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1 Click a manuscript submission link on the website of an institution (organization) and you will be taken to 
the DBpia ONE login page. Enter your ID and password, click the login button.

✓ If your account is connected to the website of an institution (organization), no additional login is 
required after logging in on the website.

Sign up or use the “find ID and password function” to find your ID and password to submit manuscripts.

Manuscript submission is also available after logging in using a social account such as ORCID, Naver,
Google, Facebook 
(This may vary depending on your institution’s settings.) 
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Your user ID is very important for
manuscript submissions.

Manuscript submissions are managed based on your login 
ID.

If you are logging in again after submitting a manuscript, 
please log in using the same ID to manage your 
manuscripts, and to submit revised or final manuscripts.

Log in
Manuscript 
Submission

Manuscript 
management 

Completed 
Manuscripts

Revised Manuscript 
Submission 

Requesting to issue
a certificate



DBpia ONE User Guide 『Author』

1

1 If you click the journal image, you will be redirected to the journal introduction page. 

Download the manual.

This area shows related site links depending on the environment set by the institution (organization).

Select the interface language.
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1 After logging in, click the Submit button.

Click the image of the journal to which you want to submit. 
✓ You will be redirected to the author manuscript management page of the selected journal.
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1 Click the “Submit” button.

You will be redirected to the manuscript submission page. Manuscript submission involves a total of 5 
steps. 
✓ While entering your submission information, you can move back and forth freely between the steps. 

Please note that “Step 4. File upload” will only be available after you complete “Step 3. Submission 
information input.” (If you have converted the manuscript file for review into a PDF, you are required 
to upload the file after entering submission information in order to generate summary information 
from the submitted manuscript.)
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1 Upload a research ethics pledge file or click “Agree”. Check and select the “Author checklist.”

Upload a copyright transfer agreement file or click “Agree”.                  Save and move on to the next step.

Enter the author’s name in the author signature field.

2

6

Manuscript Submission

Step 1. Agreement
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Research ethics pledge & copyright transfer agreement – Upload a file or agree to the content of the text.

※ This is provided in one of two ways depending on your institution’s setup.
✓ Download file : after downloading the file, scan and upload a file with your signature.
✓ Click on agree after reading the text : after reading the content in the text box, click ‘Agree’.
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1 Enter the information of the submitting author. ※ If you click the ‘loading mine’ button, the information 
of the logged in submitting author will be automatically entered. 

Enter the information of the first author. ※ If you click the ‘loading mine’ or ‘Same as Contributor’ button, 
the information is automatically entered.  

Enter the information of the corresponding author. ※
If you click the ‘loading mine’ or ‘Same as first author’ button, the information is automatically entered.  
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Manuscript Submission

Step 2. Author registration (continued)
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Enter co-author of society member, co-author of non-member information.
※ After entering the email address of a member coauthor, click the Member search button and the 
member information matching the email will be automatically entered. Coauthors can be added or 
deleted using the             buttons.

After entering Author’s information, click “Save & Continue” button.
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1 Select a review type – “awaiting” or “urgent.”

Enter manuscript title (Korean and English).

Enter the abstract (Korean and English).

Enter keywords (keywords must be separated by commas (,)) 
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Manuscript Submission

Step 3. Submission information input (continued)
Fields marked with an asterisk (*) are required.. 
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※ Submission category may vary depending on the institution’s requirements and environment settings.
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5 Select a data type and other items

Select a field for the manuscript.

Select whether the research is supported by the NRF (National Research Foundation of Korea).
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Manuscript Submission

Step 3. Submission information input (continued)

Fields marked with an asterisk (*) are required.. 
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Depending on the institution’s environment setting, required fields, field names, and optional values may vary.
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8 Enter information on Preferred/Non-Preferred Editors and Preferred/Non-Preferred Reviewers (not 
required)

After entering the manuscript information, click the “Save & Continue” button.9
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Step 3. Submission information input (continued)
Fields marked with an asterisk (*) are required. 
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Upload the files to be submitted to the institution, including the manuscript.

Upload files for review with the author name deleted, including the file for review, images and tables.

After uploading the files, click the “Convert PDF” button (Uploaded files are converted to PDF for review.)  
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Manuscript Submission

Step 4. File upload version 1 (continued)

※ Depending on the institution’s requirements and environment setting, file upload category, required fields, 
and field names may vary.
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My Computer folder

Drag and drop a file.

You can attach multiple files to the box below by selecting multiple files and using the drag & drop function.
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Of the uploaded files, the file for review will be converted to a PDF.
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Manuscript Submission

Step 4. File upload version 1 (continued)

4

4

※ Depending on the institution’s requirements and environment setting, file upload category, required fields, 
and field names may vary.
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Once the PDF conversion of the file for review is completed, download and check the converted file.

After checking the file, click the “Save & Continue” button to move to Step 5.
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Manuscript Submission

Step 4. File upload version 1
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※ The submission information summary and submitted 
manuscript file are combined into a single PDF file.

The submission information is automatically summarized on the first page of the PDF.

This page shows the submission information 
entered in Step 3. Enter submission information.
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Upload the files submitted to your institution, including the original file.

Upload files for review with the author name deleted, including files for review, image files, and table.
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Manuscript Submission

Step 4. File upload version 2
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You can attach multiple files into the box by selecting them and using drag & drop function.
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Double-check the submission information entered in Steps 1 to 4.

After double-checking, move to the corresponding Step and modify information if necessary.

If everything is fine, click the “Submit article” button to complete the submission.
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Step 5. Submit an article
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1 Submit a manuscript (new manuscript submission)

Manage manuscripts.
✓ This gives you an overview of your current manuscripts.

Select from the menu on the left to view the list of manuscripts in each step on the right side of the 
screen.

This shows payment, certificate issuance and request status (※ the payment status may not appear 
depending on the environmental settings of our institution.)
✓ View the payment status including submission fee, reviewing fee, and publication fee. 
✓ View the status of certificate issuance request and issued certificates, including submission receipt 

and publication schedule receipt.
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「author」 Manuscript management (continued)

1

2
3

4

3

4

Log in
Manuscript 
Submission

Manuscript 
management 

Completed 
Manuscripts

Revised Manuscript 
Submission 

Requesting to issue
a certificate



DBpia ONE User Guide 『Author』

3

18

Manuscript Submission

「author」 Manuscript management 

Category Description

Under submit
Shows the number and list of manuscripts in the submission process before article 
submission.

Receipt status
Shows an overview of completed manuscripts (including awaiting, submitted, and rejected 
manuscripts) and manuscripts pending review. 

Review status Shows the list of manuscripts being reviewed.

Submit a revision
manuscript

Shows an overview of revised manuscripts that need to be submitted for reasons 
including review after revision and publication after revision.

Submit final 
manuscript

Shows an overview of manuscripts that have been accepted for publication and need to 
be submitted as a final article.

Completed
manuscript

Shows a list of completed manuscripts including withdrawn manuscripts, completed final 
decision, final article submission, and final article registration.

If you click any step in the manuscript submission process, you can view the list of your manuscripts in that step.
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Revised manuscript submission

Manuscript Management
– Viewing review results and general status

1 After logging in, click “author” when prompted to pick a role.

Click the journal (you will be redirected to the manuscript management list).

Click “submit revised article” in the manuscript management list.

Check the review result.

Click “review status” of the revised manuscript in the manuscript list.
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Revised manuscript submission

Submit a revised manuscript

1 Click “Submit a Revision manuscript” in the My Manuscript column.

Click “Submit revised article” in the Action column for that manuscript.

You will be redirected to the ‘Submit revised article’ page.
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Revised manuscript submission

Submit a revised manuscript  
① Upload files and convert to PDF

1 Upload the original file for the revised manuscript. 

Upload the revised manuscript file for review (this step applies to re-reviews after revision only).

After uploading files, click “Convert PDF” button (this step applies to re-reviews after revision only).

※ The conversion feature in 3 may not appear if your institution does not provide the PDF conversion 
feature.
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Revised manuscript submission

Submit a revised manuscript  
② View the review information and response

1 Check the review provided by each reviewer.
✓ You can give a response after checking the revision feedback and general feedback from each 

reviewer.
✓ Please make sure to check all reviewers’ feedback. 

Enter a response to the revision feedback requested by reviewers. 

Upload the author’s review response.
✓ You can upload a feedback file in response to a reviewer’s general feedback.

Enter your response to the author review response.

2

3

4

Enter a response to the revision feedback from each reviewer, and upload a review response.
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Revised manuscript submission

Submit a revised manuscript 
③ Submit the final revised manuscript

1 Click the “Submit revised article” button to submit a revised manuscript.
✓ After uploading your response to each reviewer and the revised manuscript file, click the ‘Submit 

revised article’ button to submit the file.

Once the steps of file upload, PDF conversion, and entering a response to the feedback from all reviewers are 
complete, submit your revised article.
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Final article submission

Submit a final article (continued)

1

1 Click the “Submit final article” on the manuscript management list.

Click “Submit final article” on the manuscript’s action menus.

You will be redirected to the final article submission page.
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Final article submission

Submit a final article 

1 Upload a final article file.

Click the “Submit final article” button on the bottom of the “Submit final article” page.2
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My Computer folder

Drag and drop files
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Completed manuscripts

Check for completed manuscripts

1 Click “Completed manuscript “in the manuscript management list.

A list of manuscripts for which all steps are complete will appear in the manuscript submission system.2
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Issuing Certificates

Request to issue a certificate

1 Click “Issue certificate” in the final article list.

Click the “Issue certificate” button in the available certificate list.
✓ Certificates type may vary depending on the requirements and environment settings of your 

institution (organization).
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