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TUTORIAL:	
  HOW	
  TO	
  SUBMIT	
  YOUR	
  PAPER	
  to	
  NAER	
  
 
This tutorialis a brief guide to the paper submission process of the journal New Approaches in 
Educational Research (NAER).The paper submission process is based on the journal 
management and publishing system OJS (Open Journal System), so the process is similar to 
other processes based on this platform.  
 
If you happened to have any questions or queries through the submission process, please do 
not hesitate to contact us at: submission.naerjournal@ua.es 
 
Before submitting your manuscript, please read carefully the following authors instructions and 
make sure your document meets the journal requirements. 
 

1.	
  Registering	
  
 
 
You must register as Author in the platform in order to submit your manuscript. You must only 
register once, and this will allow submitting as many papers as you want. The system will give 
you a username and a password that you should keep for future reference in order to check the 
process of your submissions. 
 
In order to register as a user you must click on the “Register” button at the top navigation menu 
(see Figure 1). If you have already registered, proceed to step 1.2. 
 
 

 
 
 
Figure 1. Caption of the top navigation menu with the “Register” button you should click the first 
time inorder to get an access username and password. The “Log In” button will allow you to 
access your account once you get your username and a password. 
 
 
In order to register (see Figure 2): Fill in the register form. You must check the accuracy of all 
your details. You must specify the institutional affiliation as accurately as possible, including the 
university name, department and subdepartment, if any (erg. Universidad de Alicante. Facultad 
de Educación, Dpto. de Didáctica General y Didácticas Específicas). We also recommend 
authors to provide their institutional e-mail address. All the details introduced will be confidential. 
NAER guarantees data confidentiality as dictated by the Spanish Ley Orgánica de Protección 
de Datos de Carácter Personal. 
 

Once you have filled in the form, click the register button.  Your registration 
will be over d and you will receive a confirmation e-mail with all the information you need to 
access the platform. 
 
 



++ 
 
 

 2 

 
Figure 2. Register form. 

 
 

1.2.	
  ACCESSING	
  THE	
  PLATFORM	
  
 
 
Click on the “Log In” button at the top navigation menu (see Figure 1). Enter your username and 
password and click “Log In”. 
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Figure 3. Interface to enter the platform. 
 
 
If the username and password are correct you will be directed to your “Dashboard” (see Figure 
4). You will be able to check there the estate of your submissions and to submit as many papers 
as you want. 

Figure 4. Dashboard 
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2.	
  New	
  Submissions	
  
 
 
Inyour “Dashboard”, click on the “Start New Submission” section and the click on “Click here to 
go to step one...” 
 
 

 
 
 
There are 5 steps in the submission process. You can go back to previous steps at any time to 
edit any information you may need. 
 

STEP	
  1:	
  STARTINGTHE	
  SUBMISSION	
  
 

a) Check if your submission is ready to be sent in the Submission Checklist (see Figure 5).  
b) Accept the Copyrightnotice (see Figure 5). 
c) Write, if you wish, any comments you may have for the editor.  

d) Click on “Save and continue”:  

 
Figure 5. Step 1: Submission Checklist and Copyright Notice. 
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STEP	
  2:	
  UPLOADINGTHE	
  SUBMISSION	
  

 
Figure 6.Step 2 interface: Uploading the Submission. 

 
Upload the submission file of your manuscript (see Figure 6). 
 
a) Click on Select file/Explore and select the file (Word, RTF). 
b) Click the “Upload” button 
 

 
 
When you click “Upload” the system will register your file. You can repeat the process again 
if you need to select a different file. The system will upload the last file selected.   
 
c) Click on “Save and Continue” 
 
IMPORTANT NOTE about the Blind Review Process: It is not necessary to delete the name 
of the authors from the manuscript file. The Associate Editor will do this upon the reception 
of the manuscript to proceed with the peer review process. 
 

STEP	
  3:	
  ENTERING	
  THE	
  SUBMISSION’S	
  METADATA	
  
 
Fill in the information of the authors (see Figure 7). Be as accurate and precise as possible. For 
papers with multiple authors, check the “Add Author” button. You can add, delete and rearrange 
the order of the authors. 
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Figure 7. Step 3 interface: Author details. 
 
 
Fill in the form with the paper Title and Abstract, Keywords, etc. (see Figure 8). Once 

completed, click on “Save and Continue”:  
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Figure 8.Step 3 interface: Document details 
 

STEP	
  4:	
  UPLOADING	
  SUPLEMENTARY	
  FILES	
  
 
 
In this step (see figure 9) you must attach the supplementary files of your submission: 
Microsoft Excel tables, images in JPG. TIFF and PDF format (check Author Guidelines). 
You also need to upload here all the appendixes your submission might have (Protocols, 
Questionnaires, etc.) 
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Figure 9. Step 4 interface: Uploading Supplementary Files. 
 
 
 
Regardless of whether you attach additional files or not, click on the “Save and Continue” 

button to access the last step of your submission.  
 

STEP	
  5:	
  CONFIRMING	
  THE	
  SUBMISSION	
  
 
This is the most important step (see figure 10). It will be the end the submission process 
and it will guarantee that your manuscript has been sent successfully. We recommend 
clicking on the attached file (1) to check that the manuscript you are sending is the right 
one. If it is not, you can always go back to Step 2 and attach the correct fileagain. 
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Figure 10. Step 5 interface: Confirming the Submission. 

 
If the information is correct, you must click the “Finish Submission” button to end the 
submission process.  

 
 

 
 
 
 
Once you have gone through all the steps and finished the submission process, the platform will 
display the information of your submission (see figure 11). 
 

 
 
Figure 11. Complete Submission confirmation message. 
 
From the option “Active submissions” or from your “Dashboard” (“User Home > Author”), you 
can check any time the estate of your submission (see example in figure 12). 
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Figure 12.Example of an active submission. 
 
 
If you happen to have any doubts or technical problems during the submission process please 
get in touch with the journal’s Submission team at submission.naerjournal@ua.es 
 




