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PRACTICAL GUIDE FOR AUTHORS 

 

 
How to prepare your paper for submission via OJS 

 

Les informations à préparer en amont 

Before you upload your article to OJS, we kindly ask you to prepare it this way (each of the following elements 
should be in a separate file): 

A.      A Word file (.doc) containing your paper; the title, abstract and key-words must be translated in French 
and Spanish or Portuguese. 

a) Important : in order to guarantee the anonymity of the evaluation, please be sure that the name 
appearing (automatically) as the author of the file is not your name: for this, go to File > Options > 
General > Customize your Microsoft Office file, then replace the name and first letters of the User by 
“Author” and “A”. Be sure that your name doesn’t appear neither in the title of the file nor in the 
text. 

 

B.       A Word file containing a brief bio-bibliographical notice (name, institution and position, professional 
e-mail). 
 
C.       If your paper contains images (graphs, photographs), you must upload each image in a separate file 
(.jpeg) in the highest resolution possible; the name and number of each file should correspond to the name 
and number of the figures in the text. Don’t forget to provide the image credits. 

Les outils  
You will find attached a practical guide that you should help you in the process of creating an account in OJS 
and submitting your article. 
 
Please don’t hesitate to contact us if you have any question. 
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How to submit an article to IdeAs through OJS 

 
 
 
 
 

The journal IdeAs, Idées d'Amériques is using Open Journal Systems (OJS) to manage its editorial 
process and thus is not receiving article submissions by e-mail anymore. This guide aims at 
support you through each critical stage of your article submission to IdeAs, Idées d'Amériques. 
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In order to submit an article, you must sign in as an author first. 
 
NB : From this stage onward, you can choose the display language (French, English, Spanish or Portuguese) by clicking 
on the language of your choice on the top left section "langues". 

 

 

 

 

NB: an error message might warn you that your e-mail address has already been used. This means that you are 
already signed in as other journals might have asked you to do so. In this case, you just need to reset your 
password at the following address: http://ojs.institutdesameriques.fr/index.php/ideas/login/lostPassword. You 
will then receive a confirmation e-mail. 

Then, you have to indicate that you are signing in as an author, by choosing your role.  

I. CREATE YOUR OWN ACCOUNT AS AN AUTHOR 

a. Sign in at this adress : http://ojs.institutdesameriques.fr/index.php/index/user/register 
b. Fill in the form (6 minimum characters for password) 

c. Click on "Sign in" or "S'inscrire" at the bottom of the page. 

http://ojs.institutdesameriques.fr/index.php/index/user/register
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Once connected to your personal space, click on "new submission" ("nouvelle soumission"), here in yellow 
 

 
 

  

II. ACCESS TO YOUR DASHBOARD 
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a. Start 

 

Fill in the listed information: 

 

NB : If you wish, you can provide additional details on your submission for the Editor in the section "Comments for the 
Editor".

III. SUBMIT AN ARTICLE 

a. Language of your submission 
b. Choose your section 

-Articles (if you submit an article) 
-Compte-rendus (if you submit a book review) 

c. Make sure that your submission respects the contributors guidelines of the journal including 
the listed submission requirements. Then, check all the boxes of the list. Then check the box 
"Oui, je suis d'accord d'avoir mes données collectées selon le traitement décrit ici : 
Déclarations de confidentialité".  

d. Click on "save and continue" to go to the next step.  

https://journals.openedition.org/ideas/1357
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b. Upload all your documents 
i. Upload the submission 

 
NB : The file must contain your article, the bibliography and the metadata (title, abstract, keywords in 3 languages). 
 

a. By clicking on "upload file" ("transférer un fichier"), you can select your document from your archives.  
b. Your article would appear like below. Then you have to select the type of document. For your article, select 

"article text" ("texte de l'article"). 
 

 
 
 Be careful!! Don't click on "Save and continue" yet as you have not upload all your files (like your bio-
bibliographical notice)! 
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ii. Add the bio-bibliographical notice and the images 

To add other files, namely the bio-bibliographical notice, you have to: 

a. Click on ##common.addFile## (cf in yellow below) 

 
b. Select your document and add it to the file's list 

 
 

It is only when you have uploaded all your files that you can click on "Save and continue".  
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C. Enter metadata 

Even if you put all the metada inside your article document, you have to complete metada in OJS : title, 
abstract and keywords (red asterisk).  

 
NB: The language tab opens automatically. To close these tabs, click on the planet symbol on the right side of 
each section. 
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D. Confirmation 

 

 
 In order the confirm your submission, click on "Finish submission" 
 

e. Next step 
The platform has just sent you an acknowledgement of receipt to your e-mail address. The editorial team 
will contact you once your submission has been examinated. 
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Our editorial team thanks you for your contribution and will be happy to answer any question you might 
have. 

Contact : recherche@institutdesameriques.fr  
 
 
 
 
 
 
 
 
 
 

Latest version : September 12, 2022 

mailto:recherche@institutdesameriques.fr

