
HOW TO SUBMIT A MANUSCRIPT 
 
 

1. Access the journal website as Author. 
 

2. In the homepage, click ‘LOGIN’ 
 

3. Enter your ‘Username’ and ‘Password’. Click on ‘Author Login’ 
 

 
 

 
 
 

4. In the Author’s Main Menu New Submissions box, click ‘Submit New Manuscript’ 
 

 
 
5. You may now begin entering the article title, article type, names of co-authors, abstract, 

keywords, document classification, and comments for the editorial office. (Note: The 
information that will be required by the system depends on the article type of your 
submission) 

 
 
 
 
 
 
 
 
 
 



6. In the ‘Attach File’ section, you can attach necessary files by: 
 

a. Clicking the dropdown button to select the type of ‘Item’ you want to attach.  
 
b. Click ‘Browse’ and select the targeted file from the local drives. 
  
c. When the file name of the desired file appears in the ‘File Name’ box, click 

‘Attach This File’.  
 
(NOTE: An item marked with an asterisk (*) is required to complete the submission process. The 
system will show an error message if a required item is not uploaded.) 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
                           
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
7.   When all the necessary files are attached, click ‘Next’ 
 
 
 
 
 
 
 



8. Click ‘Build PDF for my Approval’ 
 

 

 
 
 
     9.  Click on ‘Submissions Waiting for Author’s Approval’. 
 

 
 
      10. Wait for the PDF to build and click on ‘View Submission’ to review the PDF manuscript.   

 

 
      11. After reviewing the PDF manuscript, click on ‘Approve Submission’ to submit to the 
editorial office. 

 
 


