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1. Introduction 

This manual is an operating manual for submitters to the Jxiv preprint server.  

 

ü Click on the following URL to open Jxiv  

https: //jxiv.jst.go.jp/  

 

2. Target users 

This operation manual is intended for people who submit preprints to Jxiv (referred to as "submitters")  

 

3. Operation items (what submitters can do)  
 

 

 

 

 

 

 

 

 

 

  

Operation Item Operation Overview 

 Sign in and register an account Sign in to Jxiv using the sign-in function of researchmap or ORCID 

and register an account. 

β Either researchmap or ORCID ID is required. 

Submission of Preprints Submission of Preprints 

β You may submit a PDF of your manuscript and related data along 

with bibliographic information in accordance with [Terms of 

Submission]. 

 Withdrawal before publication Request to withdraw your submitted preprint before publication. 

*Submitters cannot delete their preprint. 

 Revision after publication Correction (revision) of published preprints 

*The "Reason for Revision" is always required for any revision. 

 Registration of Publication When the relevant preprint is published by a journal as a peer-

reviewed article, the DOI should be registered and linked to the 

journal. 

*The link to the publication version that you have set cannot be 

changed. 

 Browse View published preprints 

*Please refer to the Operation Manual (for browsers). 

 Statistics View statistics of submitted and published preprints. 
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4. Sign-in and account registration 

4.1. Sign in to Jxiv 

4.1.1. Click the [Login] or [Register] link in the upper right corner of the top page. 

 

 

4.1.2. Select either [Sign in with ORCID] or [Sign in with researchmap] from the login or registration 

screen 

4.1.2.1. Sign in with ORCID 

 ŋ From the screen below, press the [Sign in with Orcid] button  

 

 

 

 

 

 

 

 

 

 

  



System Name Jxiv, JST Preprint server Revision 1.01 

Document Type Jxiv preprint server operation manual (for submitters) Last Update 2022/0 6/ 24  

 

 

  Page 6 

 

 o Enter the ID and password, and click the [Sign in] button  

 

 ɔ If the sign -in is successful, the screen will move to the screen below.  

*This screen is displayed only when signing in for the first time. Once you register an account, it will not appear 

again. 

 

*If you switch languages on the right sidebar whi le on this screen, the following error (inconsistent authentication 

code) will occur. In this case, please return to the top page or sign -in screen, switch the language back correctly, 

and sign in again.  
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*Error screen due to authentication code mismatch  
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4.1.2.2. Sign in with researchmap 

 ᴖ From the following screen, press the [Sign in with researchmap] button.  

 

 ᴗ Enter your ID and password, and click the [Sign in] button.  

 

 p After successfully logging in, you will be redirected to the following screen.  

*This screen is displayed only when signing in for the first time. Once you register an account, it will not appear 

again. 

 

*If you switch languages on the right sidebar while on this screen, the following error (authentication code 

mismatch) will occur. In this case, please return to the top page or sign -in screen, switch the language back 

correctly, and sign in again.  
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*Error screen due to authentication code mismatch  

 

4.2. Link to Jxiv account [Register an account (first time only)]. 

Click [No, I am new to J xiv Preprint Server].   

 

Click on the link above, and an entry field for account information will appear below it. Fill in the required 

information and click the [Register] button.  

 

Taro 

Kagaku 
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Once the account is registered, the message [Registration Completed] will appear as shown below.  

 

 ̧ Make a New Submission  Ҝ Go to ₒ Submitting Preprints  x

 ̧ Edit My Profile  Ҝ Go to ₒ Edit account information  x

 ̧ Continue Browsing  Ҝ Go to ₒOperation Manual (for browsers)  x

 

*Message when you do not have authorization  
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5. Edit account information [required]. 

Please be sure to edit your account information before submitting your submission, as the information you 

entered during account registration is not sufficient.  

When entering your account information, please enter and register information in both Japanese and English, if 

necessary. Clicking on one of the input fields will display the input field in the other language.  

5.1. Editing registered account information 

5.1.1. Click on the human figure icon in the upper right corner of the screen and select [Edit Profile] 

from the pull-down menu that appears.  

 

 

5.1.2. Select the item you wish to change from the tabs on the Account Information screen 

5.1.2.1. [Identity] tab 

 

For òNameó, both first and last name must be registered in Japanese and English. Be sure to enter and register  

both languages, as you can click on the field to register in the other language as well. If you are a foreigner and 

cannot (or do not wish to) write your name in Japane se, please enter and register the English spelling in the 

Japanese input screen as well as the English screen.  

If you have a middle name, enter and register your full name including your middle name in the "Preferred Public 

Name" field below. If you register this field, only this "Preferred/Public Name" will be displayed, not the upper 

Given Name and Family Name.  

 

Taro Kagaku 
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5.1.2.2. [Contact] tab 

 

For "Affiliation," be sure to enter and register both Japanese and English when submitting Japanese -language 

preprints. If  you are submitting an English -language preprint, you may enter and register only English.  

 

5.1.2.3. [Roles] tab 

*Do not change the Role check box.  

 

 

5.1.2.4. [Public] tab 

*Not required.  

You may enter a profile picture, biography, and website URL.  

Also, if you wish to con nect with ORCID, click the [Create or connect ORCID  iD] button to sign in to ORCID and 

allow [Authorized access].  
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ORCID sign -in screen appears.  
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*When you link up with ORCID,  

1) An ORCID link icon will appear directly below the author's name on the published preprint page (*1)  

2) Jxiv sends bibliographic information to ORCID (*2)  

 

(*1) Preprints page  

 

 

(*2)ORCID profile page   

You can check the preprints sent by Jxiv in the "Work s" section. You can also set the range of public access to 

[Everyone ] (Public), [Trusted parties], or [Only me] (Private).   
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5.1.2.5. [Password] tab 

The password can be changed. To change your password, please follow the password policy below.  

 

*Password Policy  

 ̧ Password must be at least 8 characters long  

 ̧ The password must contain at least one lower -case alphabetical letter, one uppercase alphabetical letter, one 

number, and one special symbol.  
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*Password input error screen (1) (when password is less than 8 characters)  

 

 

*Password input  error screen (2) (When the passw ord is at least 8  characters long but does not contain at least 1  

uppercase alphabetical character, 1 lowercase alphabetical character, 1 numeric character, or 1 symbol)   

 

 

5.1.2.6. [Notification]tab 

As a general rule, do not make any changes.  

You can choose whether or not to receive notification e -mails automatically sent by the system.  
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5.1.2.7. [API Key] tab 

*Do not change this if you are not familiar with the API or if you do not need to use the API.  

 

You can retrieve information on submitted and published preprints from external applications via the API.  

 

 

Check the two checkboxes below and press the [Save] button.  

ἧEnable external applications with the API key to access this account  

ἧGenerate new API key  
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An API key will be gen erated in the box below.  
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6. Submitting a preprint 

6.1. Press the [New Submission] button 

 

 

 

6.2. The submission form for each submission step will appear. 

6.2.1. step 1 [Start] 
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6.2.1.1. Select language  

You can submit only one preprint in either Japanese or English. Please select one or the other from the pull -down 

menu. 

 

 

6.2.1.2. Select CC license 

The CC license can be freely chosen and determined by the submitter (copyright holder). Please select one from 

the pull -down menu. Once a CC license is granted, it cannot  be changed or deleted. 

 

 

 

6.2.1.3. Selecting a section (research field) 

Only one section (research field) can be selected. Please select it from the pull -down menu.  

 

 

6.2.1.4. Check the check box to confirm the submission requirements. 

You cannot make a submission unless  you check all of the boxes. By checking the box, you agree to this statement.  
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6.2.1.5. Enter the [Comments to the Moderator] (optional) and [Yes, I agree to have my data collected 

and stored according to the privacy statement] checkboxes and click the [Save and continue] 

button. 

 

 

 

6.2.2. Step 2 [Uploading Submission] 

6.2.2.1. First, upload the PDF document (preprint body). Click the [Add galley] button. 

 

 

*Note: If you click the [Save and Continue] button without adding any files, the following error message will 

appear and you will not be able to proceed.  

*Please make sure that the original PDF f ile is a PDF from which text can be extracted.  
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When you click the [Add galley] button, the following dialog box will appear, so enter the [Galley Label]. When 

uploading a PDF file, the galley label must be "PDF". If you are entering related data after uploading the PDF 

file, the galley label should be  the file format.  

Select the language, which must be the same as the language selected in 6.2.1.1  

 

 

Input example)  

 

 

Select the file to be uploaded in "1. Upload Files" under "Upload a File Ready for Publiction".  

 

Select [Preprint Component] from the pull -down menu. Select [Preprint (PDF)] for the manuscript PDF file.  
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*Please select [Preprint (PDF)] for the manuscri pt PDF document. To enter related data after uploading the 

manuscript PDF, select [Manuscript file], [Figure], or [Supplementary Materials].  

 

Upload the manuscript PDF by clicking the [Upload File] button or by dragging and dropping the file.  

 

 

When the u pload is complete, the [Continue] button below will be enabled. Press the [Continue] button.   

 

*The uploaded file will also be checked for viruses by Jxiv, but please make sure that the file has been checked 

for viruses in your environment as well, just in case.  

 

Note: Uploaded files can be up to 20 MB in size. If the file size is larger than that, an error will occur.  

 

 

 

Go to "2. Review Detailsó. If you do not need to change the file name, click the "Continue" button (this will be 

the name of the  file when the viewer downloads it).  
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*The file name can be in either English or Japanese.  

 

 

 

Press the [Continue] button.  

*Depending on the contents of the file, it may take some time to upload the file.  

*If you cancel, only the [File display name] will remain, and the file entity will not be set. In this case, please 

add the file again.  

 

Go to "3. Confirmation Δ. When the upload is complete, the text " File Addedó will appear. Press the 

[Complete] button.  

 

 

If there are other files to be adde d, such as manuscript files in formats other than PDF (Word or LaTeX), 

figures, supplementary data, etc., click the "Add Manuscript" button and repeat the file upload process.  
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*Please use "PDF" for manuscript PDF and its file format for related data a s [Galley Label].  

*If you wish to delete a file you have added, click the small triangle to the left of the file name, and then click 

the [Delete] button.  

 

*Please make sure to put the original PDF file at the top of the list. The order of the files can be changed by 

clicking the [Order] button. This order will be reflected in the display order when the preprint is published.  

 

When file addition is complete, press the [Save and Continue] button.  

 

6.2.3. Step 3 [Enter Metadata] 

Enter metadata from the dialog "3. Enter Metadataó  

Input and registration in Japanese and English are available. By clicking on a field, you can also register in the 

other language.  

*The title, abstract, names of all authors (first and last), e -mail addresses of all authors, country of all authors, 

institutional affiliation of all authors, keywords , and references must be entered and registered.  
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 ŋ Title: Enter the Japanese title and English title.  

*If submitting a Japanese -language preprint, entry and registration in Japanese and English are required.  

*If you are submitting an English -language preprint, entry and registration in Japanese is optional, and 

entry and registration in English only is acce ptable.  

 

 o Enter and register a subtitle, if any (optional). The entry and registration in Japanese and English 

should be the same as the entry and registration of the title.  

 

 

 ɔ Register the abstract.  
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*If you are submitting a Japanese -language preprint, entry and registration in English is optional, and 

entry and registration in Japanese only is acceptable.  

*If you are submitting an English -language preprint, input and registration in Japanese is optional, and 

input and registration in English only is acc eptable. 

 

 ᴖ Edit the information of the submitter.  

*Please make sure that the submitter's first and last name and affiliation are registered in both English 

and Japanese on the screen that appears when you click the small triangle to the left of the submitter's 

name and then click the Edit button. If they are not listed, you will need to enter and register them.  

 

 ᴗ If there are co -authors, click the [Add Contributor] button to add a co -author.  

 
 

 

Register co-author information (fields marked with * are required)  

*You are required to enter and register your first and last name, contact information (e -mail address), 

country, and affiliation. In addition, you must enter and register your first and las t name in both 

Japanese and English. If you are a foreigner or cannot (or do not wish to) write your name in Japanese, 

please enter and register your name in English on the Japanese entry screen as well as on the English 

entry screen.  

*Please make sure to enter all author names correctly.  

*Authors should be listed in the same order as they appear on the title page of the manuscript PDF 

document. If you wish to change the order of authors, click the "Order" button to change the order of  

authors.  

*To confirm,  edit, or delete the registered author information, click the small triangle to the left of the 

author's name, and then click the òEditó button to confirm, edit, or delete the information.  

 

 

 

Taro Kagaku Taro_Kagaku@jxiv.jst.go.jp 
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*When submitting Japanese -language preprints, all author names (first and last) and affiliations must be 

entered and registered in both English and Japanese.  

*If you are submitting an English -language preprint and wish to have the bibliographic information 

displayed in English on the Jxiv Japanese -language screen, please enter all author names (first and last 

names) in the same English spelling as on the English -language input field on the Japanese -language 

input screen, and enter the other information on the English -language input fields only.  
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 p Enter keywords . 

 
 

*If you are submitting a Japanese -language preprint, you must enter and register keywords in both 

Japanese and English.  

*If you are submitting an English preprint, entry and registration in Japanese is optional, and entry and 

registration in English only is acceptable.  

 

 t Input the references.  

 

*When entering citation information (references), please be careful not to enter too much or too little 

information, as the citation information you have entered will be published as bibliographic information on 

Jxiv.  

 

 u Click the [Save and Continue] button.  

 
 

6.2.4. Step 4 [Confirmation] 

 ŋ If you are satisfied with your submission, click [Finish Submission].  

 

 o A confirmation dialog box appears.  
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 ɔ Press the [OK] butt on. 

 ᴖ "Submission completeó message is displayed. 

 

6.2.5. Step 5 [Next Steps] 

 

 

 

 

To review your submission, click [Submissions] in the sidebar.  
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After screening by JST, your submission will be published within 48 hours (excluding JST holidays) in most 

cases. If the content is incomplete or there are any problems, the Jxiv administrator will contact you.  
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7. Withdraw the submitted preprint before publication 

In the unlikely event that you have accidentally submitted a preprint, you must contact the Jxiv administrator 

as soon as possible after submission.  

*Please note that if you leave too much time, the preprint will be published.  

 

 ŋ From the preprint screen, click the [Add discussion] button to send an e -mail to the Jxiv administrator.  

 

 

 o When the òAdd Discussionó screen appears, enter the recipient, subject, and message, and press the OK 

button.  

 

 

 

 

 

Jxiv administrator 

Taro Kagaku, Author 

Check the checkbox to send an e-mail 

to the Jxiv administrator.  



System Name Jxiv, JST Preprint server Revision 1.01 

Document Type Jxiv preprint server operation manual (for submitters) Last Update 2022/0 6/ 24  

 

 

  Page 33  

 

 ɔ Press the [OK] button to se nd the e-mail.  

 
 ᴖ The sent history will also be added to the discussion list.  

 
 

 ᴗ Wait for the Jxiv administrator to contact you.  

It will take some time to confirm the contents and for internal deliberation.  

 

  

Jxiv administrator 

Taro Kagaku, Author 
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8. Create ORCID link to the published preprints 

 

 ŋ Click òProfileó on the Dashboard and open the [Public] tab of the Profile form.  

 

 

 o When the ORCID sign -in screen appears, enter your ORCID iD and password to sign in.  

 

 

 ɔ After successful sign -in, an ORCID icon and link ID will be displayed.  




































