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For more information on the Submission journey…

• https://authorservices.taylorandfrancis.com/category/making-your-

submission/

https://authorservices.taylorandfrancis.com/category/making-your-submission/
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1. UNIT member approval for OA funding via Dashboard *before* 
author has signed publishing agreement 
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This is the smoothest workflow
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2. Author signs publishing agreement and chooses OA before UNIT 
member approves for OA funding via Dashboard 
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requests



Workflow 1: 
UNIT member approval for 
OA funding via Dashboard 
before author has signed 
publishing agreement 
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New Article Email to Author

Send To:  Author Email

Subject: Informing your institution of your accepted article

Body:
Dear Author First Name Last Name,

Re:  Article Title; Journal Title

Congratulations on the recent acceptance of your manuscript submission to Journal Title. The Taylor & Francis production 
team will work with you to publish your article online as quickly as possible.

In the meantime, I would like to let you know that your institution has an open access agreement with Taylor & Francis. As 
a part of this agreement your library has access to a Research Dashboard, which shows them that your article has been 
accepted and displays information about the article, including your email address.  

What happens next? 
If your institution approves Gold Open Access funding for your article, we will let you know. You may also request approval 
by using our Quotation service – look out for an email inviting you to select and sign your article publishing agreement.

If you have any questions, please do not hesitate to contact apc@tandf.co.uk, or your librarian.

Best wishes,
Taylor & Francis Group

Email to author, 
alerting them to 
OA agreement
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If the organizational user approves the article before the author gets to the licence email:
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Approved Article Email to Author

Send To: Author Email

Subject: Gold Open Access funding approval for your article

Body:
Dear Author First Name Last Name,

Re:  Article Title; Journal Title

We recently emailed you to let you know that your institution has an open access agreement with Taylor & Francis. We’re pleased to let you 
know that your library has approved Gold Open Access funding for your article through their Research Dashboard.

This means that your article will be published open access; it will be available online for anyone to read, anywhere.

What happens next? 
If you have already signed an open access publishing agreement, you don’t need to do anything.

If you have not yet signed a publishing agreement, or have already signed a non-open access publishing agreement, then you will receive an 
email asking you to sign a new publishing agreement. You will be asked to choose a Creative Commons licence, you can find more information 
about licence choice here. http://authorservices.taylorandfrancis.com/publishing-agreements-your-options. Please note that this can take 24 
to 48 hours to reach you.

You will not be asked for any payment.
If you have any queries, please contact apc@tandf.co.uk

Best wishes,
Taylor & Francis Group
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Taken directly to OA 
licence options
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Workflow 2: 
Author signs publishing 
agreement and chooses OA 
before UNIT member 
approves for OA funding via 
Dashboard 
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New Article Email to Author

Send To:  Author Email

Subject: Informing your institution of your accepted article

Body:
Dear Author First Name Last Name,

Re:  Article Title; Journal Title

Congratulations on the recent acceptance of your manuscript submission to Journal Title. The Taylor & Francis production 
team will work with you to publish your article online as quickly as possible.

In the meantime, I would like to let you know that your institution has an open access agreement with Taylor & Francis. As 
a part of this agreement your library has access to a Research Dashboard, which shows them that your article has been 
accepted and displays information about the article, including your email address.  

What happens next? 
If your institution approves Gold Open Access funding for your article, we will let you know. You may also request approval 
by using our Quotation service – look out for an email inviting you to select and sign your article publishing agreement.

If you have any questions, please do not hesitate to contact apc@tandf.co.uk, or your librarian.

Best wishes,
Taylor & Francis Group

Email to author, 
alerting them to 
OA agreement
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Author given the 
option to publish 

Open Access
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Author taken 
through to the 

Quotation 
Service
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Details prefilled based on 
DOI
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Details prefilled –
requires author to tell us 
their affiliation
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‘My Organisation’ 
selected after completing 
organisation field on 
previous screen 
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Organization selected as 
payer – making author 
aware of cost
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Author provides quote ID 
to finalise OA agreement 
signature
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Relevant OA licence 
options displayed
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Once they confirm that they 
wish to ask the institution for 
funding, they receive this email.
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Notification to UNIT member
Library
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This article will then appear on your action required tab as the author has 
requested this funding. You then have the ability to approve or decline.
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Approved Article Email to Author

Send To: Author Email

Subject: Gold Open Access funding approval for your article

Body:
Dear Author First Name Last Name,

Re:  Article Title; Journal Title

We recently emailed you to let you know that your institution has an open access agreement with Taylor & Francis. We’re pleased to let 
you know that your library has approved Gold Open Access funding for your article through their Research Dashboard.

This means that your article will be published open access; it will be available online for anyone to read, anywhere.

What happens next? 
If you have already signed an open access publishing agreement, you don’t need to do anything.

If you have not yet signed a publishing agreement, or have already signed a non-open access publishing agreement, then you will 
receive an email asking you to sign a new publishing agreement. You will be asked to choose a Creative Commons licence, you can find 
more information about licence choice here. http://authorservices.taylorandfrancis.com/publishing-agreements-your-options. Please 
note that this can take 24 to 48 hours to reach you.

You will not be asked for any payment.
If you have any queries, please contact apc@tandf.co.uk

Best wishes,
Taylor & Francis Group

Author receives  
confirmation of 

OA funding 
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If the funding is declined by the institution the 
author will receive this email. They can still 
choose OA if they wish (they will need to create a 
new quote with a new payer) or go down the 
green OA route. 



Thank you! Any questions?


