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What is ETAPE?
The UCC Electronic Training in Academic Publishing and Editing (ETAPE) Site is an online website
where articles can be uploaded for submitting to a specified journal such as The Boolean. ETAPE is a
subsection of the publishing system used by Elsevier, one of the world’s leading publishers (Elsevier
publish around 2,000 journals and close to 20,000 books and major reference works – 2012). The
website is typical of publication submission formats used worldwide. ETAPE has been specifically
tailored for use by UCC students and staff but still maintains the look, feel and function of the
standard Elsevier Editorial System (EES).
While the ETAPE home page still looks like the standard EES, some of the links on the home page do
not work and when clicked Error 404 Not Found may appear. Also, some of the links bring you to
the EES pages and may contain information that is not relevant or is quite complex for the purpose
of ETAPE journals and these should be ignored.
There is an excellent automatic help feature (Help ?) within ETAPE and if you have any issues we
recommend you use this (see Help section in this booklet) and if you cannot find the help you need
on the automated system please contact the relevant UCC journal editor or assistant editor directly.
Do not email Elsevier or contact them using the Support information shown on the home page, this
is for reference only and is there to demonstrate how their typical home page looks.
Like most online systems used by publishers, ETAPE is text based with few, if any graphics. At first
glance it may not appear to be user friendly; however, ETAPE will take you through the process of
submission (or review) and has descriptions of the steps required on each page as you go through
the process.
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The home page
For help click the Help ? icon.

Carefully read the text on
the home page and on
each webpage as you go
through the system.

Support information- if you
cannot find the help you need
using the Help ? function please
contact the relevant UCC editor
or editor’s assistant.

The links relevant to users of ETAPE are:
Tutorial for Authors
Tutorial for Reviewers
Tutorial for Editors
Technical Problems or Questions
EES Training Tutorials
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First time user - how to register
1. Open the ETAPE website http://ees.elsevier.com/etape/
2. Click Register then read the information in the column on the left under Pre-registration
Page and the Warning under the text boxes.
3. Enter in the required information indicated by the asterisk into the textboxes.
4. Click Continue >>

Note: As you work your way through the system you will received a number of automatic
confirmation emails. These emails will contain your log in details and will have the steps listed to
guide you through the next stage of the process.
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5. Read the information in the column on the left under Registration Page then enter the
required information.
6. Scroll down to the bottom of the page and enter a preferred user name in the Choose a User
Name box.
7. Click Continue >> .
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8. Confirm the information you have provided. Click <<Previous Page to make any changes,
click to tick the privacy policy box then click Continue>>

This completes the registration process. You will have to wait for an email from eesmail.elsevier.com
which will give you your User Name and Password to enable you to log on to ETAPE.

Note: We recommend that you add the eesmail.elsevier.com domain to your "safe senders" list to
ensure you receive e-mails sent to you from the online system.
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How to submit an article
1. Log in to http://ees.elsevier.com/etape/ using the Username and Password emailed to you
and click Author Login.

2. Click Submit New Manuscript

3. Follow the process guide on the left margin of the page starting by selecting the article type
from the drop down menu then click Next.
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Type in the full title of your article.

4. On the next screen (Add /Edit/Remove Authors) just click Next.
5. On the next screen (Attach Files) Item and Description have automatically selected click the
Classic Upload Tool tab (if not already selected).
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6. Click Browse to find your .docx file on your computer click Open.

7. Click the Attach This File tab
Your file will now upload and will appear at the bottom of the screen similarly to screen shot below.

8. Click Next at the bottom of the screen
9. On the next screen click Build PDF for my Approval the system may take a few minutes
before you can go to the next step. DO NOT CLICK THE BACK BUTTON.
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10. The following message is shown. To finish uploading your article. You must click the link to
the Submissions Waiting for Author’s Approval page and approve your submission.

11. Click the Ethics in Publishing tick box

12. Under Action click View Submission. You must view the PDF of your article for accuracy
and completeness before it can be Approved.

* Action
If you cannot see the list of actions click
the + icon to the left of the word Action.
To hide the list of actions click the – icon
to the left of the word Action.

13. Click Approve Submission, a pop up dialogue box will asked if you are sure, click OK in the
box if you wish to complete your submission.
This is the end of the submission process. Regularly check your emails for correspondence from
eesmail.elsevier.com regarding your submission.
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How to review an article
Setting up as a reviewer
1. When selected as a reviewer you will receive a Reviewer Invitation email from
eesmail.elsevier.com. Click on the weblink provided in this email to access the EES login
page.
2. Select Reviewer Login, enter your Username and Password

Once logged in you can Switch User Role from the dropdown menu next to Role
Switch User Role here.
Editorial Board Members can review
articles
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Submitting your review
Accessing the article to be reviewed
On the reviewer homepage, click into
New Review Invitations

1.

Under Action click on Agree to review

2. On the next screen click Pending Assignments

There are onscreen
instructions provided by
ETAPE as you go through
the process.

3. Under Action on the next screen click View Submission
this will open a PDF of the article to be reviewed.

4. To review the document you can either:
a. Place comments and edits directly into this PDF and upload this to ETAPE as
your review.
b. List your comments using the line numbers provided in the article.
c. Print off the article and write directly onto the document, scan and upload
this to ETAPE as your review.
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Uploading your review comments and/or reviewed article
1. Log in and click Pending Assignments

2. Under Action select Submit Recommendation

3. On the next screen type in your comments to the Author and/or confidential comments to
the Editor and/or upload a PDF or scan of the reviewed article.
How to upload a scan or PDF of a reviewed article
a. Click Upload Reviewer Attachments tab
b. Type in a description and Browse for the reviewed document saved on your
computer
c. Click Attach this File
d. Click Proceed with Recommendation
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4. When satisfied with your comments select a recommendation from the dropdown list then
click the Proceed tab on the right.
Note: you do not need to include an Overall Manuscript Rating

5. On the next screen click Submit Review To Journal Office followed by Ok.

This completes the submission of a review and you will shortly receive a confirmation email
thanking you for the review.
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What to do if you been asked to revise your article
The vast majority of articles will need some revision before being finally accepted for publication.
Reviewers and editors will submit their decision about your article on ETAPE and you will then
receive an email notification from ETAPE about this decision. If your article is accepted then there is
nothing further you need do. If your article needs minor or major changes, the decision email to you
will included instructions on how to access the decision comments and any annotated manuscripts
uploaded by any reviewer or editor.

To find uploaded reviewed annotated manuscripts
1.
2.
3.
4.
5.
6.

Go to: http://ees.elsevier.com/etape/
Enter your login details
Click Author Login This takes you to the Author Main Menu.
Click Submissions Needing Revision
Click on Action Links and then click on View review attachments
Download the file that has been reviewed and annotated

Submitting revised articles
1. Using your original manuscript source files, edit and revise your submission according to the
Reviewers' and Editor's comments.
2. When you have completed your revisions, log in to ETAPE and click Submissions Needing
Revision.
3. Click the link under the View Decision column to view the Editor's decision letter.
4. Click Revise Submission to begin uploading your revised manuscript.
5. Click OK in the following pop-up window to confirm that you are ready to submit your
revised files.
6. Your original submission details are retained in EES. Update any information as needed
(such as title, Authors, keywords, etc.) following the steps shown in Submitting a
Manuscript.
7. You have the option to enter your comments in a Respond to Reviewers section. If needed,
you may view the original Editor and Reviewer comments by clicking on the View Decision
Letter link. A new window will open showing the decision letter. You may copy and paste
from the letter into the text box and enter your response(s) accordingly.
8. Once you reach the Attach Files step, you will have the option to include files from your
original submission. Check the boxes next to each item that you wish to keep as part of your
revised submission. Untick the box next to any files that you do not wish to retain as part of
the revised submission, once you click next you will then be taken to the step where you can
upload your new files.
9. You may be required to upload a Marked Revision or Revision with Tracked Changes as part
of your revised paper. This is a copy of the revised paper with your edits and changes
highlighted.
10. After uploading the revised items, build a new PDF and approve it to submit the revision to
the journal office.
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