
Sign in to the System

Log on by entering 

Username and Password.

If you don’t know or 

forgot your password, 

click here to reset it.

Click the “Create An Account” 

link to set your username and 

password.



Select New Submission and Fill out Form

1. Click on New Submission.

2. Fill in required information 

then click “Save and Proceed.”

NOTE: Please be sure to select 

the correct Journal. You will not 

be able to change this later.



Read Screen and Click Continue
NOTE: This page summarizes the 

information you will need to 

complete a submission. Each Journal 

has different information so please 

be sure to read the following pages 

carefully.  

After reading the information and 

you are ready to move on click the 

“Continue to Terms and 

Conditions” button.



Read Terms, Select Agree and Click ‘Continue to Submission’

NOTE: Please read this page carefully 

as it details important policies related 

to the publication of your paper. AAAS 

requires all authors of papers to 

adhere to these policies. 

Finish reading the Terms and 

Conditions. If you agree, check 

the “I agree” box, and click the 

“Continue to Submission’ 

button. You will now be taken to 

the Authors tab. 



Add Authors and Proceed. 

1. Click “Add 
Author” if you want 

to add additional 
authors to the 

submission.

2. After adding Authors and 
reviewing author data click on 

“Proceed”. 

Hint: You must indicate 
a first author before you 

proceed.

Tip: To upload all authors 
together;  download the 

template and once filled in, 
upload it to fill in the author 

grid.



Insert Manuscript Information

*Items are required 

fields.



Insert Funding Information.

Be sure this box is 

checked if there is “No 

Funding Source/ Funder 

Not Listed.”

You can add additional 

funders by clicking 

“Save and Add New”

NOTE: If you have a funding source 

this information is required. To see 

the list type at least the first 3 letters 

of the funder information and the list 

will start to appear. Please try 

different configurations of the 

funder’s name before determining 

that the funder is not included in the 

list. Once you have found the funder 

on the list click “Save”.Once you add the grant 

number, hit the Enter 

key to associate the 

number with that 

funder. You can add 

multiple grants per 

funder. 



Add Subject Area, Save and Proceed

You must select a subject 

and then click ADD to select 

the subject area(s).

NOTE: You may SAVE at certain 
points during your data entry 

process. 



Suggest Reviewers, Proceed – OPTIONAL STEP 

Add “Suggested Reviewers” and 

“Excluded Reviewers” by clicking on the 

link and adding the information.

Click “Proceed” when you are 

done.



Upload Documents and Proceed 

1. Click “Upload” for the different documentation types you wish to include. You will be 

prompted to find a file and attach it to your submission. Manuscript is a required upload 

in either .docx or .pdf format. The system will NOT accept other formats. 

Hint: Any file type can be 

uploaded into this section.

2. Click “Proceed” when 

you are done.



Review Your Submission and Click Submit  

NOTE: Fields that you have not entered data for 

will appear as ‘required for submission’. Click on 

the Edit button to jump to the page and 

complete the required data entry. 

Review your information 

and click “Submit” to 

send your Article 

Submission.


