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Choosing the right journal for your manuscript

Check Google Scholar using keywords that apply to your manuscript.

Examine references you have cited.

Use ‘Manuscript Matcher’ (Web of Science).

Use ‘Journal Finder’ (Wiley).

Use ‘Open Journal Matcher’.

Once you choose a journal,

— study instructions to authors

— examine a recent issue of the journal.

4

Google Scholar
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Manuscript Matcher (Web of Science)
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Manuscript Matcher (Web of Science)
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Journal Finder (Wiley)

https://journalfinder.wiley.com/search?type=match
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Open Journal Matcher

https://ojm.ocert.at/
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Why are manuscripts rejected by journals

• Mismatch with aims and scope

• Lack of novelty or significance

• Flaws in study design

• Ethical misconduct

• Poorly organized manuscript

• Errors of spelling, grammar, etc.

• Ignoring journal’s instructions

The overall global average
acceptance rate is 35%–40%.

10

From submission to publication: 6 months to 2 years
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From submission to publication

1 Author sends or uploads a manuscript.

2 Journal carries out a preliminary screening.

3 If OK, manuscript is sent to reviewers (referees).

4 Reviewers’ comments are conveyed to author.

5 Author submits a revised version.

6 Manuscript is typeset and made into pages; proofs to author.

7 Author returns proofs; paper published.

12

Overcome time lag with parallel processing

• Adopt parallel processing: at any time,
aim to have multiple papers,
each at a different stage of the process.

• Start writing early.

• Enquire if you don’t hear from the editor
within 6–8 weeks of submission.

• Choose journals that are published frequently
(at least 6 times a year).
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Preliminary check: whether a manuscript is worth reviewing

• Within the broad remit of the journal?

• Addresses a broad subject area?

• Potentially a substantial contribution?

• Subject topical, of interest to a wide readership?

• Novel and interesting?

• Appropriately formatted?

14

Warning from a journal

Submitted manuscripts must be written with native language 
competency in either English or French.

Manuscripts that do not meet these standards
will be returned without review.

Careful attention to clarity and style is encouraged. 
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View from the ‘other side of the desk’

“[Reviewers] are already forming a viewpoint within the first couple of 
pages . . . Grammar, referencing, sentence structure and probably most 
important of all, following the guidelines for submission, do matter 
and can make the difference between R&R [revise and re-submit] and 
an outright rejection.”

Peter Galvin

Editor-in-Chief,

Journal of Management & Organization

16

Put your best foot forward

• Cover letter

— link to recent papers published in the journal

— knowledge gap or problem and how you filled/solved it

• Title and abstract: greatest care

• First paragraphs of Introduction and Discussion: extra care with 
spelling, grammar, punctuation

• SI units, tables, figures, citations, references: formatted precisely
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Avoid elementary errors of spelling, grammar, punctuation

• “We used two methods of interpolation: a deterministic technique 
namely Inverse Distance Weighting and a statistical method namely 
Kriging. Comma before namely

• “setting up new monitoring stations include financial or logistical or 
location problems. includes

• “A large corpus of religious, philosophical, socio-political and 
scientific texts of multi cultural Indian Subcontinent are in Sanskrit.” 

corpus . . . is

• “The power generation from conventional energy sources”
Inserting the definite article where it should not be

• Number of naturally occurring primary sequences of proteins is an 
infinitesimally small subset . . . leaving out the definite article

,
,

18

Don’t give up if your paper is rejected

Of 1052 manuscripts rejected by Academic Emergency Medicine,
nearly 66% were subsequently published elsewhere,
in a total of 229 journals.

Of 254 manuscripts rejected by American Journal of Roentgenology, 
64% were later published in 30 radiologic and 27 non-radiologic 
journals.
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Even Nobel-Prize papers have been rejected

Campanario J M. 1995. On influential books and journal articles initially rejected 

because of negative referees’ evaluations. Science Communication 16: 304–325

20

Craft title carefully and format it for your target journal

• Check title structure in target journal:
phrase, complete sentence, or question.

• Prefer informative titles to catchy but uninformative titles.

• Start with an important term; avoid such terms as study, 
investigation, and experiment.

• Match average length in target journal. (10±3 words?)1

• Check capitalization (sentence case, title case, all caps),
alignment (centred, left-aligned, or right-aligned), and
weight (bold or normal).

1Elgendi M. 2019. Characteristics of a highly cited article: a machine learning perspective.
IEEE Access 7: 87977–87986
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Notice capitalization, alignment, and typography

22

How to supply affiliation

• Affiliation: institution where work was carried out (may not be 
current address).

• ORCID Id <https://orcid.org/signin>

• Superscript numeral or letter?

• Postal or mailing or street address?

• ‘Corresponding’ author?
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Indicating affiliation, 1

24

Indicating affiliation, 1
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Indicating affiliation, 2
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Indicating affiliation, 3
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How to write an abstract

• Abstract complements title: do not repeat info already provided by 
title.

• Skip background information.

• Skip objectives.

• Avoid abbreviations.

• Keep within specified number of words, typically 250 words.

• Write a single paragraph (but use separate headings in structured 
abstracts).

28

Title and abstract: avoid repetition of information
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Title and abstract: avoid repetition of information

30

Abstract: avoid introductory or background information
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Title and abstract work together

32

Title and abstract work together
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How to choose suitable keywords

• Avoid terms already used in the title.

• Prefer short phrases to single words.

• Avoid terms that are too broad.

• Use the terms searchers will use.

• Format keywords in the target journal’s style:

— keywords or key words?

— alphabetically arranged?

— capitalization?

— separated by commas, semicolons, spaces?

34

Poorly chosen keywords: repetition
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Poorly chosen keywords: broad and repetitive

Title Effect of restricted emissions during COVID-19 on air quality in 
India

Keywords COVID-19, India, AQI, PM2.5, AERMOD

36

Avoid using terms from title as keywords

O
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Keywords different from those used in titles

P
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The IMRaD structure

Introduction: reason for doing work, nature of hypothesis, essential 
background.

Materials and methods: sufficient details of techniques to enable the 
work to be repeated.

Results: draw attention to important details in tables and figures.

Discussion: significance of results in relation to reasons for doing the 
work, and place them in the context of other work. 
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Write an account of your research in 20–30 paragraphs

Introduction: 1 page, maximum 400 words in 2–4 paragraphs

Methods: 2–3 pages, about 750 words in 6–8 paragraphs

Results: 2–3 pages (text, figures, tables), about 1000 words in 4–8 
paragraphs

Discussion: 3–4 pages, 1000–1500 words, 10 paragraphs

Source Araújo C G. 2014. Detailing the writing of scientific manuscripts. 

Arquivos Brasileiros de Cardiologia 102 (2): e21–e23

40

How to write the Introduction

• Answer the question W H Y.

• State the problem.

• Explain why the problem is important.

• Review work done so far to solve it.

• Introduce the study by pointing out what is different about it 
compared to past research.

• Start with a broad topic and make it progressively narrower.

• End with a statement of specific objectives.
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How to write the methods section

• Answer the question H O W.

• Include enough detail for others to repeat the experiment.

• Give sources of material, make and model of equipment, quantities, 
duration, season, etc.

• Mention statistical tests you used.

• Modified a standard method? Describe only modifications (but cite 
the original source).

• Mention any material received gratis.

• Mention sampling method, sample size, no. of replications,
cohort, etc.

• Describe the control group.

• Use the past tense.

42

How to write the results section

• Answer the question W H A T.

• State only the results; comments and explanations in Discussion 
section.

• Use tables and charts as appropriate but do not duplicate 
information.

• Use charts to emphasize patterns; use tables to give exact values 
and show multiple variables.

• If results are not statistically significant, do not discuss them.

• Follow standards in expressing units.

• Highlight important results but avoid paraphrasing all the data from 
a table.

• Use supplementary tables if required.

• Use the past tense.
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A digression on

presenting results

44

Do not use ‘times less’; use fractions

‘Times’ implies multiplication and, therefore, increase, not decrease.

• Area occupied by the compact  coupler is about 3 times less than of 
the conventional one.

— . . . was about a third of that in 2015.

• the water absorption rate of  exfoliated nanocomposite is 2.8%,  
which is 5 times less than that of pure  silicone.

— . . . a fifth that of pure silicone
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Match precision of expression to precision of measurement

Height above MSL 15.035

46

Split multi-digit figures into thousands, millions, billions, etc.

• The international system uses millions and billions
(not lakhs and crores).

• Split numbers of 5 digits or more into groups of three
starting from right

• 1234 (no split because this is a 4-digit number)

• 12 345, 123 456 (123 thousand, . . .
1 234 567 (one million . . .), 12 345 678 (twelve million, . . .)

• Use non-breaking space or comma as the thousands separator.
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Split multi-digit figures into thousands, millions, billions, etc.

P

O
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SI style for quantitative expressions: presenting numbers

• Units are symbols, not abbreviations.

• No plural form: 1 km, 2 km (not 2 kms)

• No full stop (1 km, not 1 km.)

• Capitals if named after people:
2 kWh, 230 V, 5 Pa, etc. 

• Not capitalized when spelt out:
the pressure was 2.8 pascals.
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Use correct symbols and characters

Degree sign

Neither superscript zero, 37 0C

nor superscript oh (lowercase), 37 oC

nor superscript oh (capital): 37 OC

But 37 °C (alt + 0176)

Multiplication sign

neither capital X nor small x

but × (alt + 215)

Micro (µ): alt + 0181

50

Use character map if necessary

All programs > Accessories > System Tools > Character Map
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Character map
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Special characters with Alt + X (in Windows)

Type the following and type Alt + x

a and 0 (zero) non-breaking space

b and 0 (zero) degree sign

d and 7 multiplication sign

2212 minus sign

2032, 2033 prime, double prime

20b9 rupee sign (only in some fonts)
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Special characters with Insert > Symbol (Word)

Always keep the quantity (value) and the unit on same line

50–100 µg/m²

day 5
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Always keep the quantity (value) and the unit on same line

54.7 µg/m³P

between . . . and; from . . . to

• Pair between with and.

• Pair from with to.

• Use neither: use the en dash instead.

• Repeat % sign, but not other units, in giving a range.

— Temperature and relative humidity ranged

between 27 °C–30.7 °C and 30.3–59%, respectively

— Temperature and relative humidity were

27–30.7 °C and 30.3%–59%, respectively

O

P
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Set % sign close to the number; repeat the sign as required

19%    17%  27% 26%

O

P

O

2%–5%
P

27.8 × 10³ 29.5–50.1 × 10³ individuals per cubic metreP

Use mult. sign, not letter X; minus sign, not hyphen

O
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Minimize capitals in explaining abbreviations

O

P
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End of digression; 

back to IMRaD format
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How to write the discussion section

• Answer the question S O W H A T.

• Explain what the results mean and how they are important.

• Emphasize novelty.

• Compare results with earlier findings;
explain contradictory results, if any.

• Suggest future line of work.

• Sum up with a conclusion.

• Avoid subjective expressions: ‘interesting’, ‘remarkable’, etc.

• Refer back to Introduction and say how the objectives were 
achieved.

• Use a mix of tenses: present tense for generally valid results or 
principles; past for specific results; future for possibilities.

62

Citations in text

• Citations by numbers, the Vancouver system

• Citations by names of authors, the Harvard system
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Numbered citations, Vancouver system

Citations (numbers)

‘In line’ or superscripts?

Normal or italics?

Enclosed in round brackets (parentheses) or in square brackets?

Placed before punctuation or after?

64

Vancouver : superscript, square brackets, after punctuation
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Vancouver : superscript, no brackets, after punctuation
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Vancouver: superscript, no brackets, before punctuation
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Vancouver : in line, square brackets, before punctuation

68

Vancouver : in line, parentheses, before punctuation
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Author(s), year: Harvard system

70

Author(s), year: Harvard system

How many names before ‘et al.’: two, three, six, . . .

et al. or et al.?

et (Latin for and) is never followed by a full stop.

Author(s), year  OR  Author(s) year?

Multiple citations

alphabetical,

chronological,

reverse chronological?
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Citations in chronological order

Citations in reverse chronological order
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Citations in alphabetical order

74

Citations in alphabetical order

Jacobs et al. 2916; Kasim et al. 2014; Koop and van Leeuwen 2015
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Variations in references: sequence, punctuation, typography

76

Inconsistencies in reference formatting
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Examine reference format in detail

Authors: names inverted? All or only the first author? Initials separated 
by dots, by spaces, not separated? Surname followed by a comma?
Use of “and” (some journals skip it even between two names)

Year within brackets or not? After author(s) names or later?

Titles of articles in quotes? Journal titles abbreviated or in full?
Dots after abbreviations? Italics or normal? Title case or sentence case?

Punctuation between volume number and page numbers

78

Trivial differences in formatting: journal and volume number

How different publishers print journal name and volume number

Elsevier: Glob. Environ. Chang. 35, 138–147.

Springer: Glob Environ Chang 35:138–147

Wiley: Global Environmental Change, 35, 138–147.

Taylor & Francis: Global Environmental Change, 35, 138–147
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Use Google Scholar to format references

80

Finishing touches: follow the target journal’s format

Follow capitalization, bold, italics,
Fig. / Figure, etc.

Follow style for headings: numbered or not numbered.

Avoid using automated numbering for numbered headings. Type 
heading first, then space, then number.



12/2/2020

41

81

Finishing touches: follow the target journal’s format

Follow the target journal’s style but

— single column

— standard, serif font: Times New Roman, Georgia, Sitka

— left justification; hyphenation off

— no blank lines between paragraphs

82

Figure or Fig.?
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Figure or Fig.?
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Numbered headings: dot after each number
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Numbered headings: no dot after each number

86

Headings without numbers
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Predatory or deceptive journals: definition

‘Predatory journals and publishers are entities that prioritize self-
interest at the expense of scholarship and are characterized by false or 
misleading information, deviation from best editorial and publication 
practices, a lack of transparency, and/or the use of aggressive and 
indiscriminate solicitation practices.’ 

Source Grudniewicz A et al. 2019. Predatory journals: no definition, no defence.

Nature 576: 210-212

88

How to spot predatory journals

• Solicit submissions by email; message in poor English.

• Display ISSN prominently; also mention Google Scholar,
Index Copernicus, etc.

• Charge upfront fee; promise fast publication.

• Skip review or only cursory peer review.

• Have large international editorial boards.

• Seldom show street address.

• Claim false impact factors.

• Are usually multidisciplinary.
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Invitation to submit 

90

Invitation to submit 
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Invitation to submit 

92

Invitation to submit and unrealistic schedules 
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UGC on predatory journals

‘The UGC has instructed universities to ignore publications and 
presentations in predatory outlets in all future evaluations, and to 
publicly challenge any attempts to compromise academic integrity. 
Publication in predatory journals will be assessed during a university’s 
accreditation process and institutional reviews.’

— Bhushan Patwardhan, Vice-Chairman,
University Grants Commission, India
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How to avoid plagiarism

• Avoid ‘copy and paste’.

• Enclose text in quotation marks.

• Provide correct citation and reference.

• Paraphrase: borrow ideas, not words.

• Cite only what you have read first-hand.
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Academic phrasebank, 1
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Academic phrasebank, 2
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Ludwig Guru

98

Author resources from Wiley
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Swires-Hennessy E. 2014. Presenting Data: 
how to communicate your message effectively. 
Chichester, UK: John Wiley. 132 pp.
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Key takeaways

• Choose your target journal carefully.

• Follow all the instructions to authors given by that journal.

• Give finishing touches to your paper in terms of style and format.

• Always spell-check the files before uploading.

• Watch out for predatory journals.

Here’s wishing you

the very best


