
Instructions: Uploading article – first-time upload 
 

Start by logging in (see other guide). Next, click ‘Indsend’:  

 

 

Click on ‘Foretag en ny indsendelse’: 

 

 

Select section: 

 

 

 

 

 

 



Check that the article fulfils all requirements and tick the box: 

 

 

You then have the opportunity to write a comment to the editor: 

 

 

Read the conditions and accept. Then press ‘Gem og fortsæt’:

 

 

Upload article by first selecting article material e.g. ‘Artikeltekst / Manuscript’  

 



 

Select the file you wish to upload and click ‘Fortsæt’  

 

 

Here you can review your information and edit the name of the file if necessary. Then click ‘Fortsæt’: 

 

 

Finally, you have the option to add an additional file or to customise existing files (this can also be done later; see 
other guide). Then click on ‘Afslut’: 



 

You can now see the files you have uploaded. Click on ‘Gem og fortsæt’ to proceed to step 3: 

 

 

In step 3, enter metadata, including title and summary: 

 

 

 



If there are other authors/contributors, you can now add them by clicking ‘Tilføj bidragyder’: 

 

 

Enter the contributor’s information: 

 

 

 



Next, enter the contributor’s role and click ‘Gem’: 

 

 

All of the contributors are listed. To rearrange them, click ‘Rækkefølge’ and drag the names up and down the list. 
Then click ‘Udført’: 

 

 

Fill in the field for the OpenAIRE Project ID (if applicable) and then click ‘Gem og fortsæt’: 

 

 

 

 

 

 

 



You have now entered all of the information. If necessary, you can go back and make corrections before clicking on 
‘Afslut indsendelse’ (‘Finish submission’): 

 

 

To submit the article, confirm by clicking ‘OK’. 

 

 

You will now receive a confirmation by email: 

 

 

 

 

 

 

 

 

 



While you are waiting for the editorial team to review your article, you have the following options: 

 

 

 

You can edit your article or add documents/images at a later stage (see other guide). 
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