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1. Introduction to the Online Proofreading System 
During the process of an article being accepted for publication, we spend a significant amount of time 

ensuring that the quality of the article is of the highest possible standard. In order to achieve this, MDPI’s 
qualified employees are be provided with modern and proficient tools to optimize their capacity. Furthermore, 
providing authors with a positive customer experience has always been our priority. Therefore, the Online 
Proofreading (OP) platform was created by the MDPI IT team not only to support MDPI’s internal employees 
in their various roles but to also improve the company’s customer satisfaction rates. 

Online Proofreading is a tool that provides a secure, efficient, and convenient proofreading environment 
for authors publishing with MDPI, allowing them to make modifications to their articles with an HTML editor 
in real time. This manual provides a detailed description of the functionalities of HTML and XML pages, along 
with the operational procedures for authors and the AE (Assistant Editor) and PrE (Proofreading Editor), 
with the aim of assisting users in better utilizing the OP platform. Authors use the simple interface to make 
corrections to the text, equations, tables, figures, and other elements in an HTML format. This editing can be 
carried out in browsers with no additional software required. In addition, we also list manuscripts’ workflows 
in Online Proofreading. If you encounter any difficulties when using this platform, please consult the user 
manual to identify suggested solutions to problems. We sincerely hope this manual will be a useful resource. 

2. Introduction to Online Proofreading Process 
English Correction done: This is the status of a manuscript in the SuSy system, indicating that the English editing 
has been completed 
XML editor prepares XML: Prepare the XML for editing and import the XML file into OP. Compare it with the 
original manuscript on the preview page of OP. 
PrE/AE proofreading: After the XML editor comparison completed, the manuscript will be submitted, and the 
system will notify the AE/PrE for proofreading. 
Author proofreading online: After the proofreading is completed, the AE/PrE can click ‘Submit to Author’ to 
send the manuscript to the author for proofreading. Please do not forget to manually send the proof email to the 
author in the SuSy system. 
MDPI checked: Then the author will proofread the manuscript and submit it back. MDPI needs to check the 
manuscript again to ensure there are no issues. If everything is fine, you can click ‘Send Conversion’ on OP. 
Proofreading completed: After clicking the ‘Send Conversion’ button, the proofreading of the manuscript is 
complete. 

 
Figure 1. Online Proofreading Process. 
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3. HTML Editor 
Table 1. Introduction of Function and usage of components in OP HTML. 

Component Name Definition Functionality Description 
Title Manuscript title. Enter the content for the title in the designated title area. 
Authors The manuscript’s authors. Refer to author. 

Academic Editor The Academic Editor of the manuscript. 
You can add multiple Academic Editors by providing 
their Given Name and Surname. 

Affiliation The affiliated institution/organization of 
the manuscript’s authors. 

You can add multiple institutions by providing their Label 
and Content. 

Correspondence 
The contact details for the authors of the 
manuscript. 

Associated with the corresponding author. This requires 
the input of Label and Content. 

Front Notes The preface section of the manuscript. 
You can add multiple sections to the preface, which 
requires Label and Content. 

Keywords Keywords. 
You can add multiple keywords, and each keyword can be 
commented on and deleted. 

PACS 
The classification system of physics and 
astronomy. 

Fill in the text box with the content. 

MSC Mathematics classification system. Fill in the text box with the content. 
JEL Classification Economics classification system. Fill in the text box with the content. 

Product Product. 
Only certain types of manuscripts require information for 
editing the Product. 

Article Information Article information. 
Show the article type, DOI, Publisher ID, E-location ID, 
Volume, and so on. 

Publishing History Publishing history. 
There are four status pairs in the following order: 
Received, Revised, Accepted, and Published. You can 
select the corresponding time for each status. 

Abstract Abstract. 
Fill in the content of abstract, and you can use the top 
toolbar to adjust the style of abstract. 

Key Contribution Notes Key contribution notes. Fill in the title and content. 
Main Text Main text. See Main Text. 

Supplementary Materials Supplementary materials. 
You can add more than one file, but you need to describe 
the material. You can also delete the added material, as 
well as make comments. 

Author Contributions Author contributions. Fill in the title and content. 

Funding Funding. 

You can add multiple Award groups and fill in the Award 
ID and Funding Resource for each fund Group. You can 
delete an Award Group, Award ID, and Funding 
Resource. Comments are supported on Award Group, 
Award ID, and Funding Resource. 

Institutional Review Board 
Statement 

Institutional Review Board statement. Fill in the title and content if needed. 

Informed Consent 
Statement 

Informed Consent statement. Fill in the title and content if needed. 

Acknowledgments Acknowledgments. Fill in the title and content if needed. 
Conflicts of Interest Conflicts of Interest. Fill in the title and content if needed. 
Sample Availability Sample Availability. Fill in the title and content if needed. 
Glossary/Nomenclature/ 
Abbreviation 

Glossary/Nomenclature/Abbreviation You can add Glossary, Nomenclature, and Abbreviation. 

Appendix Appendix See Appendix. 
References References. See Reference. 

Notes/Footnotes Notes and footnotes. You can add multiple comments and fill in Label and 
Content. 

Disclaimer/Publisher’s 
Note Disclaimer/Publisher’s Note  

Figures Figures See Figures. 
Tables Tables See Tables. 

The structure of an article is shown in the table above. The OP platform can present all the above content in the HTML editor 
based on the information in the XML file. We will display each component and introduce how each component supports 
editing. 
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3.1. Module Showcase 
3.1.1. Title 
Title: 
1. can be text-edited (including editing and text markup). 
2. comment can be added. 

 
Figure 2. Title. 

3.1.2. Author 
If the author leaves a comment requesting changes, we can make some modifications to the author’s 

information. 
Author: 
1. can be added, removed, or switched. 
2. content can be modified. The editable content includes given name, surname, suffix, representation, ORCID, 
affiliation, front notes, and Corresponding author. 
3. comment can be left. 

 
Figure 3. Author information display. 

 
Figure 4. Author edit box. 
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3.1.3. Affiliations 
Affiliation: 
1. can be added or removed. 
2. content can be modified. 

 
Figure 5. Affiliation. 

3.1.4. Correspondence 
Correspondence: 
1. can be added and removed. 
2. content can be modified. 

 
Figure 6. Correspondence. 

3.1.5. Front Notes 
Front Notes: 
1. can be added and removed. 
2. content can be modified. 

 
Figure 7. Front Notes. 

3.1.6. Abstract 
Generally speaking, the manuscript’s abstract is simply the ‘abstract,’ but a small number of journals may 

include content such as highlights or simple summaries. If highlights or a simple summary need to be filled in, 
the content can be modified similarly to the abstract. 
Abstract: 
1. can be added or removed Section. 
2. content of each section can be modified. 

 
Figure 8. Abstract. 
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3.1.7. Keywords/PACS/MSC/JEL Classification 
Keywords: 
1. each keyword can be added and removed. 
2. content of each keyword can be revised. 
3. comment can be added to each keyword. 

 
Figure 9. Keywords. 

3.1.8. Key Contribution Notes 
Key Contribution Notes: 
1. can be added and removed. 
2. content can be modified. 

 
Figure 10. Key Contribution Notes. 

3.1.9. Main text 
Main text: 
1. content can be modified. 
2. can insert components and citations. 
3. can insert other tags such as ruby, name content and so on. 

 
Figure 11. Main text. 
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3.1.10. Supplementary Materials 
Supplementary Materials: 
1. can be added or removed. 
2. description can be modified. 
3. user can add and remove file in File List. 
4. files can be downloaded. 

 
Figure 12. Supplementary Materials. 

3.1.11. Author Contributions 
Author Contributions: 
can be added, edited and removed. 

 
Figure 13. Author Contributions. 

3.1.12. Funding 
Funding: 
1. can add or remove award group. 
2. can edit funding statement. 

 
Figure 14. Funding. 

3.1.13. Institutional Review Board Statement 
Institutional Review Board Statement: 
1. can edit. 
2. can be added or removed. 

 
Figure 15. Institutional Review Board Statement. 
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3.1.14. Informed Consent Statement 
Informed Consent Statement: 
1. can edit. 
2. can be added or removed. 

 
Figure 16. Informed Consent Statement. 

3.1.15. Data Availability Statement 
Data Availability Statement: 
1. can edit. 
2. can be added or removed. 

 
Figure 17. Data Availability Statement. 

3.1.16. Acknowledgments 
Acknowledgments: 
1. can edit. 
2. can be added or removed. 

 
Figure 18. Acknowledgment. 

3.1.17. Conflicts of Interest 
Conflicts of Interest: 
can edit only. 

 
Figure 19. Conflicts of Interest. 
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3.1.18. Sample Availability 
Sample Availability: 
1. can edit. 
2. can be added or removed. 

 
Figure 20. Sample Availability. 

3.1.19. Glossary/Nomenclature/Abbreviations 
Glossary/Nomenclature/Abbreviations： 
1. can add and remove this section. 
2. content can be modified. 
3. array can be added, removed and updated by users. 

 
Figure 21. Glossary/Nomenclature/Abbreviations 

3.1.20. Appendixes 
Appendixes: 
1. can add and remove appendix and appendix section. 
2. it is similar to Main text, content can be modified, can insert many components and citations and can insert 
many other tags such as ruby, name content and so on. 

 
Figure 22. Appendixes. 



12 

3.1.21. References (References and Notes) 
References and Notes: 
1. can be added and deleted. 
2. references can be updated by users, all content can be modified by users. 
3. support reference arrangement (swap and jump). 
4. can deduplicate references intelligently. 
5. can rearrange the order of all references intelligently. 
6. can auto parse the information of references. 

 
Figure 23. References and Notes. 

3.1.22. Notes/Foot Notes 
Notes/Foot Notes: 
1. can add and delete the notes or foot notes. 
2. can edit the label and content for each note or foot note. 

 
Figure 24. Notes/Foot Notes. 

3.1.23. Publisher’s Note 
Publisher’s Note: 
standard format and content, cannot be modified. 

 
Figure 25. Publisher’s Note. 

3.1.24. Short Biography of Author(s) 
Short Biography of Author(s): 
can be added, edited and removed. 

 
Figure 26. Short Biography of Author(s). 
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3.2. Editing Component 
The Online Proofreading system allows users to edit in HTML. During the editing process, many similar 

editing functions are available. Each model is shown in the manual and similar editing features will be 
explained further. 

3.2.1. Comment 
The comment section is designed to facilitate communication between MDPI internal staff and authors, 

aiming to improve the efficiency of manuscript processing. The comment section is divided into two parts: 
‘MDPI Comments’ and ‘Author Comments’. Comments from MDPI internal staff and authors are managed 
separately in these two categories. 
A typical workflow is as follows: 
1. AE and PrE can provide comments regarding manuscript-related issues and inquiries in the ‘MDPI 
Comments’ section, as shown in the figure. There are two ways to add comments: 
a. For adding comments to specific structures: 

 
Figure 27. Comment display. 

b. For adding comments to text content: 

 
Figure 28. Comment adding. 

2. When adding comments, the OP platform supports uploading attachments, allows for common templates, 
and enables marking comments as whether they are left by English editor. It also allows for re-editing and 
deleting previously added comments, corresponding to the buttons shown in the figure. 
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Figure 29. Comment button. 

3. After the editor leaves comments on the areas of the manuscript that raise questions, they can submit the 
manuscript to the author for a response. When the author enters the OP, comments left by the AE/PrE will be 
displayed under ‘MDPI (unresolved).’ The author can click on the corresponding comment to respond to the 
internal comments. 

 
Figure 30. Comment point to. 

4. The OP platform requires authors to respond to all comments left by AE/PrE. When the author clicks on a 
comment to enter, they must first reply to the comment before they can add a new comment in that section. The 
display effect is as follows: 

 
Figure 31. Comment replied. 
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3.2.2. Change track 
a. Change tracking for the author, academic editor; adjusted positions. 
E.g., drag the first author to the position of the third author. All authors will be displayed after updating, with 
the original order indicated by the numbering in front of the authors. 

 
Figure 32. Tracker for reordering. 

b. Text change tracking: Added text will be highlighted in green, and deleted text will be highlighted in red. 

 
Figure 33. Tracker display. 

c. Image change tracking: Newly added images have a green border, while deleted images have a red border. 
Replaced images can be compared by clicking to view the images before and after the replacement. 

 
Figure 34. Tracker for adding Figure. 

 
Figure 35. Tracker for deleting Figure. 
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Figure 36. Tracker for replacing figure. 

 
Figure 37. See the original figure. 

d. Table change tracking: If only the cell content or text has changed, added text is in green and deleted text is 
in red. If there is a change in the table structure, a ‘diff’ button will appear to compare the original table with 
the latest version. 

 
Figure 38. Tracker for table. 
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Figure 39. See original table. 

3.2.3. Typography Editor 
Adjustment of layout is supported on OP, There are many mark tags and format can be used in 

Typography. And you can also add some other components in the article. 
Operation Steps: Select the text and then click on the desired text style. 

 
Figure 40. Typography Editor. 

Table 2. Typography Editor. 

Keys Description 
Font The font type can be selected. The font type reads the font label from the XML file. 
Paragraph/Heading The default is Paragraph, and you can select Paragraph, Heading1, Heading2, Heading3, Heading4, 
List Type Select the list type with different style which the system gives 
Others Set the style for Named-content/ruby/fixed case/preformat. 
Bold When clicked, the selected content becomes bold. 
Italic When clicked, the selected content becomes italicized. 
Underline When clicked, the selected content is underlined. 
Strikethrough When clicked, a line is added through the selected content. 
Overline When clicked, the selected content is overlined. 
Subscript When clicked, the selected content changes to the subscript style. 
Superscript When clicked, the selected content changes to superscript style. 
Small caps When clicked, the selection is set to lower case. 

3.2.4. Toolbar of Insert 
In Insert part, it is supported to insert the structure and tags of components into the article’s main text, 

appendix, and other specific structures. The relevant content is shown in the table. 
Operation Steps:  
Place the cursor at the relevant position and click the corresponding icon to insert the appropriate tag structure.  

 
Figure 41. Toolbar of Insert. 
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Table 3. Toolbar of Insert 

Keys Description 
Graphic Insert Graphic 
Inline graphic Insert Inline graphic 
Figure/Scheme/Chart/Graph Insert Figure/Scheme/Chart/Graph 
Figure/Scheme/Chart/Graph Citation Insert Figure/Scheme/Chart/Graph Citation 
Table/Table Citation Insert Table/Table Citation 
Listing Insert Listing 
Algorithm Insert Algorithm 
Box/Box Citation Insert Box/Box Citation 
Unicode Insert Unicode 
Inline MathML Insert Inline MathML 
Block MathML Insert Block MathML 
MathML Citation Insert MathML Citation 
Statement Insert Statement 
Question Insert Question 
Email Add a Email 
Link Add a Link 
Title Note Citation Insert Title Note Citation 
Footnote Citation Insert Footnote Citation 
Section Citation Insert Section Citation 
Supplementary Material Citation Insert Supplementary Material Citation 
Appendix Options Insert various Appendix Citation 
Others Insert Disp Quote/Poetry/Speech 

3.2.5. Table Editor 
On the OP platform, there are many structures similar to tables, such as Table, Algorithm, Listing, as well 

as Array in the Glossary and Short Biography of Authors. The OP platform supports adjustments to the rows 
and columns of these structures, merging and splitting cells, as well as adjustments to cell background color, 
cell borders, and the formatting of cell content. 
Operation Steps: 
Place the cursor within a cell of the table structure, then click “Edit Table” and select the desired operation to 
see the corresponding effect appear in HTML. 

 
Figure 42. Table Editor. 

Table 4. Table Editor. 

Keys Description 
Delete Table Detele Table structure, such as listing and Algorithm 
Add Column Before Add Column Before 
Add Column After Add Column After 
Delete Column Delete Column 
Add Row Above Add Row Above 
Add Row Below Add Row Below 
Delete Row Delete Row 
Merge Cells Merge multiple cells into one. 
Split Cells Split one cell into multiple cells. 
Insert space Insert a space in the cell, presented in the form of Unicode. 
Cell Align: Left Cell Align: Left 
Cell Align: Center Cell Align: Center 
Cell Align: Right Cell Align: Right 
Cell Valign: Top Cell Valign: Top 
Cell Valign: Middle Cell Valign: Middle 
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Cell Valign: Bottom Cell Valign: Bottom 
Break Force a line break for the content in the cell. 
Background Set the background color for the cell. 
Border Set the style and color for the border. 

3.2.6. Formula Editor 
To accommodate the processing of manuscripts with numerous mathematical formulas, the OP project 

team developed a Formula Editor based on the MathML tag rules outlined in the XML guide. This editor 
supports the insertion, deletion, and editing of MathML. The insertion of MathML has already been mentioned 
in the Components Editor. 

By inserting Inline MathML and Block MathML, a default mathematical formula can be inserted, which 
can then be edited or modified directly on the default formula, or modifications can be made directly to an 
existing formula. 

Clicking on the content of the formula will bring up the formula editor’s keyboard, allowing you to modify 
the MathML using the keyboard. 

 
Figure 43. MathML Insert. 

 
Figure 44. MathML display. 

The formula editor is divided into several sections from left to right: Numbers, Functions, Operators, 
Roman Letters, Greek Letters, and Formatting. 
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 You can complete the editing of numerical values in the Numbers section of the formula editor. 

 
Figure 45. Formula editor-numeric. 

 You can select the necessary functions for the formula in the Functions section. 

 
Figure 46. Formula editor-functions. 

 You can select the required operators for the formula in the Operators section. 

 Figure 47. Formula editor-operator. 

 You can select letters to form variables in the Roman Letters section. If variables require Greek letters, 
select them in the Greek Letters section. 

 
Figure 48. Formula editor-Roman letters. 
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 You can adjust the style of the formula in the Formatting section. 

 
Figure 49. Formula editor-different style of symbol. 

 If you have special typesetting requirements for some symbols, you can select the symbols you need by 
long pressing the keyboard 

 
Figure 50. Formula editor-Greek letters. 

 Using the formula editor, you can freely combine the desired content of the formula. 

3.2.7. Reference Editor 
1. Intelligent recognition of references 

When a document is added or modified, the OP platform supports the direct copy and analysis of a single 
document that has been typeset into the corresponding label, and shows the specific typeset rules: 
Operation Steps: 
a. Click “add above”, “add below”, or “edit” to add a reference. 

 
Figure 51. Intelligent recognition of references. 

b. Enter the reference editing box, where there is an “Auto Parse” button at the top. 
c. Click this button to bring up the input box for “Auto Parse Reference”. 
d. Paste the reference into the input box and click “Parse”. 
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Figure 52. Intelligent recognition of references. 

e. The reference can be directly parsed into the corresponding fields. 
f. Click “done” at the end of the reference input box to save the newly added or modified reference. 

 
Figure 53. Intelligent recognition of references. 

2. Jump of reference 
The OP platform supports linking references in the reference list to specific locations in the document, and 

citations in other parts of the article, outside the reference list, will also update according to the subsequent 
reference numbering. 
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E.g., Move reference 1 to after reference 5. 
Operation Steps: 
a. Click “more” next to the reference, then select “Reference arrangement” and “jump”. 

 
Figure 54. Reference jump. 

b. Click on the fifth reference or enter “5” in the filter and click on the corresponding reference. 
c. After clicking “done”, reference 1 will jump to after reference 5 in the reference list, and the numbering of the 
references in the main text or other structures will also be updated accordingly. 

 
Figure 55. Reference jump. 

The order of citations in the main text will also change accordingly 

 
Figure 56. Reference jump. 

3. Swap of reference 
The OP platform supports swapping references in the reference list in pairs, and the citation numbers in 

the article will also change accordingly. 
Operation Steps: 
a. Click “more” next to the reference, then select “Reference arrangement” and “swap”. 
b. Click on the fifth reference or enter “5” in the filter and click on the corresponding reference. 
c. References 1 and 5 will swap positions in the reference list, and the corresponding changes will also occur in 
the main text. 
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Figure 57. Reference swap. 

 
Figure 58. Reference swap. 

 
Figure 59. Reference swap. 
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4. The deletion of reference 
a. Delete a single reference: 
OP supports the deletion of references in the reference list, automatically resetting the reference numbering in 
the subsequent text and synchronously updating the citations in the main text. 
E.g., Delete reference number 5 
Operation Steps: 
Directly delete reference number 5 from the reference list, and the citation order in the main text will be updated 
synchronously. 

 

 
Result: 

 
Figure 60. Delete a single reference. 
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b. Delete duplicate references: 
OP supports one-click deletion of redundant reference, and updates the references in the article for deleted 

literature. 
E.g., reference 5 and reference 2and 8 are Duplicate references, delete duplicate reference 5 and 8. 
Operation Steps: 
a. First, identify the duplicate reference numbers that need to be deleted. 
b. Click the “Deduplicate References” button. 

 
c. Select a reference that you want to keep and select one or more references that you want to delete. 
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d. Click “Done.” 
Results: 
1. Reference 5 and 8 has been deleted, while Reference 2 remains. 
2. The citation for Reference 5 and 8 in the main text has been replaced with the citation for Reference 2. 
3. The numbering of all references has been updated. 

 

 
Figure 61. Delete duplicate references. 

5. References Order Check 
For the author’s side, we support one-click checking of the order of the references. You can click the 

“Reference Order Check” button to check the order of the references. If there are any errors, the system will 
give you a prompt. 

 
Figure 62. References Order Check. 
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4. The Workflow of the Manuscript 

4.1. Author Proofreading 
When the MDPI editor completes the proofreading of the manuscript on the OP platform, they will send 
the author an email as shown in the figure. The author can access the OP platform for proofreading through the 
link in the email. 

 
Figure 63. Email for the authors to do proofreading. 

Click the link to enter SuSy, and then click on the OP entry in SuSy to access OP. 

 
Figure 64. OP Entry. 

After entering the OP platform, you can preview the manuscript and review all comments from MDPI editors. 
Once all comments have been fully addressed, click the ‘Complete’ button to return the manuscript to MDPI 
for further processing. 
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Figure 65. Complete with not replied comment. 

 
Figure 66. Complete and reply to all comments. 

After the authors have completed the proofreading process, you will receive an email notifying you of the 
completion of the proofreading process, along with an optional questionnaire. 
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Figure 67. Proofreading Completion Notification. 

If the manuscript has been reviewed by MDPI and there are no areas that require further confirmation or 
modification, it will proceed as normal. However, if there are parts that need to be revised or confirmed again, 
the author will receive an email and will need to re-enter the OP platform to make the necessary changes. 
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