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Purpose of presentation

This presentation is meant for administrators or those interested in 
institutional open access accounts. 

It will show the process of open access (OA) publication from submission 
to post-publication reporting.
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Submission process

The corresponding author will complete the submission process.

Authors submitting to fully OA journals will be asked to accept OA terms 
and charges during Step 1.

Authors submitting to hybrid journals will not be asked to select OA until 
after the article is accepted.



Submission – Step 1 – OA journal

Note: Page charges are set at the society’s discretion, and differ from journal to 

journal. Not all journals charge page charges.



Submission – Step 1 – hybrid journal

Note: Open Access 

question is not present.



Submission process

Later in the submission process, the corresponding author will be 
required to enter manuscript details, list all contributing authors, suggest 
reviewers, and upload manuscript files.

If the manuscript is accepted, the author will be prompted to upload the 
final files and confirm all manuscript details.

For papers in a hybrid journal, the author will have to choose whether or 
not to publish OA.

Authors of all papers will have to choose a license agreement and select a 
payment method.



Post acceptance – final files upload



Post acceptance – hybrid review

Note: Author of papers published in hybrid journals are only asked 

about open access after acceptance.



Electronic copyright transfer

Corresponding authors must use the electronic copyright form (eCF) 
system to select their license type. 

Authors publishing OA can choose between the CC BY and OAPA licenses.

More information on OA license types can be found at 
http://www.ieee.org/publications_standards/publications/oa_license_options.p
df. 

Authors are also asked if they are government employees, since some 
government employees are required to publish under specific licenses.

http://www.ieee.org/publications_standards/publications/oa_license_options.pdf


eCF – Step 1

This is the first 

page of the 

eCF.



eCF – Step 3

The 

corresponding 

author must 

acknowledge 

and accept the 

APC.



eCF – Step 3

Authors of OA 

articles may choose 

between the OAPA 

and CC BY 

licenses.



eCF – Step 3

Some government 

employees are required 

to use specific copyright 

forms. Authors who 

select these options will 

be provided with the 

correct forms.



eCF – Step 3

This is the last step in the 

copyright transfer 

process. Authors 

complete it by clicking 

“Continue to Payment 

Portal.”



Payment portal

After the corresponding author completes all copyright information, he or 
she will be transferred to the payment portal.

The author must select the method of payment. The default payment 
method is a credit card.

If the APC will be paid using an institutional account, the author must 
select “IEEE Open Access Institutional Account” under “Institutional 
Payment Options.”



Payment portal – top of page



Payment portal – payment options

Once the author 

selects “IEEE Open 

Access Institutional 

Account”, a list of 

institutions will 

appear on the right. 

The author must 

click on their 

institution.



Payment portal – Complete Order

Once all shipping and payment 

information is entered, authors will click 

on “Complete Order” at the bottom right 

of the page.



Payment portal - confirmation

Once the author clicks 

“Complete Order,” a 

confirmation page will 

appear.



Acknowledgement emails

Once the author has selected an institutional account and confirmed the 
purchase, he or she will receive an acknowledgment email.

The administrator of the account will receive an email asking him or her 
to approve the article.



Acknowledgment email

Sample acknowledgment email sent to authors.



Approval email

Sample administrator approval email. Article details will either be included in the 

body of the email (for single articles) or as an attachment (if there are several 

outstanding articles).



Accepted article alerts

An alert will be sent to an institutional administrator upon an article’s 
acceptance if:

The corresponding author is from an institution with an OA account.

The article was accepted for publication in an IEEE journal.

The author chose to publish under a traditional (non-OA) license.

Alerts contain article details and instructions for switching to an OA 
license and publishing under the institutional account.



Accepted article alert

Sample alert email sent to administrators.



Monthly usage reports

Every month, IEEE will send account administrators a usage report that 
lists all activity on an account.

Reports are cumulative, and will show activity from the time the account 
was opened.

Reports show article name, publication name, author name, order ID, and 
order date. DOI numbers and transaction amounts will be shown if 
applicable. 



Monthly usage report – sample report



Search and setting IEEE Xplore alerts

Many administrators want to monitor the publishing activity from their 
institution. 

They can do this by searching or setting up alerts in IEEE Xplore. 



Searching for published articles

You can search IEEE Xplore for articles by affiliation and/or by funding 
agency. You can also set alerts.



Searching by affiliation

From the IEEE Xplore homepage, click on “Advanced Search.”



Searching by affiliation

Select “Author Affiliation” from the dropdown menu, and enter the 
relevant search term.

You may also want to include alternate spellings or abbreviations in the 
search.



Searching by funding agency

If you like, you can add funding agencies to your search.

When performing an advanced search, select “Funding Agency” from the 
dropdown menu.

When searching on multiple fields, make sure you are using the correct 
Boolean operators.



Searching by funding agency

Boolean 

operators



Searching by affiliation

You can filter by OA 
status, publisher, content 
type, and year. 

Only articles published in 
IEEE journals are eligible 
to use institutional funds.



Searching by affiliation

You can export the 
results from the 
search results page by 
clicking on “Export” in 
the top right.

Exports are limited to 
2,000 results.



Search by affiliation

Results will 
be exported 
in the 
specified 
format.



IEEE Xplore alerts

To set a search alert, you will first need to sign in to IEEE Xplore.



IEEE Xplore alerts

You will then 
need to conduct 
a search.

Once the 
search results 
come up, click 
“Set Search 
Alerts” in the 
top right.

Enter a name 
for the search.



IEEE Xplore alerts

To access 
saved 
searches, 
click on “My 
Settings,” 
and “Search 
Alerts.”



IEEE Xplore alerts

A list of your saved searches will be displayed.
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Additional resources

IEEE Open site

http://open.ieee.org/

Green OA posting policy

http://www.ieee.org/publications_standards/publications/rights/paperversionp
olicy.html

IEEE Access homepage

http://ieeeaccess.ieee.org/

OA license options

http://www.ieee.org/publications_standards/publications/oa_license_options.p
df

http://open.ieee.org/
http://www.ieee.org/publications_standards/publications/rights/paperversionpolicy.html
http://ieeeaccess.ieee.org/
http://www.ieee.org/publications_standards/publications/oa_license_options.pdf

