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Author Workflow for 
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AUTHOR WORKFLOW GUIDE HERE.
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After articles are accepted for publication, authors will be invited 
into Wiley Author Services to complete the next steps in the 
publication journey of their articles.

Authors will need to confirm on their author roles, research 
funders, institutional affiliations and choose between publishing 
their articles behind the paywall or open access.  If they select the 
latter, they will be asked to sign a Creative Commons license, 
before APC funding requests are generated to institutions for 
their review, based on the responsible corresponding authors’ 
institutional affiliations.  

Institutional OA administrators will need to review and 
approve/reject the applications on their accounts upon receiving 
the requests..

https://authorservices.wiley.com/asset/How-to-select-OA-in-a-hybrid-journal.pdf
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Author Journey For Wiley Hybrid Journals

APC Funding Request Submission After Article Acceptance for Publication
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Wiley hybrid journals

Authors are invited into Author 

Services after acceptance of their 

manuscript for publication and an 

APC funding request is generated 

based on the responsible 

corresponding author’s affiliation 

should they choose to publish their 

articles open access.
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Author Services Invitation

Invitation

4

From: cs-author@wiley.com 

Subject: In Production: Your article accepted in <Journal Title>

Body: 

Dear <Author Name>,

Article ID: <Article AID>

Article DOI: <Article DOI>

Internal Article ID: <Article ID>

Article: <Article Title>

Journal: <Journal Title>

Congratulations on the acceptance of your article for publication in <Journal Title>.

Your article has been received and the production process is now underway. We look forward to working with you and publishing your article. Using Wiley Author Services, you can track your article’s 

progress.

Wiley and [Your Institution] have an agreement to cover the cost of your open access publishing.

Please click below to log in - if you are using a different email address to <Author Email>, you will need to manually assign this article to your Dashboard (see How do I assign a missing article to My 

Dashboard?):

Wiley has a new, unified log in process with CONNECT to streamline the author experience across all of its platforms. When you click on your invitation link, you will be redirected to log in through the 

new CONNECT portal before going back to manage your article. Link to Author Services: <Link to article on Author Services>

<Login Link>

If applicable, a list of available actions will appear below – check out your Author Services Dashboard for all actions related to your articles.

Sign your license agreement (REQUIRED) -- you will receive an email when this task is ready on your dashboard.

Track your article's progress to publication

Make your article open access. Your institution or funder may help you publish your article open access, making it immediately and freely available to read, download, and share. Learn more here.

Access your published article

Invite your colleague to view your published article

If you need any assistance, please click here to view our Help section.

Sincerely,

Wiley Author Services

When an article is 
accepted for 
publication in a Wiley 
hybrid journal, authors 
will receive an 
invitation email, 
inviting them to return 
to Wiley Author 
Services to action on 
the administrative 
steps required for the 
article prior to 
publication.

Eligibility for APC funding 

coverage alert 



PROPRIETARY & CONFIDENTIAL

Author Services Dashboard

Author Dashboard
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When logged into Wiley Author 
Services, authors will be able to 
locate articles on their account 
that require further action.

To begin the workflow for an 
article, authors will need to click 
on the ‘Manage article’ button.

Test article
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Wiley and <eligible institution> have an agreement to cover 
the cost of your open access publishing. 

Author Services Dashboard

Author Dashboard
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Authors are invited to Author 
Services when their article has 
been accepted by a journal.

Any articles requiring actions 
will be  automatically featured 
on the top.

‘Manage article’ button kicks off 
the process.
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Administration steps for Authors to Publication

WILEY HYBRID JOURNALS

7

STEP 1

Confirm 
Author Role
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Confirm Author Role

Author Role
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The author list will show all 
authors from the manuscript.

Author has two options – to 
select one or more 
Corresponding Authors from 
the list and confirm, or to select 
“This list is incorrect”.
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Confirm Author Role

Author Role
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Selecting “This list is incorrect” 
displays this interstitial screen. 

The option(s) selected here 
determine whether Customer 
Support needs to intervene, or 
whether the author can proceed 
through the workflow.



PROPRIETARY & CONFIDENTIAL

Confirm Author Role

Route 1
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If author selects “The list is out 
of order”, “An author has 
changed their name” or “One or 
more names are spelled or 
formatted incorrectly”, the 
author sees a confirmation 
screen before proceeding to the 
Confirm Responsible 
Corresponding Author screen.
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Confirm Author Role

Route 2
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If the author selects “One or 
more authors are missing”, 
“Someone is listed as an author 
but should not be listed” or 
“Something else is wrong”, the 
author cannot continue and 
must wait for Customer Support 
to deal with the issue. 



PROPRIETARY & CONFIDENTIAL

Selecting Responsible Corresponding Author

RCA Selection
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This screen displays the list of 
Corresponding Authors selected 
from the previous screen. 

The padlock icon next to author 
names indicates the author may 
be eligible for APC coverage. 

Only one author can be selected 
as the Responsible 
Corresponding Author. They will 
be the only person responsible 
for signing the license, and 
whose affiliations will be used to 
determine their eligibility for 
APC coverage.
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Confirming Responsible Corresponding Author Role

RCA Confirmation
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The padlock icon indicates the 
author may be eligible for APC 
coverage. 

Only one author can be selected 
as the Responsible 
Corresponding Author. 

They will be the only person 
responsible for signing the 
license, and whose affiliations 
will be used to determine their 
eligibility for APC coverage.
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Confirming Responsible Corresponding Author Role

RCA Confirmation
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If the author selects themselves 
as Responsible Corresponding 
Author, they continue to the 
Funder/Grant details screen.

If the author selects someone 
else as Responsible 
Corresponding Author, there’s a 
confirmation screen. 

When the nominated 
Responsible Corresponding 
Author logs into Author Services 
from their invitation email, they 
will be taken straight to the 
Funder/Grant details step.
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Administration steps for Authors to Publication

WILEY HYBRID JOURNALS
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STEP 1

Confirm 
Author Role

STEP 2

Funders & 
Grants 
Details



PROPRIETARY & CONFIDENTIAL

Funders & Grant Details

Funders
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The author is presented with 
reported funders (if provided at 
submission) and is given an 
additional option to add/edit 
any new/existing funder(s).
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Test article

Funders & Grant Details

Funders
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Once the funders are selected, 
enter grant number and 
information as appropriate, 
before proceeding to the next 
step.
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Administration steps for Authors to Publication

WILEY HYBRID JOURNALS
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STEP 1

Confirm 
Author Role

STEP 2

Funders & 
Grants 
Details

STEP 3

Confirm 
Affiliations



PROPRIETARY & CONFIDENTIAL

Confirm Institutional Affiliation – Ringgold Exact Match

Confirm/Enter Institutional  
Affiliation – Exact Match
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Authors need to confirm or edit 
their institutional affiliation. 

This information is pre-populated 
based on the Responsible 
Corresponding Author’s details 
provided through our submission 
systems, at the point of submission 
of the article.

This step should always be the 
Responsible Corresponding 
Author’s institutional affiliation(s). 

The presence of a green bar on the 
left-hand side of the box, in 
additional to the ‘Verified’ text with 
a green tick, shows that the 
information entered has been 
recognised by the Ringgold 
database.
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Test article

Wiley and <eligible institution> have an agreement to cover the cost of your open 
access publishing. 

Article is eligible for Open Access coverage through 

your institution

Confirm Institutional Affiliation – Ringgold Exact Match 
(Homepage View)

Confirm/Enter Institutional  
Affiliation – Exact Match
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Moreover, to make this obvious to 
authors, when eligible institutional 
affiliation is inherited from 
Electronic Editorial Office and there 
is an exact match, the custom 
eligibility message  will show on the 
main homepage of Author Services, 
as well.
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Enter Institutional Affiliation – No affiliation provided

Enter Institutional  
Affiliation – No affiliation 
provided
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As authors start typing their 
affiliation, possible matches will 
auto-populate below for authors to 
choose from. (This information 
comes from the Ringgold 
database.)
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University of Oxford
OXFORD, GB

Test article

Enter Institutional Affiliation – Multiple Wiley Open Access 
Account Affiliations

Enter Institutional
Affiliation – Multiple 
Affiliations
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If the author enters affiliations with 
multiple institutions and more than 
one of the institutions has a Wiley 
Open Access Account, an additional 
screen will be presented asking the 
author to select which institution is 
most appropriate to cover the open 
access fees.
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Test article

Confirm/Enter Institutional Affiliation – 
Multiple Wiley Open Access Account Affiliations 

Enter Institutional
Affiliation – Multiple 
Affiliations
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Authors  will see a purple ‘Open 
Access’ box to alert the author that 
they have triggered the eligibility 
criteria for funding based on their 
affiliation.

The lack of this purple box, in this 
case for the University of Basel, also 
confirms that this institution does 
not currently have an agreement 
with Wiley to cover APCs for their 
researchers.
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Administration steps for Authors to Publication

WILEY HYBRID JOURNALS
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STEP 1

Confirm 
Author Role

STEP 2

Funders & 
Grants 
Details

STEP 3

Confirm 
Affiliations

STEP 4

Copyright 
Ownership 
Selection
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Copyright Ownership

Copyright Ownership
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Author is presented with the 
Copyright Ownership selection.

The first option is the most 
commonly selected, except for 
work carried out under specific 
governments’ employ or for 
corporations/ institutions with 
specific IP ownership contractual 
clauses.
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Administration steps for Authors to Publication

WILEY HYBRID JOURNALS
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STEP 1

Confirm 
Author Role

STEP 2

Funders & 
Grants 
Details

STEP 3

Confirm 
Affiliations

STEP 4

Copyright 
Ownership 
Selection

STEP 5

Confirm 
Open Access 
Option
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Open Access Option

Selecting Open 
Access
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Author is presented with 
the choice of publishing 
their article in open access 
or under the subscription 
model.

Wiley and <eligible institution> have an agreement to cover the cost of your open access publishing. 
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Administration steps for Authors to Publication

WILEY HYBRID JOURNALS
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STEP 1

Confirm 
Author Role

STEP 2

Funders & 
Grants 
Details

STEP 3

Confirm 
Affiliations

STEP 4

Copyright 
Ownership 
Selection

STEP 5

Confirm 
Open Access 
Option

STEP 6

License 
Agreement 
Types
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License Agreement Types

License Agreement
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If open access is selected, 
the author is asked to 
select a Creative 
Commons license  
dependent on funding  
source(s) reported and 
journal  license 
permissions.



License Agreement Types

PROPRIETARY & CONFIDENTIAL 30
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Administration steps for Authors to Publication

WILEY HYBRID JOURNALS
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STEP 1

Confirm 
Author Role

STEP 2

Funders & 
Grants 
Details

STEP 3

Confirm 
Affiliations

STEP 4

Copyright 
Ownership 
Selection

STEP 5

Confirm 
Open Access 
Option

STEP 6

License 
Agreement 
Types

STEP 7

License 
Submission
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License Signing and Submission

Sign & Submit
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The next step is license 
signing. 

If the Responsible 
Corresponding Author 
correctly added a 
mandated funder as one 
of their original research 
funders for this paper, 
authors will automatically 
be asked to review and 
sign a CC-BY license.
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Administration steps for Authors to Publication

WILEY HYBRID JOURNALS

33

STEP 1

Confirm 
Author Role

STEP 2

Funders & 
Grants 
Details

STEP 3

Confirm 
Affiliations

STEP 4

Copyright 
Ownership 
Selection

STEP 5

Confirm 
Open Access 
Option

STEP 6

License 
Agreement 
Types

STEP 7

License 
Submission

STEP 8

Order 
Confirmation
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Order Confirmation

License and Order 
Confirmation
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Once the Responsible 
Corresponding Author has 
signed and submitted their 
license for this article, their 
funding request will be 
submitted.

Their funding request will 
then appear in their 
institution’s Wiley Open 
Access Account (WOAA) 
dashboard immediately, 
for review and approval.

Your institution, <eligible institution name>, may cover your eligible open access article publication charge 
(APC) through an agreement with Wiley. If approved, your article will be published as open access in due 
course.



Author Workflow for Wiley 
Fully Open Access Journals

AUTHOR WORKFLOW GUIDE HERE.
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Authors can submit APC funding request applications for their 
papers at the point of manuscript submission, and if missed, a 
second opportunity will arise after the articles have passed 
through peer review and are accepted for publication.

Designated responsible corresponding authors will need to 
reconfirm on their roles and institutional affiliations after papers 
are accepted for publication, and the system will verify if the 
articles are eligible for APC coverage  by affiliated institutions.

Institutional OA administrators will need to review and 
approve/reject the applications  received on their accounts. 

https://authorservices.wiley.com/asset/Publishing-Your-Article-In-a-Fully-Open-Access-Journal.pdf
https://authorservices.wiley.com/asset/Publishing-Your-Article-In-a-Fully-Open-Access-Journal.pdf
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Author Journey For Wiley Fully Open Access Journals

APC Funding Request Raised at Manuscript Submission or After Article Acceptance for Publication

INSTITUTION 
WILEY OPEN 

ACCESS ACCOUNTS

Wiley fully open access 

journals

Authors can reconfirm or 

update their affiliation details 

and corresponding author 

roles, which will trigger a 

system verification to 

determine eligibility for APC 

coverage again.
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Wiley fully open access 

journals

Authors can send in APC 

funding request applications 

when they first submit their 

manuscript to the journal 

based on their institutional 

affiliations.
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Administration steps for Authors to Publication

WILEY FULLY OPEN ACCESS JOURNALS
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STEP 1

Manuscript 
Submission 
& Author 
Affiliation
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Submission to Fully Open Access Journals

Institutional Affiliations
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In Wiley fully open access journals, 
authors must agree that they are 
responsible for arranging payment of 
APC.

For authors seeking to apply for APC 
funding coverage under their institutions’ 
Wiley Open Access Accounts, they need 
to ensure they state their affiliation to 
their institution in their submissions and 
their eligibility will be based on this 
provided information.

Authors can also input relevant 
information to claim multiple discounts, if 
more than one applies, where applicable. 
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Submission to Fully Open Access Journals

Institutional Affiliations
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When entering author information in 
submissions, authors can key in their 
affiliated institutions and choose the best 
match from the suggestions given by the 
system.

This information can be updated again 
when the paper has been accepted for 
publication, at which point authors will 
be invited into the dashboard again to 
verify if the information is up-to-date.
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Administration steps for Authors to Publication

WILEY FULLY OPEN ACCESS JOURNALS
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STEP 1

Manuscript 
Submission 
& Author 
Affiliation

STEP 2

Confirmation 
of Author 
Details after 
Acceptance
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Author Services Dashboard

Author Services Dashboard
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Post-acceptance of the article for 
publication, the author will be asked to 
return to Wiley Author Services to 
complete the next administrative steps 
for their article, including updating 
author information where needed and 
signing the license for their article.

In Production
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Updating Author Roles

Changing Author Roles
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Authors will be asked to vet all of the 
authors listed on the article and confirm 
their details and roles.

If there is a change in corresponding 
author roles and corresponding 
institutional information, the information 
may be used to reprocess the article’s 
APC funding coverage application or 
available discounts or waivers, where 
applicable. 
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Updating Author Information, Institutional Affiliations

Reconfirming Institutional 
Affiliations and Other 
Information
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Authors will be asked to reconfirm their 
institutional affiliations or any other 
information provided for when they first 
submitted their manuscript.  

If there are any changes to the at this 
stage, the information provided will be 
used to recalibrate any APC funding 
coverage application, discounts or 
waivers applied for previously. 
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Eligibility for APC Coverage | Full Coverage

Institutional Affiliations 
and APC Coverage 
Eligibility 
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Authors will be alerted if their 
declared affiliated institutions have 
an active agreement, and if funding 
is still available at the point of the 
articles’ acceptance for publication, 
they can apply for coverage.
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Eligibility for APC Coverage | Institutional Discount

Institutional Affiliations 
and APC Coverage 
Eligibility 
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For institutions with no full APC 
coverage but have only an APC 
discount, authors will be notified of 
this in the workflow and alerted to 
the need to prepare for the APC 
payment for the articles.
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Institutional Change and APC Funding Request Update

Institutional Affiliations 
and APC Funding 
Request Changes
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In situations where responding 
corresponding authors need to 
change their institutional 
affiliations, these changes may 
impact on existing APC funding 
requests and redirect them to 
the new affiliated institutions 
provided and selected.
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Eligibility for APC Coverage

Institutional Affiliations 
and APC Coverage 
Eligibility 
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Authors will be alerted if their 
declared affiliated institutions have 
an active agreement, and if funding 
is still available at the point of the 
articles’ acceptance for publication, 
they can apply for coverage.
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Administration steps for Authors to Publication

WILEY FULLY OPEN ACCESS JOURNALS

50

STEP 1

Manuscript 
Submission 
& Author 
Affiliation

STEP 2

Confirmation 
of Author 
Details after 
Acceptance

STEP 3

License 
Submission
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License Signing and Submission

Sign & Submit
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The next step is license 
signing. 

The responsible 
corresponding author will 
need to sign the Creative 
Commons license for the 
article to complete the 
administrative steps 
required.
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Administration steps for Authors to Publication

WILEY FULLY OPEN ACCESS JOURNALS
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STEP 1

Manuscript 
Submission 
& Author 
Affiliation

STEP 2

Confirmation 
of Author 
Details after 
Acceptance

STEP 3

License 
Submission

STEP 4

APC Funding 
Request 
Decision
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Request Approval Provided | Pre-Acceptance

APC Funding 
Request Approval

53

If the APC funding request 
is approved by the 
affiliated institution, 
authors will receive a 
notification and can 
proceed to the next stage 
of publication.

From: no-reply@wiley
Subject: Your open access funding request has been conditionally approved
Body: 
Dear <Author Name>,

I am writing with an update on the request made to your institution, funder or society to pay the article publication charge for the following 
manuscript submitted to <Journal Title>.
Your funding request has been conditionally approved.
If your manuscript is accepted for publication in <Journal Title>, and if funds are remaining at the point of acceptance and signing of your open 
access license, you will not personally be asked by Wiley to pay the article publication charge. If funds are no longer available, you will be asked 
to pay the article publication charge (minus any discounts for which you may be eligible).

Article Title: <Article Title>
Manuscript ID: <Manuscript ID>
Institution/Funder Name: <Institution Name>
Funder Grant Number Provided: <Grant ID>

If you have questions about the status of your manuscript, please contact the <Journal Title> Editorial Office at <Editorial Office Email>.
Thank you for submitting your manuscript to <Journal Title>.        

Sincerely     
Wiley Open Access 
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Request Approval Provided | Post-Acceptance)

APC Funding 
Request Approval
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If the APC funding request 
is approved by the 
affiliated institution, 
authors will receive a 
notification and can 
proceed to the next stage 
of publication.

From: no-reply@wiley
Subject: Your open access funding request has been approved
Body: 
Dear <Author Name>,

I am writing with an update on the request made to your institution, funder or society to pay the article publication charge for the following 
article submitted to <Journal Title>.

Your funding request has been approved.
Your article will be published open access as per the agreement between your institution, funder or society and Wiley.

Article DH_ID: <Article ID>
Article DOI: <Article DOI>
Journal Group Code: <Journal Code>
Institution/Funder Name: <Institution Name>

Your article will be published open access as per the agreement between <Institution Name> and Wiley. 

Sincerely,
Wiley Open Access
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Request Denied

APC Funding 
Request Denied
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If the APC funding request 
is denied, authors will be 
notified and will need to 
pay for the APC of the 
article on their own.

From: accountdashboardsupport@wiley.com 
Subject: Your open access funding request has been denied or cancelled
Body:
Dear <Author Name>,

I am writing with an update on the request made to your institution, funder or society to pay the article publication charge for the following 
article submitted to <Journal Title>.

Your funding request has been denied. Denial reason: <Denial Reason>

Article Title: <Article Title>
Manuscript ID: <Manuscript ID>
Article DH_ID: <Article ID>
Article DOI: <Article DOI> 
Journal Group Code: <Journal code>
Institution/Funder Name: <Institution Name>

Please visit your <a href="https://authorservices.wiley.com/home.html">Wiley Author Services Dashboard</a> to indicate that you will arrange 
for payment or to submit a request to a new institution.

Sincerely,
Wiley Open Access

mailto:accountdashboardsupport@wiley.com


Resources and 
Support Guides

Wiley Customer Success Hub and Author 
Services

56
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Resources from Customer Success Hub
Visit our training hub for guides reviewing benefits of open access as well as author workflows.
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https://www.wiley.com/en-us/customer-success/wiley-open-access-for-librarians
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Wiley Author Services
Wiley Author Services features resources to assist authors, reviewers, and editors with all steps 
of the publishing process, including:

58

Finding a journal

Open Data 

information

Open access 

information

Author Compliance 

Tool

Affiliation policies & 

payments

Article Publication 

Charges

https://authorservices.wiley.com/
https://authorservices.wiley.com/author-resources/Journal-Authors/find-a-journal/index.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/data-sharing-citation/index.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/data-sharing-citation/index.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/index.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/index.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/author-compliance-tool.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/author-compliance-tool.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/affiliation-policies-payments/index.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/affiliation-policies-payments/index.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/article-publication-charges.html
https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/article-publication-charges.html
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Journal Author Guidelines
Guidelines vary for each journal, typically found under the “Authors” menu item within the 
publication.

59
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Thank you

Questions ?
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