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INSTRUCTIONS FOR SUBMITTING ARTICLES 
TO JAAACS  
 
Before beginning these instructions, please review all Submission 
Guidelines here. 

 
1. Please make sure that you have created an account in the 

JAAACS website system. To do this, please click here for 
“Instructions for Creating an Account with JAAACS.” 
 

2. Next, ensure that you are registered as an “Author” in the 
website system.   
 
To do this: 
 

a. Go to http://ojs.library.ubc.ca/index.php/index/login 
b. Sign in using your username & password. 
c. Click ‘My Profile’ on the right-side menu bar. 
d. Scroll down to “Roles” and make sure ‘Author’ is selected.  

 
 

 
 
 

 
 

 
e. Click Save. 
f. Return to your User Home. 
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3. On your User Home, you will see a line for “Author.” The 
columns to the right of this title correspond to all of your activity 
as an author for JAAACS.  
 

 
 

4. On this screen (User Home), click ‘New Submission’ to the right 
of “Author” (see red arrow above).  
 

5. This will begin the five step process to submit your article.  
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6. First, select the type of article you are submitting under 
“Section.” For more information about the different types of 
articles, click here. If you are unsure and wish for the editorial 
team to determine this, please select ‘Articles.’ 
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7. Review and check off each of the “Submission Checklist” items 
once you have completed the task.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Click ‘Save and continue.’  
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9. Please upload your article on this screen. There are three steps to 
this page: 
 

a. First, click ‘ENSURING A BLIND REVIEW’ and follow the 
listed instructions to make sure that your identity is hidden 
from the editorial team. 

b. Second, click ‘Choose File’ and navigate to your article on 
your local drive. Once selected, click ‘Choose.’ 

c. Third, click ‘Upload.’  
 

d. Click ‘Save and continue.’ 
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10. Complete the form for author(s) information. If there are 
multiple authors for the article, you can add another entry by 
clicking ‘Add Author’ (see red arrow below).  
 
Also, please make sure you include a brief author bio for each 
author. We ask that these bios are kept at 150 words maximum.  
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11. Continue by completing the title and abstract boxes.  
 
 
 
 
 
 
 
 
 
 
 

12. Optional: Add your references with a line between each 
reference. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
13. Click ‘Save and continue.’ 
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14. Next, please upload any supplemental files here. All authors 
should upload a ‘Letter to the Editor’ here. You can find what 
the Letter to the Editor should include by clicking here.  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

15. Once you have clicked, ‘Upload,’ click ‘Save and continue.’ 
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16. Confirm that all of your files are listed on the screen below.  
If everything is listed correctly, click ‘Finish Submission.’  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

17. The last screen confirms your submission. You should receive 
an email confirming the submission shortly.  
 
You will be contacted once the editorial team has had an 
opportunity to give your manuscript a preliminary review.   

 
 
 
 
 
 


