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1. Licence to publish

As part of your submission you must complete the Licence to 
Publish form:

https://fs3.formsite.com/DiamondLightSource/form64/index.html

Once you have completed this online form, you will receive an 
email with a PDF copy prompting you to upload it to ScholarOne.

(see instructions on page 13)

https://fs3.formsite.com/DiamondLightSource/form64/index.html
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2. Preparing your submission

Creating your document

Please use the submission template provided.

Complete editable sections, save and upload to the ScholarOne system 
(see instructions on page 9)

Your manuscript must be a Word file: .doc or .docx, not .PDF  

https://www.diamond.ac.uk/dam/jcr:c7920866-4eff-437c-bd57-24412df78ade/AR-2021-Author-Submission-Template.docx
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2. Preparing your submission

Manuscript length

Word limit is set at an absolute maximum of 1200 words, excluding figure 
captions. If you submit a manuscript with more than 1200 words, you will be 
asked to reduce this after the review period.

Consider figures: The word count also depends on the number and size/shape of 
the figures you would like to include. The following pages demonstrate possible 
layouts. The examples used are as follows:

• 800 words (1x large, 2x small figs) 
• 1000 words (3x small figs) 
• 1200 words (1x large or 2x small figs).
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Manuscript length – Example 1

Lay summary:
250 words

Main body: 
800 words

Figures: 
One large, two small

Lay summary
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Manuscript length – Example 2

Lay summary:
250 words

Main body: 
1000 words

Figures: 
Three medium

Lay summary
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Manuscript length – Example 3

Lay summary:
250 words

Main body: 
1200 words

Figures: 
One large or two 
small

Lay summary
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2. Preparing your submission

Figures: All figures are to be uploaded individually into ScholarOne.

• Figure parts: Please label any parts within a figure alphabetically (lower case) to 
correspond with the caption. For example:

• Preferred file type: tiff 
• Permissible file types: jpeg / eps
• Not accepted: Embedded in Word / pdf / png / Other

• File size: Please supply largest possible file. Recommended no smaller than 5Mb
• Resolution:  Minimum resolution: 300 dpi
• Image size: Minimum width: 100mm

The recommended minimum and maximum number of figures 
(pictures/graphs/tables) is two to six. The number and size of your images will affect 
the word limit for your manuscript, as indicated in the next section.
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3. Uploading your submission to ScholarOne

When you get your ‘manuscript submission’ email from us, click the ‘upload submission’ 
link. 

This will take you into the ScholarOne Manuscripts system.
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Replace the title of your 
published paper with 
the title of your Annual 
Review submission

Click ‘Save & Continue’
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Complete submission template (Not PDF)

Click ‘Upload Selected Files’

This next window is 
where you upload your 
submission 
documents:

PDF copy of your Licence to Publish form

Figure image files: choose 
‘Supplemental File for Review’ 
in the drop-down menu

You will be sent this PDF after completing the online form

https://fs3.formsite.com/DiamondLightSource/form64/index.html
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You can reorder or remove 
the uploaded files here

Click ‘Save’ or ‘Save & Continue’

And you can add new or 
replacement files here

If you are just uploading your 
copyright form at this stage, click 
Save. You can come back to complete 
the submission later
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Your name should 
be in here already.
Just Save & Continue

Click ‘Save & Continue’

Please do not add 
any other authors 
at this stage. 
We will include the names 
of all authors on the paper 
in the main reference, and
will attribute the Annual 
Review article to those who 
wrote the manuscript – at 
this stage we just need one 
name. 
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Make a note of any 
other synchrotron 
facilities involved in 
research if 
applicable

Click ‘Save & Continue’
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The final stage now is to 
Review and Submit

Check the information for 
each of the steps you have 
completed, and  edit 
where necessary

…

*See next slide to continue step 5…*
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The final stage now is to 
Review and Submit

Check the information for 
each of the steps you have 
completed, and  edit 
where necessary

…
When you are happy with 
the information, view both 
HTML and PDF proofs

After viewing both proofs, 
you can click ‘Submit’. This 
will complete your 
submission process Nb. If the submit button doesn’t become active, try 

clicking ‘previous step’, then save and continue.
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You will now have successfully 
submitted your contribution 
to the Diamond Annual 
Review. 

We will be in touch in due 
course with any comments or 
revisions. 
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For any queries, please contact the Annual Review team:

annualreview@diamond.ac.uk 

mailto:annualreview@diamond.ac.uk
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