
Preparation and Transmission of Electronic Materials 
 
Elsevier encourages all of its authors to prepare and transmit their manuscripts and associated materials 
electronically. Please see the Guide for Authors (GFA) section of the appropriate journal (either online 
or in print) for details regarding required formatting and whether electronic submission is acceptable 
when the manuscript is initially submitted for review or only upon acceptance. Paper copies of each 
version of the manuscript are still required. Electronic versions must be transmitted in conjunction with 
and must exactly match the hard copy, including the abstract, keywords, footnotes, references, tables, 
and figures. This guide describes how to prepare an electronic manuscript for transmission to Elsevier.  
Electronic manuscripts can be transmitted via FTP, e-mail, or computer disk. The appropriate number 
of hard copies should accompany electronic manuscripts each time a version is transmitted.  
 
New Submissions  
Elsevier encourages transmission of new submissions in PDF or PostScript unless otherwise noted in 
the journal's Guide for Authors (GFA) section. Although submission in these formats is preferred, 
transmission of new submissions as word-processing files or TeX is also acceptable. Files created in 
layout programs such as Adobe FrameMaker or PageMaker, QuarkXPress, and Corel Ventura are 
unacceptable. Be advised that some journals also require the transmission of the manuscript at the time 
it has been accepted (see the journal's GFA section for details). Hard-copy printouts exactly matching 
the electronic file must be supplied. For the exact number of copies required, see the GFA section of 
the appropriate journal. When submitting a revised version of a manuscript, please provide the file 
electronically along with a new hard copy of the revised manuscript. See the Electronic Artwork 
section on the Author Gateway, accessible through the journal home page, on preparing electronic 
artwork.  
 
PDF Files 
Adobe Portable Document Format (PDF) is a universal file format that preserves all of the fonts, 
formatting, colors, and graphics of any source document, regardless of the application and platform 
used to create it. PDF files are compact and can be shared, viewed, navigated, and printed exactly as 
intended by anyone with a free Adobe Acrobat Reader. You can convert any document to Adobe PDF 
using proprietary software including Adobe Acrobat. 
 
PS Files 
Adobe PostScript files (PS) can be created from any application capable of printing files, provided a 
PostScript printer driver is used. Authors are encouraged to use PostScript Level 2, use ADSC 
structuring, include all fonts in the file, and save it in ASCII rather than binary format. 
 
Elsevier requests PDF, DVI, and PS submissions for review purposes only; they cannot be 
effectively edited and are unusable during the postacceptance production stage.  
 
Accepted Manuscripts 
Elsevier strongly encourages authors to submit electronic versions of their accepted manuscripts as this 
will significantly speed the processing of the manuscript. Please bear in mind that this electronic 
version must exactly match the final hard copy that was accepted. Acceptable formats for this final 
transmission stage are described below. Elsevier cannot use PDF, DVI, or PostScript files at this stage 
because they do not allow editing of the text. Files created in layout programs such as Adobe 



FrameMaker or PageMaker, QuarkXPress, and Corel Ventura are unacceptable. Artwork should not be 
embedded within the manuscript. It must be supplied in electronic files separate from the manuscript 
file. See the Electronic Artwork section on the Author Gateway for instructions on preparing electronic 
artwork. 
 
Word-Processing Files 
Most word-processing packages are acceptable; however, Elsevier prefers that authors use a recent 
version of Microsoft Word or Corel WordPerfect. Manuscripts saved with formatting intact are 
preferred. Rich-text format (.rtf extension) is acceptable, but plain text (.txt extension) files are 
discouraged. For some journals, it may be acceptable or preferable to prepare manuscripts in TeX; 
please see TeX Files (below) for instructions. Regardless of the software and file format used, one hard 
copy of the accepted version of the manuscript must be supplied.  
 
Symbols and foreign characters can be set with word-processing software by altering typefaces to a 
corresponding font that displays the appropriate character. Use the Symbol font for Greek characters 
whenever possible. When special characters are unavailable, please note them on the hard-copy 
printout as not appearing properly in the electronic file. Do so by circling or making notes in the left 
margin.  
 
Use the automatic word-processing wraparound feature and not hard returns for line breaks within a 
paragraph. Only use hard returns at the end of each paragraph and after heads. Use only one space 
between words and sentences. Use appropriate characters: do not use a lowercase "l" for a one or an "o" 
for a zero. Do not use double-byte characters for special symbols. Do not use automated bulleting, 
numbering, or internal linking.  
 
When you create your manuscript, please make sure it is in the following order: title, authors, 
affiliation, abstract, keywords, main text, acknowledgments, appendixes (if any), references, vitae (if 
required), figure legends, and tables. 
 
Elsevier may set tables from electronic files, typeset them conventionally, or scan them as art. 
Therefore, when providing tables electronically, please place them in a file separate from the 
manuscript.  
 
Use the software's spell-checking and page-numbering capabilities before final transmission. Do not 
embed artwork into a word-processing file. See the Electronic Artwork section on the Author Gateway 
for instructions on preparing electronic artwork. 
 
LaTeX Documents 
If the LaTeX file is suitable, proofs will be produced without rekeying the text. The article should 
preferably be written using Elsevier’s document class ‘elsart’, or alternatively the standard document 
class ‘article’.  
The Elsevier LaTeX package (including detailed instructions for LaTeX preparation) can be obtained 
from the Author Gateway’s Quickguide: http://authors.elsevier.com or from the Comprehensive TeX 
Archive Network (CTAN): see below. It consists of the files: elsart.cls (use this file if you are using 
LaTeX2e, the current version of LaTeX), elsart.sty and elsart12.sty (use these two files if you are using 



LaTeX2.09, the previous version of LaTeX), guidelines for users of elsart, a template file for quick 
start, and the instruction booklet “Preparing articles with LaTeX”. 
 
To obtain the package from CTAN, use direct access via FTP at ftp.dante.de (Germany), ftp.tex.ac.uk 
(UK), or ctan.tug.org (Massachusetts, USA) and go to the directory /tex-
archive/macros/latex/contrib/supported/elsevier, or search for Elsevier with one of the CTAN search 
engines (http://ctan.tug.org/CTANfind.html, http://www.tex.ac.uk/CTANfind.html or 
http://www.dante.de/cgi-bin/ctan-index).  
CTAN is a mirrored network of ftp.tex.ac.uk, ftp.dante.de and ctan.tug.org, which are widely mirrored 
(see ftp://ctan.tug.org/tex-archive/README.mirrors) and hold up-to-date copies of all the public-
domain versions of TeX, LaTeX, Metafont and ancillary programs.  
 
Figures may be inserted in the usual way using an \includegraphics command, at the position in the 
article where they are cited. 
 
Your LaTeX file will be most useful as input for the printed article if you obey the following rules of 
thumb: 
1. Be consistent. If you use a macro for a phrase, use it throughout. 
2. Use standard LaTeX mark-up. Do not hardcode your own layout for e.g. section headings, but use 

the usual LaTeX macro for this purpose. 
3. Keep it simple. Do not define macros that accomplish complicated layout. They will also make the 

input process complicated. 
 
Transmission of Electronic Materials 
Authors are requested to include in their electronic submission a cover letter and all ancillary materials.  
Transmission of electronic files is quicker and more reliable if the files are first compressed or 
encoded. Files created using most popular compression/encoding schemes from the Windows, 
Macintosh and UNIX platforms are acceptable. 
 
All other formats, including LZH, ARJ, ARC, and self-extracting archives (EXE and SEA), are not 
acceptable. 
 
Important: Please choose unique, descriptive file names. File names should include the corresponding 
author's last name or the manuscript number (if available). Examples: SmithFig3.eps or DBIO2001-
0439Fig1.tif. 
 
Upon successful completion of an FTP transmission, authors must send an e-mail message to the 
journal as notification that the files have been posted. The journal e-mail address uses the same journal 
abbreviation as the folder name prefixed to @elsevier.com (for example, jcat@elsevier.com for 
Journal of Catalysis). If you are unsure of the e-mail address, please see the GFA section of the 
appropriate journal. In the body of the e-mail, please include the name of the journal to which the 
manuscript has been transmitted, the title of the manuscript, the names of all the authors, the type of 
computer used to create the files, the type of software and version number used to create the files, and a 
list of all file names.  
 



FTP 
Because FTP (file transfer protocol) is fast, reliable, and convenient, Elsevier considers it the preferred 
method for authors to transmit their electronic files. To access the proper location, authors log on 
anonymously to our FTP server at ftp.elsevier.com and input username anon and password essd4acc. 
Folders for most of our titles, named with the standard abbreviation for the journal, will immediately 
appear. If you are unsure of the standard abbreviation, please see the Guide for Authors section of the 
appropriate journal. On some systems, it will appear as if access to the folder is "denied"; this will not 
prevent correct transmission of the files. Anonymous users have write-only access to the incoming 
folder and will not be able to see anything inside except their own materials.  
 
If you have not created a single archive file including all materials and you plan to transmit multiple 
files, you are strongly advised to create a new folder, appropriately named in accordance with the 
recommendations above, on the FTP site.  
 
E-mail 
Manuscript files can be transmitted via e-mail if the total file size of all attached files does not exceed 2 
megabytes. Address the e-mail to the journal and supply the information requested for FTP submission. 
If you are unsure of the e-mail address, please see the GFA section of the appropriate journal.  
 
Storage Media 
Although we prefer receiving files via the Internet, we also accept materials on 3.5-inch high-density 
(not double-density) disks, CD-ROMs, 100-MB Zip disks, 1-GB Jaz disks, and SyQuest disks (44, 88, 
or 200 MB). Disks should be formatted for DOS/Windows or Macintosh. Because we can access disks 
formatted for some, but not all, versions of UNIX, we strongly discourage transmission on UNIX disks. 
Note on the disk label the operating system, software, file format, and version numbers used to create 
the disk: e.g., Windows 95 - Word 97; Windows 98 - WordPerfect 9; MacOS 8.6 - Word 98. If you 
submit your electronic materials on one of these media, we recommend using the special packaging 
materials available and shipping them via a reputable express courier service.  
 
We regret that storage media cannot be returned. 


