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Unsubmitting a Manuscript

Why unsubmit a manuscript?

In cases where minor changes are required for a manuscript, it might be appropriate to unsubmit the
manuscript. Unsubmitting a paper returns it to the author’s dashboard for changes, but they can later
resubmit the paper under the same manuscript id.

Reasons you might unsubmit a manuscript include:

o If there are formatting changes required, such as two-column formatting, numbered references,
or illegible figures/tables.

e If the author has requested that the paper be returned so that they can make changes, such as
to add an author, change funding or other author supplied information, to modify files, etc.

o If the author has discovered an error or additional finding which requires minor changes. If the
changes are major and would significantly change the paper or its conclusions, a withdrawal
may be more appropriate. For more information on withdrawing a manuscript, please see our
Withdrawing a Manuscript page.

Requesting an unsubmit

The only users with permission to unsubmit manuscripts are editors and admins. If you are not an editor
or admin and get a request that fits the above requirements, please email the details to
manuscripts@sciencesocieties.org. Please include the following information with your request:

e The manuscript id
e The reason for unsubmitting
e Any other pertinent information or files

Unsubmitting a manuscript (Editors only)

If you are an editor who believes a manuscript should be unsubmitted or receive an unsubmit request,
you may do so from the “Manuscript Files” tab. Please note that depending on the stage the paper is in,
unsubmitting the manuscript may cause progress to be lost. Please do not unsubmit while the paper is
with reviewers.

At the bottom of the page, under the file list, you will see two links, one for unsubmitting the
manuscript, and one for withdrawing the manuscript.

[ |= Change Manuscript Status

[

ick here to unsubmit the manuscript

Click here to withdraw the manuscript

Click the unsubmit link, and an email will open. Add any relevant information regarding why the
manuscript is being unsubmitted, then hit send.
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If you are not sure whether a manuscript should be unsubmitted or withdrawn, please email
manuscripts@sciencesocieties.org for clarification. Please include the following information:

e The manuscript id
e The reason for unsubmitting
e Any other pertinent information

For more information on withdrawing a manuscript, please see our Withdrawing a Manuscript page.
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