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AUTHORS GUIDELINES

This guideline presents a brief description of the procedures that must be carried out in order to send a 
document to the journal.

Step 1: Author subscription

To start sending any articles, the author(s) must subscribe to the journal.

A form will appear, and it should be completely filled. Register the author’s personal data, as well as 
username, password and mail (institutional preferably).
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The biography summary must be short and in accordance with the format established by the journal.

Full name, Undergraduate, Postgraduate, Complete affiliation, City, Country.
If you wish to add any other kind of information, place it right before City as brief as possible.
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Lastly, it is important to select in type of registration “Author”, so that the platform enables the author 
profile.

To confirm the form, select the option “Register” in the last part of the page.

Step 2: Accessing the platform

In order to access the platform, authors must log in with their username and password (The process to 
get the username and password is described in Step 1).
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If username and password are correct, the platform will identify the author and generate a new window 
“Active Deliveries”.

Step 3: Start a new delivery

In order to send an article to Tecnura journal, the author(s) must be registered (Step 1) and must be lo-
gged in the platform (Step 2).

If you wish to “Star a new delivery”, this option is enabled in the “Active Deliveries” window. To access 
the corresponding menu you must select the option “Click here”.

If this option does not appear enabled, the user is not registered as author; then the profile will need to 
be edited. Select “My profile” in the log in window and activate the Author field in the registration format 
(Step 1).
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The delivery of articles is performed in five (5) steps.

1. Start the delivery
The first step is intended to ensure that the author understands the rules of the journal in terms of the 

delivery of articles. The author(s) will need to choose the section to which they will send their work. They 
will also receive information related to the journal´s privacy terms, the copyright note, the conflict of inte-
rest statement, and the authors’ fees, in case there are. If you need help, contact technical support (infor-
mation appears in the upper section of the webpage).

If the journal accepts content deliveries in more than one language, you can choose your preferred one 
so as to continue with the process. You will need to fill all the required fields in the language you choose. 
You can also, optionally, fill the required and optional fields related to the other languages supported by 
the journal. For instance, should you choose French as the delivery language, then the article´s title and 
body will need to be written in the same one. Additionally, you will be able to include this information 
in English (or any other languages available in the journal), as well as other metadata (keywords for in-
dexes, etc.)
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Authors should verify and mark each one of the items mentioned in the checklist.

Later, the copyright terms and privacy statement of the journal will be displayed.
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Authors can add observations that will be visible for the editor.

Finally, you can proceed to the next step by clicking on “Save and continue”.

2. Upload the delivery
The second step allows uploading the article´s file, usually a document created in a word processor.
• Click on Find to open a file selection window in order to locate the document in your computer hard disk drive.
• Locate and select the file you want to send.
• Click on Open inside the file selection window; the document’s title will appear in the page.
• Click on Send so that a copy of the file is transferred from your device to the journal’s website.

• Once the article is loaded, click on Save and continue.
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3. Introduction of the delivery metadata.
The third step of the process is intended for the author to send all the necessary metadata. The first sec-

tion of metadata is related to the author. At this point your personal information appears automatically. If 
necessary, in this part you will add any additional information.

Should the article have several authors, add the data with the button Add author. You can also modify 
the order of the authors list, identify one of them as the contact person for the editor, and delete authors 
added by mistake. It is important for you to register all the article authors.
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Next, write the article´s title (First letter in capitals and the others in lower case) and its abstract.

Click on button Save and continue to proceed to the fourth step.

4. Upload complementary files.
This step is optional. If you have any complementary files, such as research instruments, data sets, etc.; 

add them here. Those files are indexed also by each author, identifying the relation with the delivery, as 
well as their property. Complementary files can be uploaded in any format, and they are made available 
for readers in their original format.

• Locate and select the file you wish to send.
• Click on Open inside the file selection window; the document’s title will appear in the page.
• Click on Send so that a copy of the file is transferred from your device to the journal’s website. Change its name 

according to the conventionalisms agreed by the Editorial board.
• Once the article is loaded, click on Save and continue.

5. Confirm the delivery
This last step gives you a synthesis of the delivery.


