
Faculty/Research Mentor 
Guide to Submittable Platform



Mentor Approval Verification
• When completing the scholarly activity form, 

students will now send a request to their mentor 
for approval.

• To submit the mentor approval request:
• Enter Mentor Name

• Enter Mentor Email Address

• Add a message to your mentor
• At a minimum, students must include 

their name and study title

• Send the request to the mentor



How to verify the students’ request:
• Faculty/Research Mentors will receive an 

email from Submittable

• When completing the mentor verification, 
please use either Microsoft Edge or Google 
Chrome. Submittable is not compatible with 
Safari on Apple devices (iPhone, iPad, Mac)

• To complete the request, click the “Complete 
Form” Button



Complete the Mentor Verification Form:
• After clicking the complete form button, 

you will be taken to the verification form

• If you have met with the student and 
agree to mentor them, please select your 
response

• If you select “Concerns Exist,” you will get 
a drop-down box where you can enter any 
issues or concerns you have

• When you have completed your review, 
click “Submit Form.”

• You can also use the “Save Draft” button 
to come back later to complete the 
review.



Questions or Technical Assistance with Submittable?

Please contact:
Amanda McCoy, MPH

LMU DCOM Research Coordinator
Amanda.McCoy@lmunet.edu

865-338-5752
DCOMK Office 236

mailto:Amanda.McCoy@lmunet.edu
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