
Registering for a Submittable Account

• If you do not have an account, you will need to register for 
an account with Submittable.

• Click “Sign Up”

• You must use your LMU email 
account to sign up for Submittable

• Do not sign up with Google or 
Facebook

• After you have registered, you will be 
able to submit your scholarly activity 
form



How to track submitted forms and find draft submissions
• Click the drop-down menu on your user profile (top right 

corner)
• Click “My Submissions.”

• You can view the progress of your submitted forms and your 
drafts

• If you should need to make any edits to the submitted form, 
the DCOM Research Coordinator can open your forms for 
editing. Please email Amanda McCoy, MPH, 
amanda.mccoy@lmunet.edu

mailto:amanda.mccoy@lmunet.edu?subject=Scholarly%20Activity%20Form%20Edits


How to send messages to DCOM 
Research in Submittable:
• Go to your dashboard
• Click on the submission number of 

the form you wish to send a message 
about

• Select the messages tab

• Select “New Message”



Notifications after submission:
• After you submit your form, you will 

receive an email to verify your 
submission.

Notification of Approval:
• You will also receive an email if 

your form has been approved.

You can send messages within Submittable 
to the Research Coordinator and Research 
Directors


	OMS I-II GUIDE 3.pdf
	OMS I-II GUIDE 7.pdf
	OMS I-II GUIDE 8.pdf
	OMS I-II GUIDE 10.pdf

