
   
 

Open Access Funding Request Quick Reference Guide 

1. Open access agreement qualification is systematically based on the submitting authors primary 

affiliation at the time of manuscript submission. During the submission process, the author should 

ensure that the affiliation listed in the Submitting Agent field and the Author & Institutions field within 

Paragon Plus reflects their correct affiliation. To trigger the workflow, these fields should show the same 

institution. The CCC RightsLink system will not prompt the author to request funding from the institution 

if the manuscript is not affiliated with the institution included in the open access agreement.  

 

 

2. The author will receive an email when their manuscript has been accepted inviting them to complete a 

Journal Publishing Agreement (JPA) for their manuscript. The JPA tool interactively drives the author to 

the appropriate JPA based on journal, agreement affiliation, and the author’s response to the open 

access question.  

 

 
 

  



   
 

3. During completion of the JPA, if the author selects the Yes, I wish to publish open access as per the 

agreement option, the author will be provided with an Order Open Access button at the end of the JPA 

process that will take the author directly to Copyright Clearance Center (CCC) to complete a funding 

request for their manuscript.  

 

 
 

4. To request funding through the open access agreement, the author should select the appropriate option 

on the Funding Options screen.  

 

 
 

5. The author should verify that the appropriate selections have been made and the total charges equals 

zero dollars.  

 

 



   
 

6. The author should enter their First Name, Last Name and Email Address and select Next.  

 

 
 

7. The author should verify that the order total is zero dollars, accept the terms and conditions, and click 

the Submit Request button.  

 

 
 

 

  



   
 

8. If the author does not complete a funding request transaction from the JPA tool, they have the ability to 

access CCC RightsLink through the Author Resource Center at 

https://publish.acs.org/publish/research_share_and_oa. The author should enter the DOI into the field 

and click Go to access the CCC RightsLink transaction page. 

 

9. Agreement Adminstrators can access the CCC RightsLink Institutional Portal at 

https://apcfunding.copyright.com or by clicking the link in the funding request notification email.  

a. Username is the email provided at account set up  

b. Password is set by the user at initiation of the account 

 

10. Agreement administrators will receive a notification of funding eligibility at manuscript acceptance and 

another email notification when an author has completed a funding request.  
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11. Agreement administrators will approve or deny a funding request within the Institutional Portal 

dashboard by clicking the corresponding Approve or Deny button.  

a. The author will be notified when action is taken on a funding request.  

b. If the agreement administrator would like to deny a request, they will select a reason from the 

dropdown list. The agreement administrator will also have the ability to add text if more detailed 

information is needed.  

i. The author will receive a notification with the denial reason and the information manually 

provided.  

c. The Approve and Deny boxes will be greyed out within the Institutional Portal dashboard once a 

funding request has been acted upon.  

 

    
 

12. If your institution has agreements with other publishers that utilize CCC all transactions will be shown 

within the Institutional Portal dashboard. 

a. The dashboard can be sorted by publisher, order date, profile name, etc. by clicking on the  

next to the field.  

 

 



   
 

13. Agreement administrators can check token balances and usage under the Billing Profiles tab by clicking 

on the arrow to the left of the institution name.  

 

14. Agreement administrators can set notifications for token thresholds by clicking on the bell shape to the 

right under the heading Notifications.  

 

a. If tokens are managed at the agreement level, the token balance will indicate this by stating 

“Number of APC Tokens Remaining on the agreement”.  

i. The balance shown is available for all institutions that are part of the agreement and are 

available to the institutions on a first-come, first-served basis. 

b. If tokens are managed at the profile level, the token balance will indicate this by stating “Number 

of APC Tokens Remaining on this profile”. 

  



   
 

 

15. To set up a new notification, click on Create Notification. These notifications can be sent to existing 

contacts from the profile or contact information can be entered by choosing Other in the Select Contacts 

field and clicking the green plus sign. Click Save.  

 

 

  



   
 

16. Agreement administrators can run a Transaction Summary Report through the Reports tab. This report 

will show the funding requests that have been approved, are pending, or have been denied through the 

agreement.  

 

 
 

 

 

 

 

 

  

The profile will be suspended when all tokens have been redeemed. 

The ACS offers various options for continued funding of open access APC’s. 

 Please contact your ACS Account Manager or OAOps@acs.org for information. 
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