
NIHMS 
Tutorial: 
Submit a Manuscript



Start a new submission by 
clicking this button



Complete five sections to make a submission.

1

Provide TITLE 
information.

2

Find and associate 
all supporting 
FUNDING. 
(Optional for 
Submitters)

3

Upload FILE(S).

4

Confirm who should 
complete approval 
steps (REVIEWER) 
and set release delay 
(EMBARGO) for 
manuscript in PMC.

5

Accept 
SUBMISSION 
STATEMENT. 
(Reviewers Only)



Section 1. Title



The first time you visit the Title section, a walkthrough will guide you through your options.



If you choose the manuscript 
using any of the above options, 
the available metadata will 
automatically be entered into 
the fields on the right.



Your other option is to manually enter the title information, as shown here by the walkthrough.



Section 2. Funding



If you logged in with a 
user account that has 
funding associated (e.g., a 
grant), you may also 
select the My Funding 
button to simplify the 
search process.

As with the Title section, the first time you visit the Funding section, a walkthrough will guide 
you through your options.



Search by Award Number and/or 
Awardee Name and select applicable 
funding using the checkbox(es) to 
the left. 



Search for and select all the awards that 
supported the research. The Add button 
will display the total number of selected 
awards in parentheses.



Section 3. Files



As with the previous sections, the first time you visit the Files section, a walkthrough will guide 
you through your options.





Once uploaded, files can be moved between sections (via drag and 
drop) and re-labeled as needed. 

File upload can take a bit of time. Please wait until all uploads have 
been processed before confirming completeness, as shown on the 
next page.





Section 4. Reviewer and Release 
Delay (Embargo)



The first time you visit the Reviewer and Release Delay (Embargo) section, a walkthrough will 
guide you through your options.





Section 5. Submission Statement





Review:
ü That you retained the right to make this version publicly available in 

PubMed Central.
ü That the paper has been peer reviewed.
ü That the paper is the result of research supported by NIH or one of the 

other funding organizations that has partnered with NIH to use the 
NIHMS system.

If all this is correct, select the Agree button to complete your submission.



Once the submission is 
complete, you will be taken 
to a confirmation page. 

If you are the Reviewer, 
the next step is NIHMS 
Conversion, where the 
deposited manuscript is 
formatted for PMC. This 
step generally takes 2-3 
weeks. You will receive an 
email notification when the 
conversion is complete.

Your manuscript’s progress 
will be updated in the 
Submission Progress 
graphic as it passes through 
each step.



Check back anytime to see the status of your submission. Use the 
filters on the left to see manuscripts that need your attention, are in 
process, etc. Use the search box above to search by NIHMSID, PMID, 
or PMCID.



Additional questions?
Please contact nihms-help@ncbi.nlm.nih.gov.

mailto:nihms-help@ncbi.nlm.nih.gov

