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Login About SAGE's Open Access Portal

Author:you can choose to make your SAGE articles open
access and pick a funder-compliant OA license

Bill payer: you can easily manage the payment of the open
Passwor: d access article processing charges (APCs) assigned to you and
view past transac tions

Thank you for your interest in publishing open access (OA) with SAGE. The
following instructions will guide you through how to use the SAGE Open Access

Portal.
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Once your article is accepted following the peer review process, within a few days you will receive an
email from openaccess@sagepub.com with a subject line of ‘Complete the Open Access process for
your article T0.XXXX/XXXXXXXXXXXXXXXX' — see example below. The email invites you to complete the
open access process for your article. Begin by clicking on the links provided.

Complete the Open Access process for your article now

Dear o ——
Congratulations on the acceptance of your paper Editorial demo article 1 (DOI: 10.1177/2050312120903416/ 1D: 12345) in SAGE Open Medicine.

SAGE Open Medicine is a Gold Open Access journal, in which all papers are made freely available and published with an Open Access license. In order to proceed with the publication of your article, you need to select the
appropriate OA license type.

Select license type

Please note, to proceed with publication, an article processing charge (APC) is payable by you or a bill payer of your choice: 832.50 GBP (subject to tax where applicable). No production work will begin on your paper until the
Open Access steps have been completed. To avoid delay, please complete the steps as soon as possible.

Visit SAGE’s Open Access Portal to learn more and choose your license.

Best wishes,

SAGE Publishing Open Access Team
openaccess@sagepub.com

Open Access Summary Register/Log In License Selection Assign Payer

STEP 1: Open Access Summary — This first step provides you with detailed information about the
article processing charge (APC) associated with your article. Select ‘Continue’ to proceed with the next
steps. Please note: If you have any co-authors, any single author on the article can act on behalf of all
the authors. All authors will be notified (copied) to the actions but only one author can complete the
process.

Open Access Summary Register/Log In License Selection Assign Payer

STEP 2: Register/Log In — After continuing, you will be asked to sign in or complete the registration
process. Select your name from the dropdown list of authors and create a password to register. If you
are a returning user, enter your previously created password to log in.
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STEP 3: License Selection — After logging in or registering on the portal you will be prompted to select
a license type for your article. You will need to tell us who owns the copyright of your contribution,
accept the terms and conditions, and warrant that you are authorized to sign on behalf of any other
contributing authors. At this point, your license selection is complete, and you will receive another email
from openaccess@sagepub.com with a subject line of ‘Open access license chosen for your paper
TOXXXX/XXXXXXXXXXXXXXX' confirming your selection. If you have any co-authors, they will be copied
on this email.

Open Access Summary Register/Log In License Selection Assign Payer

STEP 4: Assign Payer -- Your next and final step will be to assign a payer for your APC. Please note
that this is a required step in order to complete your workflow. Your options will typically include one or
more of the following choices—each is reviewed in more detail below:

e A predetermined funding agency or institution
e Choose a different bill payer
e Yourself ('l am the bill payer’)
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Bill Payer Options
A predetermined funding agency or institution:

If you have a predetermined funding agency or institution listed as a possible bill payer and you select
this route, they will be notified by email. If they approve to pay your APC, you will be notified via email
and no further action is required as funding agency or institution will complete the payment steps. If
they decline, you will be notified via email and will need to sign in to the SAGE Open Access Portal to
either nominate an alternative bill payer or select yourself as the bill and complete the payment steps as
outlined above.

Choose a different bill payer:

Whoever you nominate will receive an email from SAGE Open Access titled 'You have been nominated
as bill payer 10.1177/2041731420903521" which invites them to review the APC request. Authors are
also copied on these emails.

o Bill Payer Approves: If your nominated bill payer approves, you will be notified via email and
no further action is required as the nominated bill payer will complete the payment steps. If the
bill payer agrees to pay the APC for your article, you will receive a final email confirming this
with a subject line of ‘Transaction complete for your article’

Open access transaction complete
Dear
T am pleased to inform you that [Institution Name will appear here] has completed the transaction of the article processing charge for your paper,
»  The title of the article will appear here
s 10.1177/1557988320903523
« Gerontology and Geriatric Medicine
« CCBY40
SAGE can now work te produce your paper and publish it open access. If you or your co-authors are contacted by the SAGE production team, please ensure that your respond to any queries

promptly.

Best wishes,

SAGE Publishing Open Access Team
openaccess@®sagepub.com

¢ Bill Payer Declines: If your nominated bill payer declines, you will be notified via email as well
as within the SAGE Open Access Portal. Bill Payer will include their reason for declining. You will
need to sign into the SAGE Open Access Portal again to either nominate an alternative bill payer
or select yourself as the bill payer and complete the payment steps as outlined above.
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Choose a different bill payer for open access APC

Dear bty mage,

At your request, we contacted Nominated Bill Payer (SAGE) to ask them to pay the open access article processing charge (APC) for your paper
» The title of the article will appear here

« 10.1177/1557988320903524
» Gerontology and Geriatric Medicine

They did not agree to pay the article processing charge (APC) for your paper because "Reason XYZ".

Assign Different Bill Payer

Please note that your article will not be published open access until a different bill payer agrees to pay the APC.

Please log into SAGE Open Access Portal where you can either assign yourself as the bill payer or to choose a different bill payer.

Best wishes,

SAGE Publishing Open Access Team
openaccess@sagepub.com

Yourself ('l am the bill payer’):
If you select yourself as bill payer, you will be taken through the following workflow:

e Step 1 - Confirm Billing: here you will be able to review your APC pricing information and
enter your billing address details.
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e Step 2 - Preview Invoice: here you will review a Preview of your invoice based on the

information you entered on the previous page. You can make further edits to your billing details

or if you are ready to proceed, agree to the Payment Terms and Conditions and select your
preferred payment option which include:

1. Pay by credit card
2. Send final invoice (which can be paid via bank/wire transfer or credit card)

®SAGE openaccess

Step 3 - Make Payment: you will complete this step only if paying your APC by credit card. If
paying by credit card for the first time, you will need to enter all required billing information and
payment details. Once you hit ‘Pay’ you will progress to Step 4 and will simultaneously receive a
confirmation of payment email from SAGE Accounts Receivable - Open Access.

@SAGE OpEnaccess
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e Step 4 - Order Confirmation: If you paid by credit card (Step 3 above) or if you choose to be
sent the final invoice, you will then finish here where you will see a summary of your article’s
details including Invoice number and APC amount. From here you can

e Download the Invoice. The invoice will also be sent to you via email. You can pay the
invoice via bank/wire transfer or credit card.

e Return to your main dashboard within the SAGE Open Access Portal

e Logout
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PLEASE NOTE:

You may only have Steps 1-3 to complete; Step 4 (Assign Bill Payer) will not appear for you if your
institution has an open access agreement that has paid the APC or if you are an author at an
institution that has centralised bill paying arrangements with SAGE through which payment of the
APC has been agreed under a pre-approval workflow. Where this applies, you will be notified that
your institution has agreed to pay the APC.
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RETURNING USERS:

Once registered on the SAGE Open Access Portal, you can log in at openaccess.sagepub.com any time
to access 'Your SAGE open access author dashboard’ (see Image below) where you can:

e View Articles in Progress
e View Transacted Articles
e Download an Article Report

©SAGE openaccess Welcome i s v

Your SAGE open access author dashboard
Here you can view your current SAGE open access (OA) offers and previous completed transactions.

I you have any queries, please contact SAGE OA Customer Service: ppenaccess@sagepub.com

Articles in Progress
Title Journal Doi Transacting Author ) Open Access License Assigned Bill Payer Status Tak

Gold Arvce 1 Joumal of Tssue Engineering ~ 10.1177/2041731420003521  Noeyerselecwed Noryer seiemed Noryer selemed #uwaiting your decision about this arile’s publishing route \O0SE PUBLISHING
e

Transacted Articles

Title Journal oi Transacting Author 1) Open Access License Bill Payer Open. catic Open.

SAGE Choice Artide 1 Accounting History 10.1177/1032373220003522 Published Author Puwaiting open accass publication by SAGE TBC
CBP Insciuian Name

duplicate offer 5 Actve Leaming in Higher Educarion 10.1177/1460787420003248  Alexandra Gagne Auwaiting open access publicaian by SAGE TBC

DOWNLOAD ARTICLE REPORT[ )

For your Articles in Progress, you can:

e Choose a license
e Assign a bill payer
e Payan APC

For your Transacted Articles, you can view:

e Publication status
e Article details

CONTACT Us:

At any point in your open access publishing route, you may contact SAGE directly at
openaccess@sagepub.com with questions.
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