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Notification of a new APC request 

When the Author completes their journey, an email 
is sent to the Librarian responsible for approving 
requests for the Institute the author has said they 
are affiliated to

Email provides information on the request and 
Librarian clicks on link to the Elsevier Open Access 
Platform
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Using the Elsevier Open Access Platform
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Login using the credentials provided as part of agreement on-boarding
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Homepage has tiles to navigate to different areas of the platform
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[Pending Requests] contains all Article 
Publication Charges (APCs) that need 
to be actioned

Based on this information you can 
chose to Approve or Reject the request

Each tile contains key information of 
the APC; Article Title, authors name 
and email, affiliated institute and link 
to the article on Science Direct
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If you are responsible for multiple institutions you can search by 
Institution Name

Additionally you have the option to search by Author Name
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Click on "Show more" to expand the 
section with additional information…

Clicking on the Article Title or Approve Button will 
show you more information on the request, 
including Authors name and  contact details

…showing details of the Journal and Article Type, License selected, any 
Funder & Grant IDs, and the Article Accepted and Open Access Ordered 

dates
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Any Funder Name & Grant ID's 
provided by the author will be 
shown

An e-mail notification can be sent to 
the Author to advise request has 
been approved

If you are happy to approve simply 
click the "Confirm" button
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A confirmation of the 
approval is shown

If you have multiple APCs 
pending, you can go straight 
to the next article or return to 
overview screen
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If you decide to Reject the request a 
rejection reason will need to be 
selected from the drop- down list

Choose most appropriate reason for 
rejection:

• Author not/no longer affiliated
• Funding request received too late
• Grant number not 

supplied/recognized
• Invited/Conference article not eligible
• Research grant held elsewhere
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This is an example of the e-mail 
template that will be sent if you selected 
to notify author of  approval of the APC

This is an example of the e-mail 
template that will be sent if you selected 
to notify author of  rejection of the APC

Using the e-mail templates is optional
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A full history of all Approved APCs are retained and 
accessed by clicking on the Approved Tab

Further details of the APC are available by clicking on 
the Article Title 
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A full history of all Rejected APCs are retained and 
accessed by clicking on the Rejected Tab

Further details of the APC are available by clicking on 
the Article Title, including the reason for rejection
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The “All” tab includes all of the 
Pending, Approved and Rejected APCs

This tab is primarily used to generate 
the .CSV report 
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Clicking on the Generate report (.csv) 
will generate a report of  APC data 
from the Elsevier Open Access 
Platform

Once downloaded report can be 
opened in Excel



Agreement Dashboard
Visibility to the Article Publication Charge uptake and usage 

under the agreement
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Navigate to the Agreement Dashboard
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Periods will be determined by agreement 
(normally Years)

Fixed Quantity APC Agreements show the 
allocation of APCs, number of Approved APCs 
and current balance

List of participating institutions under the 
agreement will be shown. If you have 
multiple institutions you can search by typing 
institution name

The number of approved APCs at each 
institution will be shown
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Clicking on the Institute Name will 
take you the Institution View

This shows the number of approved 
APCs for the institution

You can see the details of the 
Approved APCs at the individual 
institute

There is also the option to generate a 
.CSV report of the data at the 
institution
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Clicking on the Article Title will 
provide the full details of the APC



Thank you


