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3 Steps to your Elsevier Open Access Platform

1. Accessing your open access platform



Step 1 – Accessing Your Platform

To access your platform click on the sign in 

The main 
benefits when 

using the 
platform are:



Step 1 – Accessing Your Platform

Use your 
institutional 

email and the 
password 

provided by 
Elsevier to access 

the platform.



Step 1 – Accessing Your Platform

If you are 
supporting 

multiple 
institutions then 

these will be 
listed here. 
Click on the 

relevant account 
to view the 

author 
publication 

charges (APC) 
request.



Your home page  
menu provides 
you access and 
the option to 

manage:
1. Pending 

Requests
2. Archived 

Requests
3. Account 

Settings

Step 1 – Accessing Your Platform



3 Steps to your Open Access Platform

2. Managing your Platform
• Accepting Requests

• Rejecting Requests

• Managing Archived Requests

• Account Settings



Any pending requests will be 
highlighted. These require your 

acceptance or rejection

Your open access 
platform allows 
you to manage 

any author 
publishing 

charges (APC)

Step 2.1 – Accepting Requests
Email notifications are sent to you reminding you to 

access your Open Access Portal



Email notifications are sent to you reminding you to 
access your Open Access Portal

Step 2.1 – Accepting Requests



Click on Pending request to view all submissions requiring 
your attention

Click on the article title to proceed to next step

Step 2.1 – Accepting Requests



Details of the Article and Author will be displayed

Step 2.1 – Accepting Requests

The article 
publishing 

charge will be 
indicated in 
the relevant 

currency.



Step 2.1 – Accepting Requests and P.O. number

If required,
fill in the P.O. 

number

To notify the 
author click 
on the box 

and confirm 
the terms of 
business to 
accept the 

APC. 



Step 2.1 – Accepting Requests

This final step confirms the acceptance and to notify the 
author of the payment. 



Step 2.1 – Accepting Requests

An email notification is sent to the author acknowledging 
that the payment is approved. 



Rejecting the publishing charge can be actioned through the 
Open Access Platform. Click on reject request to start the process 

of notifying the author and invoicing

Step 2.2 – Rejecting Requests



Step 2.2 – Rejecting Requests



Step 2.2 – Rejecting Requests

You will receive confirmation that you are about to reject the 
authoring processing charge (APC) . This will notify Elsevier to 

invoice the author directly and NOT the institution. 



Step 2.2 – Rejecting Requests

If selected an email is sent to the author confirming that 
the payment is rejected with instructions on the next 

steps



Step 2.3 – Archived Requests

To review previous acceptances and rejections click on archived 
requests.

You can now review 
and download all 

previous submissions.



Step 2.4 – Account Settings

Account settings enables you to include additional email 
addresses to receive the author notifications



3 Steps to your Open Access Dashboard

• How we can support you



Step 3 – How we can support you

If you need any support using the Open Access Platform then we have 
a dedicated resources centre set up. Click on the help option



Step 3 – How we can support you

FAQ’s are posted on Open Access Platform Support Centre. These are 
managed by our Researcher Support Team



If you can’t find the answer from the FAQ’s then please complete the 
online form and our Researcher Support Team will follow up with you.

Step 3 – How we can support you



Resources and Contact Details

• For further resources on the Open Access Platform including a list of 
FAQ’s please go to

https://service.elsevier.com/app/answers/list/c/15686/supporthub/eo
ap/

https://service.elsevier.com/app/answers/list/c/15686/supporthub/eoap/


Making it 
easier to work 

with us

Making it simpler for you to manage the article 
publishing charges

Allowing you to track and manage in real time

Enabling you to access your data when you need it


