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Preliminary PDFs

Project MUSE requires that publishers submit a complete set of preliminary PDFs 4-6 weeks in advance
of the print mail date. Preliminary PDFs allow Project MUSE indexers to begin creating article metadata
well before the journal has completed the production process. Please be sure to provide a Table Of
Contents, to assist in the indexing process.

Final PDFs

Project MUSE requires that publishers submit a complete set of final PDFs 2-4 weeks in advance of the
print mail date. These PDFs must adhere to the PDF Submission Guidelines and will be converted to
XML.

Please be sure to include the complete issue, including a color PDF of the cover, all front matter and all
back matter. It is important for us to have all front matter so that we can post the covers on MUSE, check
the article files against the table of contents, and verify the issue designation and copyright information.

Images will be extracted from the PDFs and used in the rendered HTML version. PDFs that conform to
the PDF Submission Guidelines will likely contain images of a quality sufficient to display online.
Publishers may submit color images separately if they are available for an issue that normally prints
grayscale images, but are not included in the PDF. Images submitted separately must be named in a way
that easily associates the image with its parent PDF.

If blue line changes are made after final materials have been submitted to MUSE, corrected PDFs must
be resubmitted. Please resubmit the complete PDF for the article, not just the corrected page(s). The
system requires that a comment accompany resubmitted articles. Please make this comment as explicit
as possible about what was changed.

File Submission

Issues enter the MUSE production process via the Publisher Uploader. All files, whether preliminary or
final, must be submitted to MUSE through this web interface. All publishers will be given a login and
password. The publisher account will grant access to all of that publisher's MUSE titles. Publishers may
request additional accounts for journal compositors. If necessary, a publisher may restrict a compositor’s
access to specific titles. Please provide the user’s name, email address, and to which titles they should
have access. Please be aware that requests for additional accounts may take a full business day to fulfill.

Technical Requirements

Operating System
The Project MUSE Publisher Uploader is not platform specific.



Browser

Any up-to-date web browser may be used. MUSE suggests using Mozilla Firefox with the optional
dragdropupload add-on. This add-on is only available with Firefox and allows dragging multiple files from
explorer/Finder windows into the upload interface form fields making browsing and uploading much
easier. To download Firefox for ANY platform, please visit http://www.mozilla.com/en-US/firefox/.



Uploading Files to MUSE

1. Login. http://pilot.muse.jhu.edu
Select a journal from the list of titles.

Assign files to an issue.
* The user can either select from the pull-down menu of previously defined issues, or enter
values in Volume Number and Issue Number.
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Figure 1. Main Uploading Interface

4. Enter the expected mail date.

This date is used to schedule the conversion of files to XML. If the exact date is not known at
the time of upload, please provide the best estimate. Please ensure that those compositors

that upload files know the mail date.



Select a File Type: Prelim or Final.

* Please select carefully. If Prelim is selected, the PDFs will only go to the indexers, they will
NOT be sent to conversion. If Final is selected, the files will be sent out for conversion to
XML.

Add a comment.

e The user may add any comment about the issue. Any upload made after the initial Final
materials upload will require a comment detailing the file revisions.

Select files for upload.
* Articles will only be accepted in PDF format.
e Color images and other associated files may be uploaded along with the PDF articles.

* Files can be submitted in either a single archive file (usually .zip), or as individual files.
Please refer to your operating system manual for instructions on how to create a .zip archive.

View the summary report:

Upload Publisher Files
3 |

Upload Complete

03/13/2008

Title: American Imago

Volume: 64

lssue: 2

Mail Date: 10/15/2008

Type: Final

File Summary:
01 64 2fm_i-x. pdf 45MB
02 84 Zalexeyeff pdf 183.7 KB
03 64 2angleviel pdf T2TKB
(4 64 2contributors  pdf 71.3 KB

4 files uploaded

Figure 2. Upload Summary Report

9. Please log out of the system.

All uploads are logged in the MUSE system and monitored by the MUSE production coordinators.



Help

To create a new user account:

* Please email conversion@muse.jhu.edu

If a journal is not listed under the user account:

* Please email conversion@muse.jhu.edu

Change an email address:
* Please email conversion@muse.jhu.edu, AND your MUSE production contact:

Christine O’'Shea (cmo@press.jhu.edu); Derek Young (day@press.jhu.edu);

Jonathan Simpson (jes@press.jhu.edu)

Change a password:
* Ifyou can log in:
Please click Change Password at the top of the interface.

User : JHUP [Change Password] | ]

MUSE Publisher:

Project

Figure 3. Change Password

If you have forgotten your password:

* Please email conversion@muse.jhu.edu
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