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1 SCHOLARONE SYSTEM 

Follow the steps and welcome to ScholarOne's online manuscript submission system 

1. Go to the initial access page. The URL is < https://mc04.manuscriptcentral.com/babt-scielo > 

2. Log in. 

 

Welcome to the BABT manuscript submission page. To log in, enter your User ID (the e-mail address you 

registered with the system) and your personal password in the field below, then click on “Log In”. If you are 

unsure whether you have an account or have forgotten your password, click Reset Password. If you don't 

have an account, click on “Create Account”. 

1.1 REGISTERING A NEW ACCOUNT 

Clicking Create in the Account will open the following screen.  

https://mc04.manuscriptcentral.com/babt-scielo
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There are three screens to fill in when creating an access account. On the first screen, enter your 

name and e-mail address. Mandatory fields are marked with “req”. When you have finished filling in the fields, 

click on “next”. 

1.1.1 E-mail adresses 

E-mails will always be sent to the Primary E-mail Address. If you wish to receive a copy of the e-mail 

at a second address, please complete the “Primary Cc e-mail Address” field, too. 

The Secondary email address is for registration only and they will not receive copies of the message. 

The site administrator can use it if your primary email address has persistent problems receiving messages. 

The second screen that appears is as follows: 
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Again, the fields that must be filled in are marked “req”. The name of the institution, address, country 

and city must be filled in. When you have finished filling in the fields, click on “next”. 

Once you have completed your registration, the system will issue a password and send it to your 

registered e-mail address. Your login is your registered e-mail address. 

1.2 HOME PAGE 

After logging in to the system you are directed to the home page where to submit a new manuscript 

you must go to the author's page by clicking on Author next to Home. 
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1.3 AUTHOR DASHBOARD 

The Dashboard is where you start the process of submitting your manuscript. In addition, you can 

quickly track the status and see the details of all your manuscripts on the ScholarOne Manuscripts website. 

On the dashboard, the author will find the status of the submitted manuscript, make new submissions, see 

which submissions have been reviewed, which submissions need to be corrected and updated, and what the 

status of their manuscript is. 

 

To start a new submission you must click on Start New Submission and then Begin Submission 
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1.4 NEW SUBMISSION 

First you have to upload the file in .docx format 

 

We then move on to the steps required for submission. There are 6 steps described below. 

1.4.1 Step 1 - Type, Title, & Abstract 

Select the type of manuscript. Enter the title and abstract in the appropriate fields. If you need to enter 

a special character, click on the “Special Characters” button. When you've finished, click on “Next.” 
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1.4.2 Step 2 – Files Upload 

In this step you must submit the following files: 

File designation Filename Required? File Designation 

Main manuscript mainmanuscript.docx Yes Main manuscript 

Declaration of 
responsibility and 
license agreement 

agreement.pdf Yes Supplemental Files NOT for review 

Zip file with Conflict of 
Interest and other 
disclosure Forms 

coi-files.zip Yes Supplemental Files NOT for review 

Other reporting 
checklists files 

care-checklist.pdf, prisma-
checklist.pdf etc. 

Yes, depending on the 
type of work. 

Supplemental Files NOT for review 

Supplementary 
material 

supplementarymaterial1, 
supplementarymaterial2 
etc. 

Yes, if you have files that 
you want to be published 
with the article 

Supplemental Files for review 
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1.4.3 Step 3: Attributes 

In this step you should enter the keywords for your work.  

 

1.4.4 Step 4: Authors & Institutions 

In this step you should add all the authors involved in the manuscript, to check if an author already 

exists in the journal's database, enter the author's e-mail address and click on “Find”. If the author is found, 

their information will be automatically filled in for you. When you have finished, click on “Next”. 
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1.4.5 Step 5: Details & Comments 

In this step, the Cover letter should be inserted according to the journal's rules. In docx format. You 

should also provide the other information required, such as funding for the number of figures, tables and 

pages, as well as any possible conflicts of interest. 
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1.4.6 Step 6: Review & Submit 

Check that the information below is correct and make any necessary changes. After reviewing the 

manuscript proofs at the bottom of this page, you MUST click on “SUBMIT” to complete the submission. 

1.5 SUBMISSÃO DE ARQUIVO REVISADO 

To start your review, you will need to log back into the Author Center and find the Manuscripts with 

decisions queue. Selecting this queue will display information on the right, click on Create a review to submit 

your revised article. 

 

If you have already started a revision, it will be located in the Revised manuscripts in draft queue. 

Select this queue and click continue to finalize your revised submission. 

 

1.5.1 Step 1: View and Respond to Decision Letter 

Attach the file with the answers to the reviewers' comments here. 
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1.5.2 Step 2: Type, Title, & Abstract 

Change these items if you have been asked by a reviewer to change them 

1.5.3 Step 3: File Upload 

Upload the corrected version according to the rules. In file designation 

1.5.4 Step 6: Details & Comments 

Attach the cover letter again 

1.5.5 Step 7: Review & Submit 

Check that the information below is correct and make any necessary changes. After reviewing the 

manuscript proofs at the bottom of this page, you MUST click on “SUBMIT” to complete the submission. 


