
Open Access Funding Request Quick Reference Guide

1. Open access agreement qualification is systematically based on the submitting authors primary 
affiliation at the time of manuscript submission. During the submission process, the author should 
ensure that the affiliation listed in the Submitting Agent field and the Author & Institutions field within 
Paragon Plus reflects their correct affiliation. To trigger the workflow, these fields should show the same 
institution. The CCC RightsLink system will not prompt the author to request funding from the institution 
if the manuscript is not affiliated with the institution included in the open access agreement. 

2. The author will receive an email when their manuscript has been accepted inviting them to complete a 
Journal Publishing Agreement (JPA) for their manuscript. The JPA tool interactively drives the author to 
the appropriate JPA based on journal, agreement affiliation, and the author’s response to the open 
access question. 



3. During completion of the JPA, if the author selects the Yes, I wish to publish open access as per the 
agreement option, the author will be provided with an Order Open Access button at the end of the JPA 
process that will take the author directly to Copyright Clearance Center (CCC) to complete a funding 
request for their manuscript. 

4. To request funding through the open access agreement, the author should select the appropriate option 
on the Funding Options screen. 

5. The author should verify that the appropriate selections have been made and the total charges equals 
zero dollars. 



6. The author should enter their First Name, Last Name and Email Address and select Next. 

7. The author should verify that the order total is zero dollars, accept the terms and conditions, and click 
the Submit Request button. 



8. If the author does not complete a funding request transaction from the JPA tool, they have the ability to 
access CCC RightsLink through the Author Resource Center at 
https://publish.acs.org/publish/research_share_and_oa. The author should enter the DOI into the field 
and click Go to access the CCC RightsLink transaction page.

9. Agreement Adminstrators can access the CCC RightsLink Institutional Portal at 
https://apcfunding.copyright.com or by clicking the link in the funding request notification email. 

a. Username is the email provided at account set up 
b. Password is set by the user at initiation of the account

10. Agreement administrators will receive a notification of funding eligibility at manuscript acceptance and 
another email notification when an author has completed a funding request.


