
Author workflow

How to submit a manuscript 
to an open access journal 
and getting the APC covered 
through an existing 
agreement with your 
institution



Authors’ 
Workflow for 
Open Access 

Journals



Step 1:
Author submits manuscript to Open 
Access Journal and indicates 
affiliation with Wiley Open Access 
Account in payment question
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Submission to OA journal

Authors will be presented 
with a payment question 
during manuscript 
submission to the OA 
journal.  

They will indicate their 
affiliation with a Wiley 
Open Access Account when 
they answer the payment 
question.

Submission to Open Access Journals
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Wiley Open Access 

Account Codes

Authors will search for 
their institution and then 
copy and paste the code 
into the appropriate field 
in the manuscript 
submission system.

Wiley Open Access Account Codes
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Wiley Open Access 

Account Codes

Authors will search for 
their institution and then 
copy and paste the code 
into the appropriate field 
in the manuscript 
submission system.

Wiley Open Access Account Codes



Step 2:
Author receives notification that their 
request to use the Wiley Open Access 
Account has been approved



Wiley Green 2021-10.potx

8

Request Approval

Authors will receive 
an email 
confirmation that 
their request to use 
the Wiley Open 
Access Account had 
been approved.

Dear Author,

I am responding to your request for your institution or funder to pay the article publication charge 
for the following manuscript submitted to Test Journal:

Article Title:
Manuscript ID:
Article Publication Charge: 
Institution/Funder Name:
Funder Grant Number Provided:

Your payment request has been accepted by the institution or funder.

If your manuscript is accepted for publication in Test Journal, you will not personally be asked to pay 
the article publication charge.  If you have questions about the status of your manuscript, please 
contact the Editorial Office.

Thank you for submitting your manuscript to Test Journal.

Sincerely,    
Wiley Open Access

Request Approval Provided



Step 3:
When article is accepted, author signs 
license agreement.  No payment steps 
are necessary.
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The author will be asked to 
sign a license agreement.  

No payment steps are 
necessary since the article 
publication charge has 
already been approved by 
the institutional account.

Author Services
Dashboard

Author Services dashboard
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