
Author Process
Submission, acceptance, and seeking funding



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 acceptance.



Submission – Step 1 – Fully OA journal

Note: There is some pricing variation among journals.

More detailed article processing charge (APC) information 
can be found at https://open.ieee.org/index.php/for-
authors/article-processing-charges/.

The institutional partners list goes to 
https://open.ieee.org/for-
institutions/institutional-partners/

https://open.ieee.org/index.php/for-authors/article-processing-charges/
https://open.ieee.org/for-institutions/institutional-partners/


Submission – Step 1 – Hybrid journal

Note: Open 
Access question 
is not present at 
submission.



Submission – Steps 2 and 3

Step 2: the author will upload their manuscript files Step 3: the author will upload their attributes, or keywords



Submission – Step 4

The corresponding 
author adds affiliation 
data for all authors.

The institution data 
entered here will be 
used to match the 
author with an 
institutional OA 
account.

**Authors should use their institutional email address**



Submission – Step 4

If the affiliation entered by the 
author cannot be tied to a 
Ringgold ID, an error message 
appears.

Ringgold IDs are integrated
in the submission system

If the author does not tie the affiliation 
to a Ringgold, a warning message 
appears.



Submission – Step 5 
Details & Comments
Authors will also be asked to enter their funding 
information. The exact location of this question differs 
from journal to journal.

Step 6 – Review & Submit
The author reviews and submits the 
manuscript.

Articles can match a RLSC profile based on the FundRef ID in addition to 
the affiliation/institution provided by the author. 



Acceptance

• If the manuscript is accepted, the author will be 
prompted to upload the final files and choose a 
copyright license.

• After acceptance, hybrid journal authors will 
choose whether to publish open access.Open
access is “opt-in” for hybrid titles.



Post acceptance – final files upload



Post acceptance – hybrid review
IEEE supports author choice 
when publishing in a hybrid 
journal.

Hybrid journal authors are 
asked to select open access or 
traditional (non-OA) after 
acceptance.

The institutional partners list goes to 
https://open.ieee.org/for-
institutions/institutional-partners/

https://open.ieee.org/for-institutions/institutional-partners/


Post acceptance – copyright selection

After acceptance, authors will be prompted to choose their copyright license using the 
Electronic Copyright Form (eCF).

• Authors publishing in hybrid journals may choose between:
• A traditional license, if closed access has been selected (in which copyright is transferred to the 

publisher and the article is published behind a paywall), or
• A CC-BY 4.0 license (in which the author retains copyright and the article is published open access).
• A CC-BY NC-ND license (a more restrictive license than CC-BY in that the article may not be reused 

for commercial purposes, nor may the article be changed in any way.)

• Authors publishing in gold journals may choose between CC-BY or CC-BY NC-ND.
Authors should confirm any license restrictions set by the institution.



Post acceptance – hybrid journal

Authors who choose 
“traditional submission” in a 
hybrid title will receive an 
email informing them of the 
opportunity to publish OA if an 
active OA agreement is 
present based on the 
corresponding author’s 
affiliation.

Note: The email is sent only if the profile 
associated with the article is set a “Touch 
free” in RLSC.



IEEE Electronic Copyright Form (eCF) 

1. Confirm that the article 
details are correct.

2. Confirm the paper’s 
originality

3. OA Authors must agree 
“to pay” an APC (Article 
Processing Charge)

4. Select and sign CC-BY 
license type

5. Download a copy of the 
agreement



RightsLink for Scientific Communications (RLSC) in 
TouchFree

• All open access charges are handled through CCC RLSC.

• Authors do not need to request funding through RLSC (in TouchFree
workflow) as this is done when a match is made between the 
manuscript metadata and the institution’s profile in RLSC automatically

• Institutional profiles are matched using author-provided affiliation 
data including email domains and/or Ringgold IDs. Wild cards 
can also be used when matching on email domain.



Overlength and Color 
Charges



Overlength and color charges are not included in the agreement

▸ Overlength and color charges may still apply and are not included in this agreement and have to be settled by the 
author. Admins will not receive notification about overlength and color charges. These costs will not be 
automatically invoiced to the billing profiles. 

▸ The author will receive separate notifications about these costs from CCC and has follow the instructions in the 
email:

- All Overlength and color charges are handled through CCC RightsLink for Scientific Communication (RLSC)

▸ The overlength and color charges are not included in the Transaction Summary Reports on the institutional dashboards 
because they are not matched to the profiles.

▸ More information in general on article processing charges for authors: https://journals.ieeeauthorcenter.ieee.org/your-role-in-
article-production/about-potential-article-processing-charges/

Author receives 
email from RLSC 
and registers on 

RLSC

Authors selectes a payment 
option enters the billing 

details in RLSC and 
pays from budget according 

to internal institutional policy.

Videos for authors  available https://www.copyright.com/rlauthorrc/

https://journals.ieeeauthorcenter.ieee.org/your-role-in-article-production/about-potential-article-processing-charges/
https://www.copyright.com/rlauthorrc/


Additional OA resources
IEEE Open and IEEE Author Resources



IEEE Open Access Partners https://open.ieee.org/



IEEE Title List on IEEE Open



IEEE Open Access Author Guide



Summary of what we’ve covered

▸ Key points of the agreement

▸ Author Process (TouchFree)
- Submission (difference between fully OA and hybrid titles)
- How are manuscripts identified and matched to admin dashboards
- Post-acceptance/copyright selection

▸ Administrator Process
- View pending transactions
- Approve or deny funding requests
- Manage notifications
- Transaction reports

▸ Additional IEEE open access resources

▸ Q & A



Additional Resources

IEEE Open 
https://open.ieee.org/

CCC RLSC: Resources for Institutions
https://www.copyright.com/rlinstitutionalportalrc/

IEEE Author Center
https://ieeeauthorcenter.ieee.org/

IEEE Author Posting Guidelines
https://journals.ieeeauthorcenter.ieee.org/become-an-ieee-journal-author/publishing-
ethics/guidelines-and-policies/post-publication-policies/

https://open.ieee.org/
https://www.copyright.com/rlinstitutionalportalrc/
https://ieeeauthorcenter.ieee.org/
https://journals.ieeeauthorcenter.ieee.org/become-an-ieee-journal-author/publishing-ethics/guidelines-and-policies/post-publication-policies/
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