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Step by Step: Submitting a Journal

The following are a few things to note when submitting a journal for the first time:

1. Register First

Authors are required to register first (this is the first step required when submitting a journal
anywhere, not just on JPro).
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Figure 1. JPro login/register page

2. LogIn and Start a Submission

If you have already registered, please log in using the username and password created during the
registration process. Next, you can submit your journal by clicking Make a Submission.
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3. Make a New Submission

On the next screen, continue by clicking “Make a new submission.”
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Figure 2. JPro homepage with the "Make a Submission" button

4. Complete the Submission Checklist

On the following screen, please check all the required boxes, and if you have a message for the editor, you can
write it in the Comments for the Editor field provided.
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Submission Requirements

Y¥ou must read and acknowledge that you've completed the requirements below before proceeding

The submitted article must not have been previously published, nor is it currently under consideration for publication in any other journal
{or an explanation has been provided in the Comments to the Editor).

The submitted article should be in OpenOffice, Micresoft Word, or RTF (Rich Text Format) file formats.

If available, URLs for references should be provided.

The text should be single-spaced; use a 12-point font; wherever possible, italics should be preferred over underlining (except with URL
addresses); and all illustrations, figures, and tables should be placed within the text at appropriate points, rather than at the end.

The text adheres to the stylistic and bibliographic requirements outlined in the Author Guidelines.
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Acknowledge the copyright statement

Copyright of the article remains with the author(s) without restrictions.
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Figure 4. Submission requirements checklist and Comments for the Editor field



5. Upload the Article File

On the next screen, please select “Add File or Upload File*, then upload the article file, and click “Save and
Continue.”
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Upload any files the editorial team will need to evaluate your submission. Upload File
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6. Next, complete all existing statements until Finish the Submission
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Your submission has been uploaded and is ready to be sent. You may go back to review and adjust any of the information you have entered
before continuing. When you are ready, click "Finish Submission".
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