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Meteor and Reference Works
A Complete Guide for Authors

Thank you very much for writing chapter(s) for one of our Major Reference Works! Please use our online
submission system “Meteor” to upload your chapter(s).

What is Meteor?

Encyclopaedia and Handbooks are book projects with large editorial boards and sometimes hundreds of
authors and chapters. It is a challenge to keep track of all submissions, reminders, the reviewing and publi-
cation of all chapters. “Meteor” is an editorial management system designed to solve this problem.

What is a Live Reference?

All chapters for this project will be published individually “online first” in a dynamic e-book on SpringerLink:
the “Live Reference”. These chapters can also be updated any time
e.g. if authors want to add new results. Once enough chapters have
been published into a Live Reference the Editors and Springer will
normally compile a print edition.

After the initial submission of chapter, authors are given the oppor-
tunity of updating their contribution as they see fit. Each iteration
of a contribution is returned to the review stage and is later pub-
lished as part of the ongoing history of a contribution. Each is citea-
ble and remains visible on the publication platform. Users searching
for a concept, will always be shown the last (updated) version on the website.

How do | write and submit my chapter?

1 Loginto Meteor

”

Open the email “Invitation to Project:....

rp

Submission

DD

in your email inbox. (If you have not received such an

email contact your Springer Editor or meteor.info@springer.com). In the email click on the chapter

hyperlink:

Dear Ajey Lele.

Thank you very much for becoming a contributor for the Handbook of Space Security: Policies. Applications and Programs, 2¢ Edition
edited by Kai-Uwe Schrggleii dmisaaigu officially to be an author for the following topic(s)

+ Please Subgflt- »Space Security in India - Part IT« (entrf)yype: "Essay”; submission due: February 4, 2019; Authors: Lele, A.*)

* corresponding author(s)

To get started as an author, please follow these steps:

1. If any entry above has not yet been submitted—i ¢ , labeled with “Please submit™ — submit the manuscript following steps 2-3
below. Otherwise you have been retrospectively added as a co-author and the manuscript has already been submitted.
2. Read the author guidelines (provided by the Editorial Board and Springer) attached to this e-mail before you start writing.
3. Submit your manuscript: Whenever you are ready to submit your contribution, click on the chapter link(s) above and follow the
ten-by-sten sybmission nrocess Please do not foreet o click the Submit-burton We will send 2 confirmation email if the snt

Note: The links in this e-mail are your personal key to our submission system, your manuscripts and

your contract. So, please do not forward this email to anyone.


mailto:meteor.info@springer.com
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2  Check your personal details
e On your first visit, Meteor will ask you to verify your personal details. You can update your infor-
mation and can set a password for your account (optional).
e You can preview our ‘Privacy Policy’ and ‘Terms of Use’ here. Clicking ‘continue’ will be treated as
your acceptance of the Privacy Policy and Terms of Use.

Vm_come to our Editorial Platform

BEFORE YOU CONTINUE PLEASE CHECK YOUR DETAILS

Prefix: Division:

First Name: * Organization:
Test

Last Name: * City:

Author Delhi

Email: * Country/Territory:
mudgaljagdev+authortest@gmail.com India

By using this platform you agree to the Terms and Conditions and the Privacy Policy, and Terms of Use.

We use cookies to analyse our traffic. We also share information about your use of our site with our analytics
partners in accordance with our Privacy Policy.You can manage your preferences here.

3  Sign the Terms and Conditions

e Once you confirm your details, Meteor will ask you to accept the copyright transfer agreement
(“Terms & Conditions”). This is a legal prerequisite to our publishing your contribution(s).

Please read and accept the following agreement.

Contributed Textbooks
Project: Test Project - Contract Express/DocuSign Integration (LTPs)

Version: 1

General Information to Contributors

of the Work “Test Project - Contract Express/DocuSign Integration (LTPs)”
edited by EiCEiC

This Work is owned and published by Springer Nature Singapore Pte Ltd. (hereinafter called Springer). The Terms and Conditions
of the Work hereinafter apply to all contributions and any updates to any part made to this Work. Three parts are provided:

1. The Copyright Transfer Statement for Contributors of the Work,

2. The statement about Rights Retained by the Contributor, and the

Please sign and accept this Agreement by clicking the Accept button Accept & Proceed

If you are a U.S. Government/Crown employee, please select the appropriate option before accept-
ing. This is important for determining the chapter copyright holder.
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Special Agreement for employees of the U.S5. Government or of Crown Bodies in UK, Canada or Australia:

| am an employee of the U S Government and prepared the Contributions as part of my official
duties

The parties acknowledge that there may be no basis for claim of copyright in the United States to a
Contribution prepared by an officer or employee of the United States government as part of that
person's official duties (Title 17 U.S.C. § 105). If the Contributions were performed under a United
States government contract, but Author is not a United States government employee, Publisher
grants the United States government royalty-free permission to reproduce all or part of the
Contributions and to authonise others to do so for United States government purposes.

| am an employee of a Crown Body located in UK, Canada or Australia.

If the Contributions were prepared or published by or under the direction or control of Her Majesty
(i.e., the constitutional monarch of the Commonwealth realm) or any Crown government department,
the copyright in the Contributions shall, subject to any agreement with Author, belong to Her Majesty.

4  Manuscript Upload Page

e Once you are logged in to the system, you will be taken to the chapter upload page or to the book
home page of the project depending on which link you have clicked in the invitation email.

Covidi9 ®

1D: 43 | Version: 1| Chapter type: Short '

STEP 1: UPLOAD MANUSCRIPT Follow These Steps

1. Download/Upload Manuscript
Please continue the submission steps and press the submit button! P P

2.Read/Write Comments

3. Edit Authorship

4. Declarations

FILE DATE v 5.Submit
@ CAL_ST _GE___Springer (5).docx 2024-11-2916:05:17 4 Eﬁ
Word | 60.2KB
Author guidelines and project
information
() 100

Ready for Submission

Deleteall Upload files

Automatically Identified Main Document: __ CAL_ST GE___Springer (5).docx

5 Updating your Personal Details

e You can update your personal details by clicking on your name in the top right corner and choosing
the menu item “Profile”

SPRINGERNATURE

Meteor Test Author

Projects
Test Author

Back to: Beta Testing_jagdev2

-
Covid19 ‘\ Change Pasword

e Check your affiliation and e-mail address. Correct them by clicking on the pen icons or add a sec-
ond affiliation using the Add affiliation button

AFFILIATIONS Add affiliation
Organization I
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Read “About this project”/Home

Meteor will greet you with information on the home tab under different pages. Here you can find
Author guidelines for the project, a list of Editors and Section Editors, your accepted Contracts.
These guidelines will show you how the Editors would like you to write your chapter.

Handbook of Bio€hip!

My Tasks My Chapters Table of Contents

Contents Author Guidelines

Author Guidelines Dear Contributor,

Editors-in-Chief Thank you for accepting the invitation to contribute to this project. These short guidelines have been organized to simplify
the process of preparing and submitting your manuscript(s).
Section Editors
This project is part of Springer’s prestigious Major Reference Works publishing program known as SpringerReference. Titles
My Contract are published online-first and theniin print.

You can download (and print) the author guidelines and further information if you click on the link(s) below:

During the course of the project, you may consult the Editorial Board for queries regarding the content of your contribution.

Look at the “Table of Contents”

In order to write your chapter, you might want to understand the whole context of the book.
Click on the “Table of Contents” tab to see all the chapters and sections.

Handbook of Bio&i‘l Ps

My Tasks My Chapters Table of Contents

. Search chapter Q  ShowFilter @ ( Project overview X

»  Default Section
@ Section Editors: eiC eiC, Test SE Two

»  Researchmethods in geriatric oncology
Section Editors: Sylvia Blago, Audrey Wong, Joerg Sixt

¥ Patient careissues
i3 Section Editor: Prof. Hubert ). Farnsworth

Principles of cancer surgery in older adults
Weissmann, A,

Principles of radiation therapy in older adults

W Submission Overdue
Al-ramahi, ¥ 1 chapters, 14

|
Principles of chemotherapy in older adults !
Hoffe, s - :

W Revision Requested
Principles of cancer targeted therapy in older adults 1 chapters, 14

In Re-Review al Che

Holcomb, M. B , Aapro, M. (deceased), Author, T L T””‘ Check

=

Ready for Production
Pain management in older cancer patients 2 chapters, 28

In the example you see the Sections “Computer Graphics and Games” and “Art and Design” and the
respective section editors as well as the chapters that belong to these sections

Tip: Click on the envelope icon to send an email e.g. to Section Editors (or Editors-in-Chief) if you
have questions about the content or scope of your chapter or to the Springer Editor if you have
guestions about Meteor, workflows or the publishing side.

Submitting and reviewing a manuscript is a confidential process: you can only see the details of
your own chapters (unless you are also an Editor)

Note for large projects: The browser may need some time to display this view. We recommend to
use the “My Chapters” view instead and to use modern browsers like Firefox and Chrome.
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8 “My Tasks”

e The “My Tasks” tab is a personalized “to do”-list for anyone using the Meteor-system

e C(Click on the “My Tasks” tab. You will see the submissions (or revisions) that the editors would like
you to submit.

e You can use search, filter option to filter out chapters/tasks. “My tasks” view is the most conven-
ient way of doing things on a meteor project.

My Tasks My Chapters Table of Contents

Search Task Q Show Filter

TASK PRIORITY 4 = ENTRY STATUS SINCE DUE DATE

Submit Manuscript 1 NOsd 2018-03-23 2018-12-30
"Default Section" Open for Submission (submission)

TR CTSTO P TTOCPTOal therapy support for [ 2017-08-24  2017-09-14
the older cancer patient Revision Requested (revision)
"Patient care issues"
1-20f2 Page[1 |of

e The list shows the date of invitation (“Since”), the deadline (“Due date”) and Meteor’s suggestion
of priority. [If you are also an Editor for this project you may also see other tasks e.g. reviewing
chapters.]

e Also, you can enable Newsletter feature on this page using the drop down after “Email Newsletter”
in the top right corner and selecting the frequency of these emails.

9  Write the Chapter

e Now the most difficult part: writing the chapter!

e Please only use MS Word or LaTeX to write your chapter.

e Please also collect all your images, style files, etc. They also need to be uploaded to Meteor.

e Please also compile one PDF with your manuscript and upload it in case of LaTeX Manuscripts.

e If you use third-party material e.g. images from published articles or books (even if you created
them yourself) please ask for permission to use them in this book. If in doubt contact the Springer
Editor.

o Note: Please make sure that the authorship details (names, order of authors, corresponding au-
thorship, etc.) are correct and complete in the manuscript. No changes are permitted once the
chapter is accepted for publication.

10 Check chapter details and submit the Chapter

e C(Click on a chapter title under “My Task” or “My Chapters” tab or the chapter link in the Meteor in-
vitation/reminder emails to get to the Manuscript/Chapter’s upload page. Follow the below steps
to submit your chapter:

e Step 1: Upload the files including images via drag/drop or clicking “Upload files” on the manuscript
upload page (at the bottom).


http://www.springer.com/gp/authors-editors/book-authors-editors/book-authors-helpdesk/rights-permissions-and-licensing/19392
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1D: 43 | Version: 1| Chapter type: Short

STEP 1: UPLOAD MANUSCRIPT Follow These Steps
1. Download/Upload Manuscript

Please continue the submission steps and press the submit button!
2. Read/Write Comments

3. Edit Authorship
Files Downloadall

4. Declarations

FILE DATE b4 5. Submit

Eb

[ __CAL_ST___GE__ Springer (5).docx 2024-11-2916:05:17 ’
Word | 60.2KB
Author guidelines and project
information

o @ 100
Ready for Submission

Deleteall Upload files

Automatically Identified Main Document: __ CAL_ST. GE___Springer (5).docx

e Step 2: If you have any ‘notes’ for Springer or editors, enter your comments here by clicking the
‘pencil icon’.

STEP 2: READ/WRITE COMMENTS

Authors

provide the manuscript

Due Date: 2018-12-30 C—1

=i Test Author

Download Comments

Author comments to the editors Send email to Project Manager

# Add oredit

e Step 3: Ensure that the authorship (author names, order of authors, corresponding author) is cor-
rect. No changes are allowed once the chapter is in production. Contact your Springer Editor if the
information is incorrect/incomplete.

STEP 3: CHECK AUTHORSHIP

Contact your Project
Manager in Springer
if the information is
incorrect/incomplete.

Contact your project manager if the author information is incorrect.

Test Author
mudgaljagdev+authortest@gmail.com

Affiliation
Delhi, India

agrees to receive project-related email notifications

is corresponding author
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Step 4: Declarations— If your manuscript contains any material which is not your original work, con-
firm that necessary permissions are obtained. Disclosure of Interest needs to be declared also.

You can also upload all obtained permissions by going to the “Show files” link

Note: Authors are responsible for clearing the rights for third party content.

STEP 4: DECLARATIONS

Third-party content declaration
Third-party content is defined as any material within the manuscript which is not your original work.

Third-party content may consist of text passages, figures, photos, poems, song lyrics, screenshots, etc. and be found in many places such as,
but notlimited to, the Internet, print and online books and articles, theses, annual reports, conference material, photocopies, course packages,
and translations.

In particular, you should pay close attention to sensitive images containing identifiable persons, logos, brands/trademarks, images from
agencies, or from the Internet as well as text content such as song lyrics, poems, interviews, social media content and references to commercial
entities.

Please refer to the Springer Nature Guide to Copyright and Permissions for further guidance.

You are responsible for clearing the rights for third-party content under your publishing agreement. Please confirm if your manuscript
contains any third-party content.
(If you are not the author, you confirm that you are authorised to act on their behalf).

| of the material is the original work of the authors, editors, contributors and no further permissions are required
he material contains third-party content. The necessary permissions have been obtained and are available on request by the Publisher.

You can upload any permissions here:

Show files

After you have uploaded all files and confirmed that the chapter metadata is correct, click the
Submit button under Step 5.

STEP 5: PLEASE CHECK AND SUBMIT

1. Have you uploaded all manuscript files here?
2. Have you deleted all files that are not part of your submission e.g. old files?
3. Have you declared third-party content here?

4.1understand that the name, affiliation and order of authors are correct in the manuscript as well as in step "Edit Authorship" and cannot be
changed after acceptance.

5.1understand that | will not be able to make further changes to the manuscript after submission.

Once the “Submit” button is pressed, you will no longer be able to change the manuscript until it’s
requested for Revision during reviewing. It will now be passed on to the Springer Editor and the ed-
itors for checks and reviewing

Tip: Clicking the browser back button or the title of the book will get you back to the project over-
view.

What happens after submission?

1 License to Publish (LTP) acceptance

After the final manuscript is submitted, corresponding author will receive an email to accept the Li-
cense to Publish document.

Corresponding author accepts these on behalf of all co-authors.

It’s a mandatory step and the chapter can’t be moved to production unit the LTPs are signed.

You can see the accepted LTPs within “My Contract(s)” page under “home” tab of the Meteor
project.
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2  Where are my chapters now?

e Go to the “My Chapters” tab: here is a list of all chapters that you were asked to write. If you are al-
so a Section Editor, this tab would contain all the chapters in your section.

. “status” are listed

For each chapter the authors, section, due date and the

. W

rch chapter Q | ShowrFilter @ ( Project overview

ITLE DUE DATE STATUS -

NOsd 2018-12-30
(submission) Open for Submission

2017-09-14 ——
(revision) s

e The status tells you what is currently happening with your chapter:
o Open for Submission: Meteor waits for your submission.
o Ready for Submission: A manuscript has been uploaded but you haven’t pressed the
“Submit” button yet
o Formal Check: The Springer Editor is checking your manuscript.
o In Review: The editors of the book will evaluate your manuscript. They will either accept it
for publication or they will ask you for revisions.
o Revision Requested: You are asked to submit a revised version (see below).
o Final Check: Another check by the Springer Editor to make sure the manuscript is ready for
production.
o Ready for Production: Meteor is forwarding your chapter to production.
o In Production: Your chapter is typeset (see below).
e A pie chart is available for quick overview on the right. There are various filters available for filter-
ing down chapters by workflow status, by sections, by authors etc.
e Respective chapters can be seen on the left side by just clicking on the caption or colour of Pie
chart to see the entries in their respective stage.

3 Revisions

e Editors or Springer might ask you for a revision of your chapter. In this case you will receive an
email from Meteor (similar to the original invitation) with instructions

e Log into Meteor/use the links in your invitation email from Meteor again and go to the “My Task”
tab. There you will see a “Submit Revision” task:
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Handbook of Biochi

My Tasks My Chapters Table of Contents

Search Task Q Show Filter
TASK PRIORITY 4 = ENTRY STATUS
Submit Manuscript 1 NOsd
""Default Section" Open for Submission
Submit Revision 2 Physical and occupational therapy support for the older cancer patient —
MPatienicareissues” Revision Requested

e Submitting a revision works like submitting the original manuscript. After clicking on the chapter
under “My Tasks/My Chapters/Table of Contents” page you will see four pages (“About this Chap-
ter”, “Comments”, “Manuscript files” and “Submit”) under Manuscript upload page.

e Under “About this Chapter/Home” page you will see the chapter metadata and other links. You can
also go to the project home page there.

e Click on “Read/Write Comments” page to read the revision instructions again. (These are the same
ones mentioned in the revision request email.)
You can download these comments by clicking the ‘Download Comments’ tab.
You can also add your notes to the reviewer by clicking on the pencil icon under “Notes by Au-
thors”.

STEP 2: READ/WRITE COMMENTS

Authors
provide the manuscript
Due Date: 2018-12-30
=i Test Author
Download Comments
Author comments to the editors Send email to Project Manager

# Add or edit

e You can now delete old files and submit new ones. Upon submission, again a “Submit” button will
appear on the Submit page. Click this to send the updated manuscript for “Formal Check” or “Re-
view”.

Note: Please retain only those files you would like the production team to process. If duplicate files
are uploaded, Meteor will notify you via a message.
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NO sd N

1D: 20 | Version: 1| Chapter type: Standard™

STEP 1: UPLOAD MANUSCRIPT

Please upload at least a Word or PDF file

Files (2 files, 66.6 kB)

FILE DATE v
T 44_4_PPL_OA_aaa_EN.docx 2024-12-0208:00:12 7 @
Word | 52.1KB
978-3-662-68749-9_Generic.xml 2024-12-0207:59:53 V4 ‘ﬁ
File[14.6 KB

Deleteall Upload files

STEP 5: PLEASE CHECK AND SUBMIT

1. Have you uploaded all manuscript files here?
2.Have you deleted all files that are not part of your submission e.g. oldfiles?
3. Have you declared third- party content here?

&.lunderstand that the name, affiliation and order of authors are correct in the manuscript as well as in step "Edit Authorship" and cannot be
changed after acceptance.

5.lunderstand that | will not be able to make further changes to the manuscript after submission.

Production and Proofing

Once your manuscript has been accepted Meteor will pass it on to our production vendor.
Proofing and Production happen outside of Meteor.

Production will send proofs to the first author of the manuscript only.

The process is the same as for submitting articles or chapters or books to Springer.

Please check the proofs carefully and communicate all changes to production.

Production will incorporate your changes and the final book will be published on SpringerLink

10



@ Springer

FAQs

1  Accessing published material

As an author you have access to all Springer Reference Works on SpringerLink:

Go to the “Read Publications” page under “Home” tab. There will be a link to all Springer Reference
works (or parts of the German MRW programme). If any chapter of the book project has already
been published the title of the book will appear as well:

Handbook of Living'Book Testing - Second try

MyTasks | MyChapters | Table of Contents

Contents Read Publications

Welcome The links below lead to all Major Reference Works and any published chapters in this project:

Editors-in-Chief F & 9
| ! Major Reference Works on springertink |

Section Editors

Read Publications
Note: If you are an author or editor for this project you have complimentary access to the content (but only after logging

My Contract into Meteor and then clicking the above links).

You can also find those links on the manuscript upload page including a link to the last published
chapter version. (If the project was based on an earlier edition this feature may not be supported.)

The links will lead you to the list of all reference works available to you on SpringerLink. You may
have access to other books or journals if you or your institution has access to them.

If you lose access to the reference works simply repeat the above steps

2  Cannot login or forgot my password

11

Go to https://meteor.springer.com

Click on “(Re)set password”

Nkome to Meteor

This submission and reviewing platform for reference works, textbooks, etc. serves our imprints Springer, Palgrave
Macmillan, Apress, ). B. Metzler, Atlantis Press, and others at Springer Nature.

Username / Email Password
Enter username or email Enter password
(Re)set password

Type in your email address (with which you registered or which received emails from Meteor) and

click ‘Send Password Link’:


https://meteor.springer.com/
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\a)sef password

« Youcan (re)set your password if you have forgotten your password or if you have never registered with the system
before

« Please enter your primary email address (i.e. the email address that your invitation has been sent to)

« Ifyou have been invited to the system we will send an email with a link to set a new password.

Username or primary email

\ ' Send Password Link

e Check your email and find the email “Meteor — Reset password” and click on the link in the email:

[¥'ou have requested to set a new password for your account on Meteor.

FPlease go to the following page to create a new password:
hitps://meteor-beta springer. com/meteor/access/resetpassword jsf?user=401036&token=9¢c8c-22cd-f0dd-allec

If it was not you who requested a password reset, you can just ignore this email. Your old password is still active until you set
a new one.

e Type in a new password and log in with this new password

Rﬁte new password

Please enter the new password in the New password field, repeat the entry in the Repeat password field and confirm
with Create new password.

New password Repeat password

| |

e Why is this so complicated? We are following standard procedures for web applications (emails,
Amazon, etc.) to keep you and your password safe. Ideally, you will choose different passwords for
online shopping, banking, email, Meteor, etc. but even then there is a security risk if any of these
passwords are leaked. Therefore no-one at Springer can read your passwords and we would like
you to reset your passwords yourself.

3 Where is my contract with Springer?

Your terms & conditions including the copyright transfer of your chapter to Springer are listed on the “My
Contract” page under “home” tab.

4  Where can | find the guidelines for authors?

Go to Meteor and click the “home” tab. You will find a page for “Author Guidelines” under this tab. They
should also be in your original invitation email.

5 What is the reviewing process of my contribution?

The Section Editors and/or Editors-in-Chief will review the content of each contribution. The precise proce-
dure depends on the project. Once a manuscript has been approved it will be sent to the production ven-
dor. If revisions are required we will contact you (see above).

6 What do | need to remember with regard to formatting, reference style and layout?

You only need to follow these Guidelines and the instructions given in the invitation email. Springer’s pro-
duction team will take care of formatting, reference style, layout, etc., once your chapter contributions
have been transferred to production. They will also contact authors directly with the page proofs.

12
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7  What is the format for including acknowledgements in my chapter?

Since this is a work belonging to tertiary literature we do not include acknowledgements for individual
chapters. Please remove them.

8 How can | obtain copyright permissions for copyrighted material in my chapter?
See here.

9 What is the process for getting permissions for material published by Springer?

All  requests for permission should be directed to the Rights and Permissions website
http://www.springer.com/de/rights-permissions/obtaining-permissions/882.

10 The Table of Contents is slow or freezes up

For large projects (more than 1,000 entries) the table of contents view can be slow simply because even
modern browsers have a problem to display so much information in one page. Our recommendations:

o Use the “My Chapters” view

e Use fast browsers like Chrome and Firefox

e Do not use Internet Explorer 8 or lower versions

13


http://www.springer.com/gp/authors-editors/book-authors-editors/book-authors-helpdesk/rights-permissions-and-licensing/19392
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