GPD Finland 2017 - Manuscript Submission Instructions

Dear GPD 2017 Presenter,

We are now ready to start receiving your manuscripts for publishing in the GPD 2017 conference book via
Google Drive platform.

Below are the steps for you to follow during the process

1. The process will begin with you receiving an email invitation to access the Google Drive submission
platform. The email will be from the following address;

GPD 2017 (Via Google Drive)

2. When you open the email, the message will contain your user name and password. There will also
be a link to access GoogleDrive platform. Please click the link and login with your credentials. Then
follow the instructions as indicated below.

Google
Sign in

with your Google Account

Email or phone

example speker@gpd fi

More options m

English (United States) ~ Help  Privacy  Tems

3. Accept the Online Agreement.

Google

Welcome to your new account

Welcome to your new account: example speaker@gpd.fi. Your account is compatible with many Google
services, but your gpd.fi administrator decides which services you may access using your account. For
tips about using your new account, visit the Google Help Centre.

When you use Geogle services, your domain administrator wil have access to your
example.speaker@gpd fi account information, including any data that you store with this account in
Google services. You can leam more here, or by consulting your organisation's privacy policy, if one
exists. You can choose to maintain a separate account for your personal use of any Google services,
including email. If you have multiple Google accounts, you can manage which account you use with
Google services and swifch befween them whenever you choose. Your usemname and profile picture
can help you ensure that youte using the intended account

If your organisaticn provides you access to the G Stite core services, your use of these services is
governed by your organisation's G Suite agreement. Any other Google services that your administrator
enables (*Additional Services") are available to you under the Google Terms of Service and the Google
Privacy Policy. Certain Additional Services may also have service-specific tems. Your use of any
services that your administrator allows you to access constitutes acceptance of applicable service-
specific terms

Click "Accept” below to indicate that you understand this description of how your

example.speaker@gpd.fi account works and agree to the Google Terms of Service and the Google
Privacy Policy



4. Change your password

Google

Change password for
example.speaker@gpd.fi

Find out more about choosing a smart password

Create a new, strong password that you
don't use for other websites

‘ |Create password ‘

Confirm password

‘Change password

5. If you end up to My Account page, choose the “Drive”

€ 3 O 1 [ seowe | hupsimyscowtgoogi
Google ()
i
0 G e

My Actount Search Googles
G M 2o
Vsl Caldar
Welcome, Example Speaker
Control, protect and secure your account, all in one place 4 h o]
My Account gives you quick access to settings and tools that let you safeguard your data, protect your privacy and decide how your informatior o S B
services work better for you
B Sign-in & security > & Personalinfo & privacy > £ Account prefere Ster Grops  Contaits
Contrel your password and Google Accaunt Manage your visibility sets d the data we use St | cessibility, and Q
access. to personalise your experience. help you use Google: Clowd Swarch

e & Input Tools
ty

Signing in to Google

Ao

& sctiviy & notificatior

d apps & sites Your Google Drive storage

Delete your account of s

Control your content

“ Security Check-up

6. Choose “Shared with me”
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7. You should end up in Google Drive with a similar view to the image shown below. There will be the
following 3 sub-folders — Raw Materials, PowerPoints and Layout Material
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9. Uploading Your files:
Please upload your raw manuscript material in the Raw materials folder. To do so, please open the
Raw Materials folder by clicking twice on it. You should with a view like the image shown below.

You can upload files in 3 ways
1. Option 1: Simply drag and drop your files from your computer into the folder
2. Option 2: Right click on the mouse, then select ‘upload files’ from the drop-down menu.
3. Option 3: Click on the ‘NEW’ button at the top left side of the top menu. Then select ‘File
Upload’ from the drop-down menu to upload your files. The ‘NEW ‘button is in blue colour
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Drop files here

or use the "New” button.




Example Image with two files uploaded
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10. Updating or editing your file uploads
e |f you want to update / edit your material after you have uploaded it, download the PDF file
from the layout folder into your computer, edit it and then upload the new one. Remember
to remove the un-edited file to avoid having duplicate files. To remove the file, right click on
the file and select ‘Remove’ from drop-down menu
= Do not upload several versions of the same material. The book layout designer will not know
which one to use.

11. After uploading all your files, sign out by simply closing your browser. The graphic designer that will
make the page layouts will be notified about the uploaded material. The designer will get the files,
make the first version of the page layouts for you to check.

1. When the Layout material is ready for you to check, the material will be uploaded in your
google drive ‘Layout Material’ folder

2. You will receive an email alert. When this happens, go the layout material folder and open it
to access the laid-out PDF file
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12. If the material is ok:

Open the document, review
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13. If material is not ok, please do the following:

e download the PDF file from the layout folder into your computer. Insert comments in the
PDF file, save it and then upload it to the Layout folder as a new version with the text “with

comments” in the title of the document.

e Your comments will be used to make the final version of your manuscript

14. After that, the material will be ready for publishing in the book

If you experience any problems or need assistance, please contact Ms. Viktoriia Serediuk — via

viktoriia.serediuk@glaston.net, Tel: +358 50 4325591
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