
 

 

 

Guide to sending manuscripts to the editors of 
Galactica Media: Journal of Media Studies 

1. To submit your manuscript to the editorial office of the online journal, please click 
on the ​SUBMISSIONS​, after logging in with your username and password. You will 
see the following page: 

 

 

2. This page contains: 

 a) Submission Preparation Checklist; 

 b) Author Guidelines and documents to be submitted with templates information 
about authors and manuscripts; 

 c) Editorial Review Procedures; 

 d) Copyright Notice; 

 e) Privacy Statement. 

 

3. Please read all of these materials before submitting. This will help avoid 
unnecessary problems.    
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https://galacticamedia.com/index.php/gmd/about/submissions


 

4. So, you have completed the original study and you want to send it to the editorial 
office of our online journal for consideration and possible publication. Before 
sending, you must prepare the material in accordance with the requirements of the 
online publication.  

 

5. First of all, the text of the finished article must be divided into two files: 

 a) information about the author(s); 

 b) the text of the article proper with a heading, annotation, keywords and a list of 
references. 

 

6. To do this, download two templates in one of the three formats presented: 

 

7. Fill in the templates by following the instructions and recommendations written 
inside. For convenient text formatting, use ready-made styles inside templates 

8. Requirements for the article you will find on the same page below: 
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9. Having completed the materials in accordance with the requirements, please 
proceed to the accompanying documents.  

 

10. After preparing the materials, we will proceed to directly sending the manuscript 
to the editors of the online journal. To do this, click on the “​Make a new submission​” 
button 

 

 

 

11. A new window will open: 

 

 

12. The whole process of submitting materials has only 5 basic steps (see previous 
screenshot) 

13. To get started, select the language of the material. If the text of the article is 
written in Russian, select the language of the material Russian; if in English - English. 

14. Select the section of the journal that you think your manuscript corresponds to.  

You can learn more about the sections on the page "​About the journal​". 
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15. Check the box next to all subsequent items of the requirements for the material 
to be sent. Check if your article meets the stated requirements of the journal 

16. If you need to leave a comment for the editor, please write it in the window 
below.  

 

 

17. Then read the text of ​Acknowledge the copyright statement​ (copyrights remain 
with the authors; the online journal only gets the right to publish material in its 
issues), accept it and the privacy statement by ticking each requirement. Click on the 
save and continue button. 

 

 

18. If some conditions were not met, then the system will automatically highlight 
errors and ask to fix them. 
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19. Now you go to step 2. You will see a dialog box for downloading materials: 

 

 

 

20. First of all, select “​About Authors​” and click upload file. Select the file with the 
data of the author (s) and click the “​Continue​” button twice in a row. 
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21. A new dialog box appears with the “​Add another file​” button. Click on this button. 
A new window will open: 

 

 

22. Leave the phrase “This is not a new version of the existing file” and select the 
article component “​Article Text​” 

 

 

23. Upload the body of the article 
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24. Having downloaded all the necessary documents in this dialog box, click the 
“Complete” and “Save and Continue” buttons. Procred to step 3 “Entering metadata”. 

 

25. On this page you will need to fill in all data fields in two languages: Title, Abstract, 
Keywords and References. We recommend to not fill in the“Subheading” field. Enter 
all the data of the article title after the colon in the “​Title​” field. 
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26. Please note that the system counts the number of words in the annotation and in 
abstract (the Words function under abstract is highlighted in red). If your abstract 
contains more than 250 words, further download is not possible. We have 
established such a restriction according to the international requirements. Therefore, 
we ask you to write annotations and abstract in the amount of 100/150 to 250 

words.  

 

27. Please note that in the field “​List of Contributors​” you must add all authors (if the 
work is collective) through the “​Add Contributor​” button, where you will need to fill in 
all the necessary fields (name, email, country, place of work)
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28. Keywords should be loaded one at a time, not as a list. Otherwise, the system will 
perceive the list for 1 keyword

 

29. You do not need to fill in the field Supporting organizations. If your research was 
written with the financial support of a grant fund or any other organization, 
information about this should be placed in the body of the article itself 

30. Copy the list of references in the field “List of references” and press the button 
“Save and continue” 

 

 

 

31. You are now at step 4 “Confirmation”. Click the “Complete Submission” button. 
Thus, you confirm the sending of the article to the editorial office of the Journal. The 
system will ask you, “Are you sure you want to send this article to the journal?” If you 
are sure that you did everything right, then feel free to click the “OK” button. 
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32. An email of the following content will be sent to your e-mail box(indicated at 
registration): 

Hello Username! 

Thank you for submitting the article “Title” to the journal Galaxy Media: Journal of Media 
Research. Using our online journal management system you can track its passage 
through the editorial process by going to the journal website: 

Material URL: 
https://galacticamedia.com/index.php/gmd/authorDashboard/submission/id 

Username: user 

If you have any questions, please contact me. Thank you for choosing our journal to 
publish your work. 

Rastyam Tuktarovich Aliev 

________________________________________________________________________ 

Galactica Media: Journal of Media Studies 

 

33. Congratulations. You sent the article to the editors of Galactica Media: Journal 
of Media Studies 
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