
Author 
Instructions

Global 
Equity

For PLOS Climate



Detailed



Journal submission instructions: Detailed
PLOS ONE is used as an example

“Additional information” and Manuscript Data” both require correct institutional 
affiliation selections. 

Authors can skip to any section in any order during manuscript submission 
process. The submission portal will alert authors when they have missed a 
required field. Both their payment and author personal information are required 
for submission.



Steps to correctly 
select your institution

1. Within the 
“Additional 
Information” page, 
scroll to 
“Publication Fees”

2. Select second 
radio button “My 
institution will 
fully or partially 
pay the fee…”



Select your institution from the drop down.

Select your institution’s name from the drop down menu. Once you make a 
selection, no further action is required.

No more drop downs or text boxes will appear*.

Complete the rest of the sections in this portion of the submission process.
* Except for University of California authors



Jump to “Manuscript Data” from top-level navigation.



Click on the “Authors” drop down and provide your contact 
information



Click on the pencil to edit your contact information



Begin typing your institutional affiliation to prompt the dropdown 
menu and select from drop down. DO NOT override and type a 
different institution name.



When finished, click next and move on to providing next 
section.



That’s it!

Questions from authors?

authorbilling@plos.org

Questions from libraries?

institutionalaccounts@plos.org
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