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Submission Problems 
 

Conversion errors diacritics 
How do I fix the conversion errors in the PDF that the system built of my paper? 

Try to ensure that you use a Unicode friendly font for the manuscript. Embed all the fonts. Also make 

a PDF, checking that everything is correct in that, and upload that as well. 

 

Submit manuscript 
Why can’t I build the PDF?  

If the system does not provide a Build PDF for My Approval button at the end of the submission 

steps, this means that something is missing in either the information filled in, or the files uploaded.  

The summary following the Attach Files page at the end of the submission process will in that case 

indicate in red which information/files are missing. By clicking on the navigation buttons on the left-

hand side, you can go back to the step where information is missing and supply that missing 

information.  

 Is the journal double blinded? The title page file may be missing; also make sure the  manuscript 

file has been anonymised. 

 Did you also upload a PDF file if this is a journal with a lot of non-Roman alphabets? 

 Is there a biographical note file, if the journal uses them? 

 If this is a revision, did you also remember the response to reviewers, taking each reviewer/editor 

comment and explaining what you have and have not changed? 

 Check that you uploaded all files as the correct item type. If you have uploaded your  manuscript 

text with for instance the ‘Table’ item type and have not provided another file with  the 

required ‘Manuscript’ item type, the system will conclude that you still need to provide a 

Manuscript file. 
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 The overview in the table on this page shows which kind of files are required for submission 

(those shown in red and preceded by an asterisk [*]) and how many files per item type are 

currently included in your submission.  

 Note that the system can only check whether or not a file has been uploaded with a certain item 

type – it cannot check whether the contents of the file provided actually match the item type 

attached to each file.  

 In that case, go back to the Attach Files page and at the bottom change the item type in the drop 

down menu to ‘Manuscript’. See section 4.2 for more details.  

 Once you have provided all missing information, go to Attach Files, click on the Next button  at 

the bottom of the page, once more on ‘Next’ and then on ‘Build PDF for my Approval’ and 

precede checking and approving the PDF as explained in Section 4.3 of the author tutorial.  

 

Main Menu Problems 
 

Manuscript missing from Main Menu, new corresponding author 
Why can’t I see the manuscript anymore in my Main Menu?  

If you change the corresponding author while you are creating or editing a submission, the 

submission will disappear from your main menu, and be sent to that Corresponding Author’s Main 

Menu for approval. In that case, please contact the other Author and ask them to ensure the 

submission is finalised and submitted.  

 

Manuscript missing for the Editor 
Why doesn’t the Editor have my manuscript? 

Please check your Author Main Menu: Only manuscripts that you find in Submissions Being 

Processed and Revisions Being Processed have been received by the editor.  

 Any manuscripts in the folders Incomplete Submissions, Submissions Waiting for Author’s 

Approval, Incomplete Submissions Being Revised, Revisions Waiting for Author’s Approval,  and 

Declined Revisions have not been received by the editor.  

 The action links shown for the manuscripts in these folders allows you to complete the process  

 If you see any manuscripts in Submissions Sent Back to Author, Submissions Needing Revision, 

Revisions Sent Back to Author, this means that the editor has requested you to make further 

changes to those submissions and is waiting for you to take further action. You will have received 

an e-mail explaining which changes you need to make. If you have not received an e-mail, please 

contact the editor for information. 

 


