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System Requirements 
 
 
Adobe Reader 
 
Manuscript Central will convert your files to both HTML and Portable Document Format (PDF) during the 
submission process.  As an Author submitting a manuscript, you will need to have the Adobe Reader 
software to review your files after they are converted.  This is free software that allows you to view PDF 
files.   
 
If you do not have Adobe Acrobat, you can download if for free at: 
http://www.adobe.com/products/acrobat/readstep2.html 
 
 
 
Supported Browsers 
 
This Manuscript Central web site has been optimized for Microsoft Internet Explorer 5.x and Netscape 7.x 
and above.  ScholarOne is currently working to make Manuscript Central compatible with Safari. 
 
 
 
 
 
Journal Instructions for Authors 
 
Instructions & Forms Link 
 

Before beginning the submission process, you will want to review the journal-specific instructions and 
requirements for submitting a manuscript to the journal.  This information is accessible from the 
“Instructions & Forms” link in the top right side of the screen. 
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Logging In 
 
 
To login to Manuscript Central, open your web browser, go to the Journal URL, and input your User ID & 
Password (shown below).  Click on the “Log In” button. 

 
If you do not have a User ID and Password you will need to create a new account by clicking on the “Create 
Account” link. 
 
 

 
 
 

Creating an Account 

In the upper left hand side of your screen, click on the “Create Account” link to set up your user account.  
Follow the steps/screens noted the left side of the screen to fill out your information.  All items marked with 
a “req” are required. 
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Once you have clicked the “Finish” button you will receive a notice that you have successfully created your 
account and can click on the “log in” link to enter the site. 
 

 

Change User ID/Password & Account Information 

You can click on the “Edit My Account” link in the right side of the menu bar once you have logged in to 
change your User ID, Password, or other account information. 
 

Forgot Password 

If you have forgotten your password, click on the “Forgot Your Password?” link.  You will be taken to a 
screen to enter your email address. Click the “Go” link and an email will be sent to you with your user id and 
password. 
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The Manuscript Submission Process 
 
 
Once you have logged into Manuscript Central, you will be shown to the Welcome Page.  From this screen, 
you need to click on the “Author Center”.   

 

 

The Author Center Dashboard 

To submit a manuscript, click on either the “Submit a Manuscript” menu link or the “Click here to submit a 
manuscript link.”  Either will take you to the first screen of the submission process. 
 

 

Step 1: Type Title and Abstract 

Enter your Manuscript Type, Title and Abstract in the appropriate fields.  You may copy and paste your Title 
and Abstract directly from your word document.   
 
Note: Some Journals may ask for additional fields to be entered on this page such as Sub-Category and 
Running Head or Short Title. 
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Note: If you have special characters (e.g., Π, ∞, ) or special formatting that need to be included in your 
title or abstract, you can use the special characters link to insert the special character codes.   
 

 



Copyright  ScholarOne, Inc., 2004. All Right Reserved.  6

Step 2: Attributes  

Attributes, or Keywords as often required for manuscript submission. Some journals will have a list of 
keywords for you to choose from as in the example below, and others will allow authors to enter their own 
key words.   

 

Step 3:  Authors and Institutions 

The third screen allows you to enter the information for your Co-Authors.  To add a Co-Author, enter 
information in all the required fields and click the ink.  You may also do a “find” for an Author by entering 
their email address and clicking to bring up the persons’ name.  If the person already has an account on this 
Manuscript Central site, his/her information will be inserted into the form. 
 

 



Copyright  ScholarOne, Inc., 2004. All Right Reserved.  7

Step 4: Reviewers and Editors 

Some journals will allow you to pick preferred and non-preferred Reviewers and Editors for your manuscript.  
This information is passed on to the Editors of the journal.  To do this, simply fill in the required fields and 
select if the person is preferred or non-preferred.  
 
Preferred people will show up on your list in Green and Non–Preferred in Red. 
 

Step 5: Details and Comments 

On the Details and Comments page, you will be asked by most journals to submit a cover letter to go with 
your manuscript.  You can copy and paste in your cover letter or upload a file.   Journals may also ask you 
other questions on this page, including number of tables and figures. Be sure to complete all questions that 
have the “req” next to them. 
 
 

 

Step 6: File Upload 

On the File Upload page, you may upload as many files as needed for your submission.  To upload a file, 
click on the “Browse” link and find the file you want to upload.  After selecting the file, be sure to give each 
file the proper file designation.  Most journals allow you to upload multiple files at the same time to save you 
time.   
 



Copyright  ScholarOne, Inc., 2004. All Right Reserved.  8

 
 
 
When you are ready to upload your files, click on the “Upload Files” link and you will see a new window open 
with a spinning star.  This means that Manuscript Central is converting your files to both HTML and PDF 
format.   
 

 
 

 
Once the star stops spinning, you will get a window showing the details of each file you uploaded.  For 
image/figure files, you will have the option to link from the main document to the image and also insert a 
caption under the image in the File Details Window (shown below). 
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Once you have uploaded all your files, you can Editor or Delete each file as needed.  You can also view the 
HTML and PDF version of your files by clicking on the HTML and PDF links.  
 
NOTE: You can continue to upload additional files if needed until all your files are in Manuscript Central. 
 

 
 

Step 7: Review and Submit 

This is the final step in the submission process.  You should see a green  next to each item you have 
completed correctly.  Where you see a red , you will need to go back and complete those items.     
Most Journals will ask that you view both the HTML and the PDF version of your manuscript before you are 
able to click on the “Submit” link and complete the submission process. 
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You will receive a Successful submission confirmation along with your manuscript number after you click the 
Submit button. 
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Submitting Revisions 
 
If you receive an email that your manuscript requires revision, you will need to log back into 
ManuscriptCentral and complete the Revision process.  
 
Enter your Author Center and look for the link titled Manuscripts with Decisions. 
 
Click on the link and you will be able to view the Decision Letter as well as click on a link to create your 
revision at the bottom of the screen.  From this area, you can also click on the “Create a Revision” link. 
 
The first step in creating a revision is to respond to the decision letter. 
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After you have responded to the Decision Letter, simply follow the steps you took with your original 
submission. 
 
NOTE: When you get to the File Upload page, be sure to delete any original files that you do not want to 
submit with your revision. If you do not delete these files they will become a part of the Revision submission 
PDF. 
 
 
 
Support Information 
Support information can be found by clicking on the “Get Help Now” link at the top right-hand side of every 
page of ManuscriptCentral. 
 
 

 
 
This link will open a new window that contains information regarding Frequently Asked Questions, User 
Guide/Documentation, and information for contacting support. 
 

If you have any problems, please visit our support website or call us: 

• http://mcv3support.custhelp.com 

• Telephone: +1-434-817-2040 x 167  Hours M-F (3:30am – 5:30pm EST) 

 


