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Introduction

This guide is for authors affiliated with institutions that have an Open Access (OA) agreement with 
Wiley for Full Gold OA journals.

Full Gold OA
if you publish your article in a Full Gold OA journal, which means a journal that publishes all articles 
open access only

Note: The approval of your funding request is dependent on sufficient article allocations or funds 
being available at article acceptance and at time of license signing
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Author Journey for Wiley Fully Open Access Journals

Content 
Discovery

Conducts 
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Find a 
Journal Article Prep Submission

Editorial & 
Review

Wiley Open Access 
Accounts

In ProductionPublicationSharing & 
Promotion

When submitting manuscripts to Wiley fully open access journals, authors 
will be asked for their institutional affiliations at the same time and if their 
institution will fund their articles’ open access Article Publication Charge 
(APC). 

Following acceptance of their papers for publication, authors will then be 
asked to verify and update their institutional affiliations and roles again as 
needed.  

The information submitted will be used to determine the articles’ APC 
funding coverage, discounts or waivers eligibility, following which they will be 
processed accordingly.

Select Affiliated 
Institution



Step 1:
Author submits manuscript to Fully 
Open Access Journal
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Submission to Open Access Journals
(via ScholarOne, Editorial Manager, eJournalPress, etc)

Institutional Affiliations

In Wiley fully open access journals, authors 
must agree that they are responsible for 
arranging payment of APC.

For authors seeking to apply for APC funding 
coverage under their institutions’ Wiley Open 
Access Accounts, they need to ensure they 
state their affiliation to their institution in 
their submissions. Their eligibility will be 
based on this provided information.

Enter code to receive society 
membership discount (see page 9 for 
more info)
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Submission to Open Access Journals
(via ScholarOne, Editorial Manager, eJournalPress, etc)

Institutional Affiliations

When entering author information in 
submissions, authors can key in their 
affiliated institutions and choose the 
best match from the suggestions given 
by the system.

This information can be updated again 
when the paper has been accepted for 
publication, at which point authors will 
be invited into the dashboard again to 
verify if the information is up-to-date.
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Submission to Open Access Journals
(via Research Exchange Submission)

Institutional 
Affiliations

In Research Exchange 
Submission, affiliations 
are automatically taken 
from the manuscript. 
Authors can choose the 
best match from the 
suggestions given by the 
system. Authors can also 
manually enter their 
affiliation if necessary.
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Submission to Open Access Journals
(via Research Exchange Submission)

Institutional Affiliations

Based on the affiliation 
authors are shown a message 
that indicates they may be 
eligible to have part or all of 
their APC covered.

This information can be 
updated again when the 
paper has been accepted for 
publication, at which point 
authors will be invited into the 
dashboard again to verify if 
the information is up-to-date.
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Get your OA request denied

If a Submitting Author is affiliated 
with an institution that has an OA 
agreement with Wiley, an OA request 
is submitted to the institution 
automatically once submission of an 
article is completed.

If, for some reason, you would like to 
pay APC on your own, instead of 
using the OA agreement, you need to 
ask your institution’s OA 
administrator to deny your OA 
request. If you take advantage of a 
society membership discount, enter 
information such as a discount code 
in the Society Membership Discount 
section at submission (see page 5) 
before you get your OA request 
denied by your institution.

Note:  How to pay APC on your own, not using your institution’s OA 
agreement

https://authorservices.wiley.com/asset/photos/licensing-and-open-access-
photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal
%20article.pdf

1. Complete submission (if the system confirms that your article is 
eligible for your institution’s OA agreement, a funding request is 
submitted to your institution while you receive a notification email in 
the following page 10)

2. Ask your institution’s OA administrator to deny your funding 
request. Then you will receive a denial notification and an APC 
quote by email

3. Once your article is accepted for publication, pay the APC via Author 
services. For more details, see the payment instruction in PDF below:

https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
https://authorservices.wiley.com/asset/photos/licensing-and-open-access-photos/How%20to%20pay%20the%20APC%20for%20an%20OA%20journal%20article.pdf
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Notification to author – funding request sent to institution

New request email

This email will tell 
authors that a request 
for funding has been 
sent to their institution 
for their conditional 
approval. 

There is wording that 
tells authors that their 
coverage depends on 
there being sufficient 
funds at the time of 
article acceptance.

I am writing to confirm that, based on the information you have provided 
during submission, a request has been sent to your institution, funder or 
society for conditional approval to pay the article publication charge for the 
following manuscript submitted to <Journal Title>.

Your funding request must be approved, and your institution or funder must 
have sufficient funds or article allocations when your article is editorially 
accepted and an OA license is signed, to pay the article publication charge.

Article Title: <Article Title>​
Manuscript ID: <Manuscript ID>
Institution/Funder Name: <Institution Name>
Funder Grant Number Provided: <Grant ID>

You may be contacted by your institution or funder with more details about 
your request.

Following approval or denial of the request you will receive a further email 
notification of the decision and any further action required regarding the 
article publication charge.
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Notification to author - Funding Request Approved Email (Pre-acceptance)

Approval Email

Today, if a funding request 
is approved for an author 
whose manuscript is still 
under editorial review, 
authors receive this email. 
Again, there is wording that 
tells authors that their 
coverage depends on 
there being sufficient funds 
at the time of article 
acceptance. 
If a funding request is 
denied, the author will 
receive a denial notification 
and an APC quote.

I am responding to your request for your institution, funder or society to pay 
the article publication charge for the following manuscript submitted to 
<Journal Title>:

Article Title: <Article Title>
Manuscript ID: <Manuscript ID>
Institution/Funder Name: <Institution Name>
Funder Grant Number Provided: <Grant Number>

Your payment request has been conditionally approved by the institution, 
funder, or society.

If your manuscript is accepted for publication in <Journal Title>, and if funds 
are remaining at the point of acceptance and signing of your open access 
license, you will not personally be asked by Wiley to pay the article 
publication charge.* If funds are no longer available, you will be asked to pay 
the article publication charge (minus any discounts for which you may be 
eligible).

(...continued)



Step 2:
Post-acceptance, authors need to sign 
into the Author Dashboard to confirm 
author details
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Post-acceptance, the author will be 
asked to log into Wiley Author 
Services to complete the next 
administrative steps for their 
article, including confirming author 
information and signing the license 
for their article.

The author will be told that their 
institution has already been sent a 
request for funding but that 
payment of the APC depends on 
sufficient funds. The author is also 
told that removing their eligible 
affiliation will mean they are no 
longer covered.

Author Services
Dashboard

Author Services Dashboard
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Authors will be asked to check 
through all of the authors listed 
on the article and confirm their 
details and roles.

If there is a change in 
corresponding author roles and 
corresponding institutional 
information, the information may 
be used to reprocess the article’s 
APC funding coverage application 
or available discounts or waivers, 
where applicable. 

Confirming Author Roles

Confirming Author Roles

A correlation research of KI67 index, CT features, and risk stratification in gastrointestinal stromal tumor
Cancer Medicine
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Invitation to Author Services (only sent to new/changed RCAs)

Invitation email

In Author Services, if the Corresponding 
Author says that someone else should 
be the Responsible Corresponding 
Author, the new RCA would receive this 
email.

This email contains wording that tells 
the author that their coverage is 
dependent on there being sufficient 
funds available.

The email also tells the author that if an 
eligible affiliation is removed, their APC 
will no longer be covered by their 
institution.

Congratulations on the acceptance of your article for publication in <Journal 
Title>.

Your article has been received and the production process is now underway. 
We look forward to working with you and publishing your article. Using 
Wiley Author Services, you can track your article’s progress.

A request has already been sent to your institution, funder or society to pay 
the article publication charge. Your funding request must be approved, and 
your institution or funder must have sufficient funds or article allocations 
when your article is editorially accepted and an OA license is signed, to pay 
the article publication charge.

When confirming your affiliations in Author Services, if you remove an 
affiliation that was asked to cover your article publication charge, your 
article will no longer be eligible to be covered by your institution.

Please click below to login - if you are using a different email address than 
this one, you will need to manually assign this article to your Dashboard (see 
"How do I assign a missing article to My Dashboard?".)

(...continued)
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Confirming Research Funders

Authors will be asked 
to reconfirm their 
research funders and 
grant details provided 
when they first 
submitted their 
manuscript.  

Confirming 
Research Funders
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Authors will be asked to confirm their 
institutional affiliations provided when they 
first submitted their manuscript.  

If there are any changes at this stage, the 
information provided will be used to re-check 
eligibility for open access coverage. This 
ensures that any authors who may have 
missed eligibility at submission are captured 
at article acceptance.

The wording on this screen will be updated to 
tell authors that removing an eligible 
affiliation will impact their APC coverage.

Confirming Institutional 
Affiliations

Confirming Institutional Affiliations

A correlation research of KI67 index, CT features, and risk stratification in gastrointestinal stromal tumor
Cancer Medicine
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If an author does attempt 
to remove the affiliation 
that has been sent a 
funding request, the 
author will be alerted that 
doing so will result in 
them losing open access 
coverage.

Confirming Institutional 
Affiliations

Confirming Institutional Affiliations



Step 3:
License Submission
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Copyright 
Ownership

The next step is to 
select who owns the 
copyright for this 
work. 

The first option is 
the most commonly 
selected by 
researchers working 
for universities.

Copyright Ownership
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License Selection

The next step is to select 
an open access license 
type.

Authors will usually be 
offered three Creative 
Commons license types 
(exact selections will 
available will depend on 
the journal).

License Selection
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Sign & Submit

The next step is license 
signing. 

The responsible 
corresponding author will 
need to sign the Creative 
Commons license for the 
article to complete the 
administrative steps 
required.

License Submission



Step 4:
Author receives notification that their 
request for APC funding coverage has 
been approved (if not received pre-
acceptance)
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Request Approval

Author will receive this 
email if the request 
has been approved 
after editorial 
acceptance.

The email is only sent 
once the request has 
been deducted from 
the institution's 
available balance, so 
the approval is no 
longer conditional.

Dear Author,

I am writing with an update on the request made to your institution, funder or society to 
pay the article publication charge for the following article submitted to <Journal Title>.

Your payment request has been reviewed by <Institution Name> and it has been 
approved.

Your article will be published open access as per the agreement between <Institution 
Name> and Wiley.

Article Title: <Article Title> 
Manuscript ID: <Manuscript ID>
Article DH_ID: <Article DH ID>
Article DOI: <Article DOI>
Institution/Funder Name: <Institution Name>

Sincerely,
Wiley Open Access 

Funding Request Approval Email (Post-acceptance)
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