Manuscript Submission Process at Foundation University Medical Journal

Step 1: Before making a submission, corresponding author needs to 'Register’ first with the
FUMJ. If the author is already registered, then simply 'Login’' via username and password.
Authors are strongly advised to go through the 'Submission Preparation Checklist' before
making a submission.
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Submission Preparation Checklist For Librarians

As part of the submission process, authors are required to check off their submission's compliance with all of the following items,
and submissions may be returned to authors that do not adhere to these guidelines.

The submission has not been previously published, nor is it before another journal for consideration (or an explanation has
been provided in Comments to the Editor).

" The submission file is in OpenOffice, Microsoft Word, or RTF document file format.



Step 2: Click on new submission.
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Step 3: Select category of article, Check all boxes in the Submission Requirements, Write any
Comments for the Editor, Check all boxes in corresponding contact, Save and Continue to the
next step
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Section

Articles must be submitted fo one of the journal's sections. *
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You must read and acknowledge that you've completed the requirements below before proceeding.

[0 The submission has not been previously published, nor is it before another journal for consideration (or an explanation has been provided in
Comments to the Editor).

[0 The submission file is in OpenOffice, Microsoft Word, or RTF document file format.

[0 Where available, URLs for the references have been provided,

[0 The text is single-spaced; uses a 12-point font; employs italics, rather than underlining (except with URL addresses); and all illustrations, figures, and
tables are placed within the text at the appropriate points, rather than at the end.

[ The text adheres to the stylistic and bibliographic requirements outlined in the Author Guidelines.
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Corresponding Contact *

[ Yes, | would like to be contacted about this submission.

[0 VYes, | agree to have my data collected and stored according to the privacy statement.

Save and continue J Cancel




Step 4: Click on Add/Upload File and start uploading the Article Components (Cover Letter,
Ethical/IRB Approval, Authorship and Conflict of Interest Form, Plagiarism Report, Title Page,
Main Text, and Others) from what kind of file is this? window. Click on Continue to review the
details of the uploaded file then Continue again to complete the upload submission process.
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Files Add File

Upload any files the editorial team will need to evaluate your submission. Upload File

Save and continue  Cancel
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Files Add File

@ .docx Edit Remove

I A What kind of file is this? Article Text Other I

Save and continue  Cancel

Edit Format FUSH.docx

What kind of file is this?

I Choose the option that best describes this file. I

O Article Text

O Research Instrument
O Research Materials
O Research Results

O Transcripts

(O Data Analysis

O Data Set

O Source Texts

O Other




Step 5: After the necessary files are uploaded, it will appear on the Submission Files list. Once
this step is completed, Click Save and Continue to move on the Next Step in the submission.
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Step 6: Enter your Article Metadata; Leave the Prefix Box Blank, Write Title of your Manuscript,
Leave the Subtitle Box Blank, Add Abstract of your Article (Structured Abstract for Original
Article). Add all the Contributors (Authors) by clicking on the Add Contributor and mark
Corresponding Author as Primary Contact. You will be able to change the order of authorship
once all authors/contributors have been added. Add MeSH Keywords (mandatory) and Click Save
and Continue to the next step.
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Prefix Title *

Leave this blank Write title of your manuscript

Examples: A, The

Subtitle

Leave this blank

Abstract *
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Write structured abstract for priginal article

List of Contributors Add Contributor

Name E-mail Role Primary Contact In Browse Lists

» Dr ! Auther 1 4

Additional Refinements
Keywords

Add additional information for your submission. Press ‘enter’ after each term.

Write MeSH keywords

Save and continue J§Cancel




Step 7: Click Finish Submission and submit your article to the FUMJ.
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Your submission has been uploaded and is ready to be sent. You may go back to review and adjust any of the information you have entered before

continuing. When you are ready, click "Finish Submission”,

Finish Submission J| Cancel

Step 8: Congratulations! Your online submission is complete and will be confirmed to you (a)
this on-screen message, and (b) submission acknowledgement on your registered email
address with a link to your dashboard for further correspondence. You may now (a) review the
submission, and/or (b) create a new submission, and/or proceed to your dashboard.
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Submission complete

Thank you for your interest in publishing with Foundation University Medical Journal.
What Happens Next?

The journal has been notified of your submission, and you've been emailed a confirmation for your records. Once the editor has

reviewed the submission, they will contact you.

For now, you can:

+ Review this submission

+ Create a new submission

* Return to your dashboard v




