TeachEngineering Submission Site - Author Submission Instructions

After you have signed in, you will be on the user home page. This is where you will start each time. Click
on the Author link to go to the Author section of the site. Here you see a list of your active submissions.
To start a new submission, click on the link at the bottom of the page to go to step one of the five-step
submission process.

Step 1: Starting the Submission

On this page, select “All Curriculum” from the journal section drop-down menu. It is the only option.
Then, check the boxes indicating that your submission is ready to be considered. If you have questions
or comments for the editor, you may put them in the Comments for the Editor box at the bottom of the
screen. Click Save and Continue to move on to the next screen.
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Step 1. Starting the Submission

1. START 2. ENTER METADATA 3. UPLOAD SUSMISSION 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

Encountering difficulties? Contact Paul Klenk for assistance [913-660-3456),

Journal Section

Select the appropriate section for this submission [see Sections and Palicies in About the Journal).

Section™ all Curriculum :

Submission Checklist

Indicate that this submission is ready to be considered by this journal by checking off the following (commeants to the editor
can be added below).

The submitted curricula is your own original work,

The submissicn file utlizes the Word templates provided on the TeachEngineering Submit Curriculum page for
curricular units, lessons, and activities. Please combine all template files for 3 submission inte one Word document.
For example, if you are submitting a lesson and associated activity, put them togetherin a single document. If you
have an entire curricular unit, please combine all of the lesson and activity templates into a single document,

m

Please submit image files and attachments such as student handouts as supplementary files. [Note: Images should
be insertad both in the template where they belong as well as submitted a5 image files as described in the About
Images document on the TeachEnginesring Submit Curriculum page.}

Submitted curricula meets all of the requirements of the K- 12 Content Review Rubric on the TeachEngineering
Submit Curriculum page.

Submitted curricula fits into one of the TE Engine=ring Cat=gories sutlined on the TzachEngineering Submit
Curriculum page.

Journal's Privacy Statement

The names znd email addresses entered in the TeachEngineering Digital Library Submission Site will be used exclusively
for the stated purposes of this digital library and will not be made available for any other purpoese or to any other party.

Comments for the Editor

R,
Enter text [optional) You may enter comments or questions to the editor
hece.

Save and continue Cancsl

* Derctes required Tield

Done
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Step 2: Entering Submission’s Metadata

For the authors section, you only need to include yourself as the corresponding author. Additional

authors may simply be noted in the TeachEngineering Word template under contributors and need not

be added here. There is no need to create a bio statement, provide the country, or to provide a URL.

In the title and abstract section, please include the title of the lesson or activity as it appears on your
Word document. If you have combined a lesson document with an activity document, please note that

under the abstract section. It is also useful to cut and paste the summary from the Word document into

the abstract section.

Leave indexing as “en” and you have the option of acknowledging supporting agencies such as NSF GK-

12 or NSF ERC under supporting agencies. Click Save and Continue to move on to the next screen.

Done

Step 2. Entering the Submission's Metadata

1. START 2. ENTER METADATA 3. UPLOAD SUBMISSION 4. URLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

Authors

First name* paut

Middle name | ——

Last name*® fenk

Affiliation [puks Universiy

Country [ [=l
Email* [pek@duke.eds

URL —

Bio stat=ment
(E.g., department and

rank)
@B rouUisi=s @
Add Author
Title and Abstract
Title® [Example Lessen and Activity

Abstract Thiz file cortzing both the lesszn ard ssssciated sctivity, In the lesson,

studente meplare...

Indexing
Language en

lish=en; French=fr; Sp h=es. Additional codes.

Supporting Agencies

Identify agencies that provided funding or support for the work presented in this submission,

Agencies [

Save and continue | Cancel
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Step 3: Uploading the Submission

This is where you upload your submission. Please combine your Word templates, pictures, and
attachments together into one ZIP file. You only upload one file here and it has a maximum of 100MB. If
your ZIP file is over 100MB, you can remove some of the videos and pictures and upload them as a
separate ZIP file in the next step. The system will change the name of the file to something that is
cataloged by the submission system. You may preview the submission file if you like by clicking on it.

If you have a curricular unit, as of September, 2010, we are changing our process to make it easier to
submit. On your computer, please put the documents for each lesson/activity into a separate directory.
Then, ZIP all of those directories together into a single ZIP file and upload that as your submission. If
your ZIP file is over 100 MB, you will need to break it up and include the additional ZIP files as
supplementary documents in the next step. In the abstract, please let the editor know how many
lessons and activities are in the unit.

If you do not have a way to create ZIP files on your computer, you can download one of the following
utilities:

e 7-ZIP - http://www.7-zip.org/
e  Winzip - http://www.winzip.com/index.htm

e http://www.thefreesite.com/Free Software/Unzipping compression freeware/

Once you have uploaded a submission file, click Save and continue.
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Step 3. Uploading the Submission

1. STERT 2. ENTER METADSTA 3. UPLOAD SUBMISSION 4. UFLOAD SUFFLEMENTARY FILES 5. CONFIRMATION

To upload a manuscript to this journal, complete the fallowing steps.

-

. On this page, click Browse [or Choose File) which opens a Choose File window for locating the file on the hard drive of
your computer,

2. Locate the file you wish to submit and highlight it.

2. Click Open on the Choose File window, which places the name of the filz on this page.

4. Click Upload on this page, which uploads the file from the computar to the journal's web site and renames it following

m

thejournal's coenventions.
5. Oncethe submission is uploaded, click Save and Continue at the bottom of this page.

Enceuntering difficulties? Contact Paul Klenk for assistance [319-660-3458),

Submission File

Filz name 39-237-1-5M.docx

Original file name ExampleLessonAndActivity.docx

File size oe

Date uploaded 2010-02-10 06:37 PM

Replace submission file Browse.. Upload
Save and i Cancsl |

Done
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Step 4: Uploading Supplementary Files

With our new process of using ZIP files, you probably will not need to upload supplementary files. If you
need to because you have large images or video that push your main ZIP file over 100MB, we will
include what you upload in supplementary files as part of your submission.Choose the file to upload in
the same way you chose the submission file in the previous step by browsing for it. Then, click upload.

When you click upload, it will take you to the Supplementary File Metadata page (Step 4a). Give the file
a title describing the content of the file. You may leave the rest blank as most of the information on this
page is unnecessary since the important parts of it for publishing in TeachEngineering are included in the
Word Template where you reference the file. Click Save and continue when you are done.
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Step 4a. Add a Supplementary File

1. START 2. ENTER METAD&TA 3. UPLOAD SUBMISSION 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

== Backto | ary Files

Supplementary File Metadata

To index this supplementary material, provide the following metadata for the uploaded supplementary file,

Title® [Student Handout 1
Creator (or owner) of |

file

Keywords |

Type Res=arch Instrument [

Specify ol:herl

Brief description

G B I O == g e

Bublisher [

Use anly with formally published materials,

Contributor or |
spansoring agency

Dat= 2010-02-10 Y¥¥Y-MM-DD
Date when data was collected orinstrument created,
Source |

m

Mame of study or other peint of origin.

Language

English=en; French=fr; Spanish=es. Additional codes.

Supplementary File

Filz name 29-238-1-5P.docx
Criginal file name StudentHandoutl.docx
Filz size 0B

Date uploaded 2010-02-10 06:45 PM

O] present file to reviewers [without metadata), as it will not compromise blind review,
Replace file Use Save to upload file,

Save and i | Cancsl |

Done

You are now back on the Uploading Supplementary Files page. You may upload additional
supplementary files if necessary. Once you have finished uploading supplementary files, click Save and
continue.
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Step 4. Uploading Supplementary Files

1. START 2. ENTER METADATA 3. UPLOAD SUBMISSION 4, UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

This optional step allows Supplementary Files to be added to a submission. The files, which can be in any format, might
include (a) research instruments, (b) data sets, which comply with the tarms of the study's research ethics reviaw, (c)
sources that atherwise would be unavailable to readers, (d) figures and tables that cannot be integrared into the texr irself,
or other materials that add to the contribution of the work,

o) TITLE (ORIGINAL FILE NAME DATE UPLOADED ACTION

143 Student Handout 1 StudentHzndoutl.docx 02-10 EDIT | DELETE
144  Student Handout 2 StudentHzndout2.docx 02-10 EDIT | DELETE
145  Header Image - Figure 1 figure1_header.bmp 02-10 EDIT | DELETE
146  Figure 2 Figur2.bmp 02-10 EDIT | DELETE

Upload supplementary file Uplead
Save and continue | Cancs

Done
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Step 5: Confirming the Submission

In step 5, all you have to do is click on Finish Submission, and you are done.
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Step 5. Confirming the Submission

1. START 2. ENTER METADATA 3. UPLOAD SUSMISSION . UPLOAD SUPFLEMENTARY FILES 5. CONFIRMATION

Tao submit your manuscript ts The TeachEnginesring Digital Library click Finish Submissien. The submission's principal
contact will receive an acknowlzdgement by email and will be abls to view the submission's prograss through the sditorial

process by logging in to the journal web sitz, Thank you for your interest in i with The Tea inzering Digiral
Library.

File Summary

™ ORIGINAL FILE NAME TYPE FILE SIZE DATE UPLOADED
2327 EXAMPLELESSONANDACTIVITY. DOCY Submission File oe 02-10

238 STUDENTHANDOUTL. DOCX Supplementary File oB 0z-10

239 STUDENTHANDOUTZ. DOCY Supplementary File oe 02-10

240 FIGUREL_HEADER. EMP Supplementary File 0B 02-10

241 FIGUREZ BMP Supplementary File oB 0z-10

Finish Submission | Cancel

Done
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