READ & PUBLISH

GUIDE FOR ADMINISTRATORS

AIP Publishing features a seamless process for administrators to manage submitted
articles to publish open access (OA) through an institutional Read & Publish
agreement. Follow these simple steps to manage your account through our
Administrator Dashboard.

After your Read & Publish agreement is set up, a personalized email will be sent to the administrator address
on file. It will include information on how to login and your account details.

Sample email:

Dear Administrator,

Your Read & Publish deal with AIP Publishing is active. You may login to view manuscripts associated with your deal by accessing your
dashboard through the link below:

https://aipauthors.ejpress.com/cgi-bin/prod.plex
Your username is this email address and the password is [INSERT PASSWORD]
After logging in, you will notice three separate tabs:

» Pending Approval
+ Pending Payment
« Payment History

Since your account is setup for automatic approval, invoices that are applied to your deal can be found in the ‘Payment History’ tab.

If you have any questions or need assistance with your dashboard, please feel free to contact us for assistance.

9 After clicking on the link from the email, you will be brought to the login page.
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Welcome to the American Institute of Physics Billing and Production System, please login.

Login Name

Password
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Once logged in to the Dashboard, you will be brought to the “Pending Approval” screen. This is an overview
of active deals and a list of manuscripts waiting to be reviewed for publication through your Read & Publish
agreement. These manuscripts have been accepted for publication and the author has been confirmed as
being affiliated with your institution.

You have the ability to select “approve”, “deny” or “bill me.” If you select “bill me,” your institution will be
separately invoiced. Manuscripts that you have decided to pay outside of the agreement will appear on the
“Pending Payment” tab.

When an agreement is setup for automatic approval, the approve/deny options do not display on this
dashboard and the invoice can be viewed directly in the payment history tab.
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American Institute of Physics Account Administrator | My Deskiop | My Account | Logout
Peading Approwsl “ Pending Payment H Payment History

Deal Summary

Journal Deal ID StartDate EndDate  Deal Type Discount Amount AmountUsed Amount Remaining

Al 202200041 0101-2022 12-31-2022 Paid from Deal Balance 20 1 18

Invoices Ponulng Approval

‘Manuscript Number Titie Accept Date Author ORCID Organization Pub Fees Actions  Deal ID

POF22-AR-01853  Manuscript Tile 03-17-2022 Smith, J American Institute of Physics $2750.00 () Approve 202200041 POF22-AR-01853_00476 03-17-2022 275000 $-2750.00 (pending)
() Deny
() Bill Me

Totale $2,750.00 $2,750.00 $-2.750.00

Dowrload to Excel

0 You can review your account set up and make any changes by clicking on “My Account.”
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The “Payment History” tab will include information from previous and active Read & Publish deals.

Administrators can run a report to see how many articles are initially included in the agreement, how many are
remaining, and which manuscripts have been applied to each deal within a selected date range.

AIP
4//_ Publishing

American Institute of Physics

Account Adminiatrator | Uy Deskic | My Accoust | Logout

Pending Payment. “ Payment Hatory

ol summary

I---___-___
L 202200041 01012022 12312022 Puwd om Deal Bastance = 2 " Actve

POFRAROIMD 1810838 S122057 Ly Marustrn Tie Kim Jarpar jameriyopmas com AS Pubiishing LLC POF22- AR 0B40_0047S WTML POF Amercan Insitte of Prysics  S275000 03472022  Pad inFul By Deal Pait by OrgDeal 5275000 Mo

Dowrsond 1 Excel

Oensea History $aow

My Deskiop | My Acoasnt | Logeut

You are also able to download individual invoices as a PDF or view in HTML.

AIP
_//_ Publishing

AIP Publishing

1305 Walt Whitman Rd. STE 200
Melville, NY 11747-4300
516-576-2270

por@aiporg

Bill To:

Article Title:
Journal:
Author:

Description Amount

Invoice Date:
Invoice #:
Manuscript ID:
PO #:

License:

DOl:

Total:

Amount Paid for by Institution:
Due:

Payment Options:

Check Payments:

Checks should be made pay

Letter Mail:

Wire Payments:

to AIP ishil ! must be made in U.S. Dollars drawn on a bank in the U.S. Please return
yourinvoice with payment and reference your invoice number on the check.

We ask that your invoice number be included with your wire transfer so that your can be applied efficiently and
error. Please i your bank

Packages shipped via courier service: Bank of America N.A

To view, download, and share the
Read & Publish Guide for Authors

Learn about ways to let your users Request customized promotional
know they can publish open access tools and resources




