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Removing submissions in OpenJournals 

Occasionally, you need to remove a submission from OpenJournals. Perhaps it was a test or spam, or the 

author submitted it twice. In order to remove a submission, it needs to be fully handed in and then 

rejected. 

 

Handing in the submission 

1. This submission is currently incomplete, and first needs to be handed in. If the submission is in 

another stage of the workflow (like ‘review’ or ‘production’) you can skip this step. 

 

2. Click on ‘view’ 

3. On the next screen, be sure to check all the checkmarks and click save and continue: 
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4. There is no need to upload a file; just click save and continue. 

 
 

5.  On the next screen, enter something under ‘title’ and ‘abstract’ and click ‘save and continue’. 

 

If there is no contributor, you will need to add one. 

6.  Finish the submission 
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Declining the submission 

If the submission is handed in, you can decline the submission through the relevant button. 

 

If this submission has an author assigned to it, be sure to check the box next to ‘Do not send an email’, to 

prevent the author from getting an unnecessary ‘Submission declined’ email. 

 

 

Deleting the submission 

Once a submission is declined, it will appear in the archives. Here, you can press the triangle on the right 

to view more information, including a delete button. This button can be used to remove the submission 

permanently. 
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