and paste your list of references separately in this area. Separate each reference with a blank line. This allows the 
journal’s Editors and Copyeditors to check your references using a Citation Markup Assistant. You should provide 
your list with each reference on a separate line.

Click the Save and Continue button to move on to Step 4.

Figure 2.8. Entering Metadata, Part 2
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Figure 2.9. Entering Metadata, Part 2 (continued)

Submission Step Four: Uploading Supplementary Files

In this step, you will upload the tables and figures for your manuscript. Please refer to Author Guideline, Section V.2. 
and V.�. for specifications required for figures and tables. These files are also indexed by the author, identifying their 
relation to the submission, as well as their ownership. To upload these files, follow the instructions online and listed 
here:
• Locate the file you wish to submit and highlight it.
• Click Open on the Choose File window, which places the name of the file on this page.
• Click Upload on this page, which uploads the file from the computer to the journal’s web site and renames it fol-

lowing the journal’s conventions.
• Once the submission is uploaded, you will be taken to another screen for file information.

Figure 2.10. Uploading Supplementary Files
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On this next screen (Figure 2.��), you will be asked to complete additional information on the file you have up-
loaded. Be sure to check the box “Present file to reviewers (without metadata).” You are also given an option to 
replace file, if you have information in the tables or figures that would compromise a blind review. When you have 
completed this form, click Save and continue. You will be brought back to the Step 4 page, which allows you to add 
additional files, if needed. Once all your supplementary files are uploaded, Click Save and continue.

Figure 2.11. Supplementary File Metadata
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Submission Step Five: Confirming the Submission

This final step provides a summary of your submission. Review it carefully to ensure the files you uploaded have 
been recorded. The journal’s managing editor will receive notice that your submission is complete and will begin 
the review process. You will also receive confirmation that the submission has been received and will be able to 
view your submission’s progress through the review and editorial process by returning to the Active Submissions 
section of your User Home - Author page. 

Figure 2.12. Confirming the Submission

SectiOn 3. AUthOrS And SUbmiSSiOn review And editing PrOceSS 

Submission Summary
To track your submission’s progress through the review and editorial process, you will need to log into the journal 
web site, and choose your role as Author. Click on the linked title to go to the submission record. (Figure 2.4) 

The Summary page contains several sections, including Submission, which displays the author names, submission
title, original submission file, any supplementary files, the ability to add a supplementary file, the name of the sub-
mitter, the date submitted, the section the article is assigned to, the editor responsible for the submission, and the 
comments to editor, if any, that you made as part of your submission. You will also find a report of the manuscript’s 
title, abstract, indexing, supporting agencies and references. You can modify any of this information by selecting 
Edit Metadata.

From this ‘Summary’ page, you will also see links to Review and Editing pages. Each of these pages provides details 
about the status of your submission.
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Submission Review 
If your submission is in review, you can view its details in the Review section. First, you will see the basic submission 
information.  

Below that is the Peer Review section. You will see information about each round of review (there may be one or
more) and any revised files (e.g., a version of your original submission file with changes marked in) uploaded by 
each reviewer (Reviewer A, Reviewer B, etc.).

Last on this page is the Editor Decision section. From this section you can notify the editor once you have submitted 
your revised files, view the reviewer comments (click on the cloud icon), and upload your revised
submission file (if revisions were required).

Possible decisions include:
• Accept submission. The submission will be accepted without revision. 
• Revisions required. The submission will be accepted after minor changes have been made.
• Resubmit for review. The submission needs to be re-worked, but with significant changes, may be accepted. It 

will require a second round of review. 
• Resubmit elsewhere. Compared to other submissions, this submission’s study area has a low priority for the jour-

nal. 
• Decline submission. The submission will not be published with the journal.

Submission Editing
Once a manuscript has been accepted through the peer review process, you can follow the copyediting, layout and 
proofreading processes in the Editing section, accessed from the Submission Summary page.

For manuscripts that require edits beyond stylistic matters, authors will receive a copyedited version of the manu-
script and will be asked to respond to queries and provide information as needed. 

Once the manuscript’s text, tables and files have been copyedited, it will be assigned to layout and the author will 
next review the manuscript in the formatted PDF version. 


