
OMS I-II Scholarly Activity Form
Guide to Submittable Platform



Accessing Scholarly Activity Forms 
in Submittable

• When submitting forms in 
Submittable, please use either 
Microsoft Edge or Google Chrome. 
Submittable is not compatible 
with Safari on Apple devices 
(iPhone, iPad, Mac)

• The OMS I-II link will take you to the 
scholarly activity form guidelines. 

• DCOM OMS I-II Scholarly 
Activity Form

https://lincolnmemorialuniversitydcom.submittable.com/submit/349486/dcom-scholarly-activity-and-research-form-oms-i-ii
https://lincolnmemorialuniversitydcom.submittable.com/submit/349486/dcom-scholarly-activity-and-research-form-oms-i-ii
https://lincolnmemorialuniversitydcom.submittable.com/submit/349486/dcom-scholarly-activity-and-research-form-oms-i-ii
https://lincolnmemorialuniversitydcom.submittable.com/submit/349486/dcom-scholarly-activity-and-research-form-oms-i-ii
https://lincolnmemorialuniversitydcom.submittable.com/submit/349486/dcom-scholarly-activity-and-research-form-oms-i-ii


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



Scholarly Activity Affirmation:

After creating your account – 
• Please read the scholarly activity 

affirmation and check the boxes 
that you have read and understood 
the policy.

• You will then be able to start your 
submission



Mentor Approval Verification
• When completing your scholarly activity form, 

you will now send a request to your 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, you must include your 

name and study title

• Send the request to your mentor
• You can send the request and then 

continue completing the scholarly 
activity form.



Uploading CITI Training and submitting the 
form

• Please upload your CITI training 
• Word or PDF documents will be 

accepted ONLY

• If you have completed all information and 
have uploaded your CITI Training certificate, 
please click the Submit button

• If you need to complete CITI Training or make 
any edits, you can click Save Draft to save 
your work and come back to complete the 
form and then submit it.



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”



Scholarly Activity Form Edits:
• Submittable allows students to make edits to their submitted forms.
• After the form is reviewed, if any corrections need to be made, Ms. 

McCoy will open your form for edits and send you a notification that you 
need to make some corrections



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



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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