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If you would like to discuss your paper prior to submission, or seek advice on the submission 

process please contact the Editor‐in‐Chief, at ruth.harkin@glasgow.ac.uk.  

Urban Studies has a fully web‐based system for the submission and review of manuscripts.  All 

submissions should be made online at http://mc.manuscriptcentral.com/cus. Online 

submission and review of manuscripts is now mandatory for all types of papers.  Further details 

can be found by clicking on the links below.  

1. New User Account 

2. New Submission 

3. Revised Submission 

4. Proofs 

5. Complimentary Copies 

1. New User Account 

Please log onto the website.  If you are a new user, you will first need to create an account.  

Follow the instructions and please ensure to enter a current and correct email address.  

Creating your account is a three-step process that takes a matter of minute to set up.  When you 

have finished, your User ID and password is sent via email immediately.  Please edit your user 

ID and password to something more memorable by selecting ‘edit account’ at the top of the 

screen.  If you have already created an account but have forgotten your details, type your email 

address in the ‘Password Help’ to receive an emailed reminder.  Full instructions for uploading 

the manuscript are provided on the website.  Please be vigilant in updating your account details 

if you change address. 

2. New Submission 

Before submitting your article or book review, please read the Manuscript Guidelines and Book 

Review Guidelines. 

Submissions should be made by logging in and selecting the Author Centre and ‘Click here to 

submit a new manuscript’ option.  Follow the instructions on each page, clicking the ‘Next’ 

button on each screen to save your work and advance to the next screen.  If at any stage you 

have any questions or require the user guide, please use the ‘Get Help Now’ button at the top 
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right of every screen.  Further help is available through ScholarOne’s® Manuscript Central TM 

customer support at +1 434 817 2040 x 167. 

To upload your files, click on the ‘Browse’ button and locate the file on your computer.  Select 

the designation of each file (i.e. main document, submission form, figure) in the drop down next 

to the browse button.  When you have selected all files you wish to upload, click the ‘Upload 

Files’ button.  Review your submission (in both PDF and HTML formats) and then click the 

Submit button. 

You may suspend a submission at any point before clicking the Submit button and save it to 

submit later.  After submission, you will receive a confirmation e-mail.  You can also log back 

into your author centre at any time to check the status of your manuscript. 

Please ensure that you submit editable/source files only (Microsoft Word of RTF) and that your 

document does not include page numbers as the system will generate them for you and then 

automatically convert your manuscript to PDF for peer review.  All correspondence, including 

notification of the Editor’s decision and requests for revisions, will be by email. 

3. Revised Submission 

Authors submitting revised manuscripts should follow the instructions above to submit through 

the SAGETACK system.  To create a revision, go to the ‘Manuscripts with Decisions’ option in 

your Author Dashboard and select ‘create a revision’ in the ‘Action’ column.  Authors of all 

revised submissions should, when prompted, provide information explaining the changes in 

your manuscript as this will be provided to reviewers.  Please also provide clear indicators in 

the manuscript itself via tracked changes, coloured, underlined or bold text. 

4. Proofs 

Proofs will be sent to the corresponding author in PDF format email (it is their responsibility to 

liaise with co-authors over corrections).  They should be corrected and returned within 3 

working days.  Please check the proofs carefully for typing errors, errors of fact, missing 

elements of notes or references, etc. that need to be inserted before we go to press.  We should 

stress that this is not the stage for rewriting your article or for making changes that would mean 

reformatting the pages or affect the final extent of your piece. 

The article will be paginated from p. 1; this is because the final print publications date 

(including volume and number) has not yet been fixed.  We will publish the corrected, final PDF 

of your article online (unless it is part of a Special Issue) in advance of print publication (Online 

First) and we will make no further changes following online publication apart from adding 

volume, issue and page numbers.  The digital version of the Journal is the final copy of record 



and must match the printed version – therefore, you will be unable to make changes to your 

paper once it has appeared online. 

5. Complimentary Copies 

Authors will receive a complimentary copy of the journal and an email giving access to a PDF 

version of the article.  Both are sent to the corresponding author for distribution. 


