

Anonymizing your manuscript

[bookmark: _Hlk536344893][bookmark: _GoBack]ARTÍCULOS


Investigaciones Feministas
[image: ]ISSN: 1132-8312

http://dx.doi.org/


[bookmark: _Hlk477029428][bookmark: _Hlk71667439]Detailed Instructions for Anonymising Your Manuscript in Microsoft Word
To ensure impartiality and integrity in the double-blind peer review process, it is essential that authors remove any information that could directly or indirectly identify them. Below are the steps you must follow to properly anonymise your manuscript and any supplementary files before submitting them to the journal.

1. REMOVING IDENTIFYING INFORMATION FROM THE TEXT

a. Title page and first pages:
· Do not include author names, institutional affiliations, email addresses, ORCID IDs, acknowledgements, or dedications in the main manuscript.
· All this information should appear only in the separate title page file, which must be submitted separately.
b. References to your own work:
· When citing your previous work, refer to yourself in the third person, avoiding phrases such as “in our previous study...”.
· Correct example: “As shown in Pérez (2020)...”
· Incorrect example: “As we showed in our previous work (Pérez, 2020)...”
c. Acknowledgements and funding sources:
· Remove any mention of projects, institutions, grants, or individuals that could reveal your identity.
· If it is essential to include this information for the understanding of the text, replace it with “[information removed for blind review]”.
Example: “We acknowledge the support of [information removed for blind review].”

2. REMOVING METADATA FROM THE WORD FILE

a. Removing document properties:
1. Open the file in Word.
2. Go to File > Info > Check for Issues > Inspect Document.
3. Click on “Inspect Document”.
4. In the pop-up window, ensure that “Document Properties and Personal Information” is selected.
5. Click “Inspect”.
6. If any personal information is detected, click “Remove All”.
7. Save the file.

b. Removing comments and tracked changes:
1. Go to the Review tab.
2. If there are comments, click the arrow next to “Delete” and select “Delete All Comments in Document”.
3. If there are tracked changes, select “Accept All Changes” and then “End Review”.
4. Save the file.
c. Checking headers and footers:
· Ensure that there are no author names, institutions, or identifying information in the headers or footers.

3. ANONYMISING SUPPLEMENTARY FILES

a. Images, tables, and appendices:
· Do not include names, initials, institutional logos, or any other identifying information in images, tables, graphs, or appendices.
· If any image contains identifying information, edit it to remove it or replace it with “[information removed for blind review]”.
b. File names:
· Do not use your name or the name of your institution in file names.
· Correct example: “Figure1_results.jpg”
· Incorrect example: “Figure1_AuthorPerez.jpg”
c. Metadata in supplementary files:
· For images and PDFs, check the metadata and remove any personal information. In Windows, right-click the file, select “Properties”, then the “Details” tab. Click on “Remove Properties and Personal Information”.

4. PREPARING FILES FOR SUBMISSION

a. Anonymised manuscript:
· Save the main manuscript as “Blind_Manuscript.docx” or “Main_Text.docx”.
· Ensure that it contains no identifying information anywhere in the text or metadata.
b. Title page file:
· Prepare a separate file with the title, author names, affiliations, email addresses, acknowledgements, and funding sources.
· Save this file as “Title_Page_Authors.docx”.
c. Other files:
· All supplementary files (tables, figures, appendices) must also be anonymised and named in a neutral manner.




5. FINAL CHECK

Before submitting, carefully check:
· That there is no identifying information in the text, headers, footers, comments, metadata, or supplementary files.
· That all files are correctly named and suitable for blind review.

Important:
These instructions will help protect your anonymity and ensure transparency and fairness in the review process. Failure to follow these instructions may delay the review process or result in automatic rejection of the manuscript. If you have any doubts about how to anonymise your manuscript, please contact the journal’s editorial office before submitting.
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