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How to submit a paper to Edizioni Minerva Medica 
 

Authors wishing to submit their manuscript to our journals should do it by accessing the website 
www.minervamedicaonlinesubmission.it. 

 
If you are entering the site for the first time, please take a moment to create your personal account by 

clicking on “Create new account”. 
 

 
 

Once you have a user ID and a password, enter them in the appropriate spaces and click on "Login". Then 
follow the instructions on how to submit a new manuscript. 

 

http://www.minervamedicaonlinesubmission.it/
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From the home page of the website, you can also retrieve your access data if you have forgotten them, simply 
type your registration email and click on submit, and you will receive an email with your ID and instructions to 

set a new password. 
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Create a new account in our system 
 

If you are not registered, please use the ‘create new account option’ to input your data in the database. 
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To choose the ‘fields of interest’, please open this window by clicking ‘add/edit’ in the registration form. Then 
browse the topic section for an appropriate category. Available fields for that category will appear in the box on 

the left. 
 
 

 
 

Click on the chosen field so that it becomes highlighted in blue (see picture), then click on the green arrow to 
move the chosen field to the box on the right. Once you have selected all fields, click on the ‘submit’ icon and 

complete the registration procedure. 
 
 



 
 

6 
 

Author Area Overview 
 
 

After the login, you will find yourself in your ‘Author Area’. 
Use this area to manage your submissions. 
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Steps to submit a new paper 
 
 

Step 1 – Choose the journal to which you want to send the paper for publication. 

Step 2 – Click on ‘Submit a new manuscript’ from the menu on the left. 

Step 3 – Choose the type of paper you wish to submit (editorial, original article etc). If the type of paper you 

wish to submit is not in the list, it probably means that that specific journal does not accept that type of article. 

Step 4 – From the new window that opens after clicking on an article type, you can either download the 

template for that type of paper (if available), download the instructions to authors or start the submission 

procedure. 

Step 5 – Start the submission process by providing the details on your paper: title, abstract, authors, 

covering letter, key words, table and figure details. 

Step 6 – Upload the files 

 

Please note that you can save this data only after you have reached step 9, if you close the 
submission window earlier, all data will be lost. 
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TITLE 
 

In this first section, after you have added the title of the article, please also specify if the article is an “invited 
article” or not, and id the article is being submitted for the first time or if the submission is the result of a 

suggestion from the Editorial Board. 
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AUTHORS 

 

You must include all your co-authors during the submission; for each of them, you must provide name, 
surname, affiliation, and email address. 

 
 

Please note that the person submitting the article will automatically be identified by the system as the 
Corresponding author of the paper. 
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If the author you are including is already registered in the system, the following message will appear. 

Check if the proposed match corresponds to your co-author and act accordingly. 
 
 

 
 
 

Please also declare if the authors are members of the Editorial Board  
 

For some journals, please declare if the authors are members of the Society sponsoring the journal. 
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COVER LETTER 
 
You must include here the cover letter for the Editor in which authors introduce their paper and can provide, if 

possible, a list of possible reviewers. 
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FINAL STEPS 
 

After including all the previous paper details, you will reach step 8, in which you have to confirm that everything 
is correct. Once you complete this step, your submission will officially be created, and your article will be 

assigned a submission code. 
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FILES 

 
The files (the mandatory ones are highlighted in red) you must prepare are: 

• one WORD file containing the paper (title page, abstract if requested, the body of the paper, references, 

titles of figures) and the tables; 

• one or more figure files (if you have them) as either jpeg, tif or PDF files; 

• a covering letter (mandatory) for the Editor in which authors introduce their paper and, excluding letters 

and editorials, provide the relevant checklist chosen from one of the reporting guidelines listed at 

www.equator-network.org; 

• the Submission Statement (all pages of the form in one single file) as either a jpeg, tif or PDF. 

 
 
 

https://www.equator-network.org/
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Once you have uploaded all files, you will see a button at the bottom of the window. Click on it to save and 
create the PDF of the submission. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

15 
 

 
APPROVE THE PDF 

 
After you click on ‘Save and Create PDF’, the submission window will close, and the system will start the 

creation of the PDF. This can take some time, but you will be notified via email as soon as the PDF is ready for 
approval. Once it is available, please go online, check it and approve it if everything looks ok. 

 
Please, make sure you are able to open and check the PDF before approving it. Do not approve it if the 

file is damaged and impossible to open. 
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Once you approve the PDF, the submission is completed.  
 

The files are then checked by the Editorial Office and, if no changes are required, the paper is sent to the Chief 
Editor for evaluation. 
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How to submit a revised paper to Edizioni Minerva Medica 

 
In order to upload the modified version of your manuscript, please go to our submission website 
www.minervamedicaonlinesubmission.it and log in. 

 
 

 

 
From the home page of the website, you can also retrieve your access data if you have forgotten them, 
simply type your registration email and click on submit, and you will receive an email with your ID and a 
link to reset your password. This link is valid for 24 hours. 

 

https://eu-central-1.protection.sophos.com/?d=minervamedicaonlinesubmission.it&u=aHR0cDovL3d3dy5taW5lcnZhbWVkaWNhb25saW5lc3VibWlzc2lvbi5pdA%3D%3D&i=NWZlY2FlMWRiMTkyNjAwZWZhYzg0YTMz&t=VlordEx6MFRwNjF3bDJ4STUyblNHdWhhamFxV3RpY1VzaERWbjdDbnAxbz0%3D&h=758227f50aad4099879fdcbd6cf5ea51
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Once you have successfully logged in, choose the journal to which you submitted your manuscript, 
click on "MANUSCRIPTS NEEDING REVISION" in your "Summary of papers" and then click on 
the "START RESUBMISSION" line of your manuscript. 
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A new pop-up window will open; carefully read the instructions to resubmit the paper, and then click 
on the 
‘begin resubmission’ at the bottom of the window. 
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Confirm or correct the submission data as needed for all the 5 steps (as you did the first time you 
submitted the paper). 

 

 

 

 
Please note that until you reach step 5 and click on ‘confirm’, the system will not record the 
changes you 
made, so if you stop before this point, you will have to start from the beginning of the process. 
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Once you arrive at the last step (step 6: files) you will be able to upload the revised files and complete 
the resubmission procedure. 

In order to complete the resubmission process, you must: 

- prepare a .doc file containing a reply letter with the authors' point-by-point response to the reviewers' 
comments and the editorial office's requests together with the revised version of the manuscript and of the 
tables with corrections highlighted (changes, additions, omissions). This file must be uploaded as a new file 
named ‘Reply letter to comments on the manuscript’; you will find the icon to upload this file in the ‘UPLOAD 
FILES’ section; 

 

 

 
- prepare a .doc file containing only the final revised version of the paper and tables (if any) without corrections 
highlighted. This file must be uploaded as a replacement to the manuscript file you originally submitted; you 
will find the icon to upload this file in the ‘UPLOADED FILES’ section; 

 

Click here to 
upload the reply 
letter 
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- upload new figures or replace/delete previously uploaded ones if required (if you need to upload new figures, 
do so from the UPLOAD FILES section, if you need to replace or delete them, do so from the UPLOADED 
FILES section). 

 

 

 
 
 

After you have uploaded all required files, you will be asked to generate the PDF of the submission, 
which you will then have to approve (as you did for the initial submission). 
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To approve the PDF, go to ‘Manuscripts with pdf awaiting approval’ in your summary of papers. 
 

 
 
 

Click on the icon ‘Approve PDF’. 
 
 
 

 
 
 

A new window should open. View the created pdf by clicking on the file named ‘Manuscript (PDF)’. 
Afterward, 
click on the icon below the ‘Change’ heading to approve or reject the PDF. A new window will open. 

 
 

 

 
 
 

Click on either ‘approve’ or ‘reject’, then click on ‘execute’. If you click on ‘approve’, the procedure will 
be over; if you click on ‘reject’, you will be able to make changes to the files and correct them. Once you 
are done, repeat the procedure and approve the PDF. 
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Your submission will now be checked by the Editorial Office and, if everything has been done properly, 
the paper will be sent to the Editorial Board for a second evaluation. 
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How to recover your passwords from the Edizioni Minerva Medica online 

submission website 
 

Authors/reviewers/editors wishing to access the website www.minervamedicaonlinesubmission.it to accomplish 
their duties should take a moment to create their personal account if they are entering the site for the first 

time and they should keep their password and User ID in mind for future accesses. 
 

Please click on “ Create new account” to create your account. 
Once you have a user ID and a password, enter them in the relevant boxes and click on “Login”. Then access 

your Area and accomplish your duty as author/reviewer/editor. 
 

If your have forgotten your passwords, enter your e-mail in the relevant box and click on “Submit”. 

 

http://www.minervamedicaonlinesubmission.it/
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Once you click “Submit”, the window will close. The system will send you an email (check the Spam folder) 

with a link to set your password. Please click on the link and complete the procedure by choosing a password. 
Please note that the link expires after 24 hours, so complete the procedure immediately. 

 

 


