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GUIDE FOR ONLINE SUBMISSION OF A MANUSCRIPT
STEP 1: LOGGING IN THE ONLINE SYSTEM

» If you are not yet a User:
You need to register as a "User" before logging in the Online system.

» Ifyou are already a User: (Figure 1)
Click “Login” in the upper right hand corner;

Enter “Username” and “Password” into the corresponding boxes;
Click “Login”.
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Figure 1. Logging in the Online system
» If you forget your Password: (Figure 2)
Click “Forgot your password?”;
Enter your e-mail address used to register as a User in the box “Registered user’s email”;
Click “Reset Password”;
A new Password will be generated and automatically sent to your e-mail address;

Note: Check the “Spam box” because the automatically sent messages may be located
here; you may need to click the link and the box “Report not spam” in your e-mail;

Use this “New Password” to log in the Online system.
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Figure 2. Retrieving “Password” to log in the Online system
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» Change Password: (Figure 3)

After logging in, you can change your Password (Figure 3).

Change Password

Figure 3. Changing “Password” to log in the Online system

STEP 2: SUBMISSION OF MANUSCRIPT
After logging in the Online system, click ""New Submission™ to proceed with the following
steps.
2.1. Start
» Submission Requirements
Read the requirements carefully and click all the boxes (Figure 4).
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Figure 4. Selecting “Submission Requirements”

» Comments for the Editor

The Authors can write comments with information related to the manuscript and send them
to the Editors.
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If The Authors have many roles in JOMC, select role “Author” for this submission.

Click the box “Yes, I agree to have my data collected and stored according to the Policy

Statement” (Figure 5).

Comments for the Editor
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Figure 5. Making agreement on the Journal Policy Statement

2.2. Upload Submission

Figure 6. Selecting “Upload File” or “Add file” to upload a file for the manuscript

» Article Component
Select “Article Text” to upload a file for the manuscript (Figure 6).

The manuscript file is in Microsoft Word format which is prepared following the
“Template file for preparing a manuscript”’ available on the Journal website.
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Figure 7. Selecting “Article Text”
There are two options to upload files on the Online system as follows:
- The first option: Click “Upload File”;

- The second option: Drag the manuscript file, put the cursor within the dash-rimmed
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rectangle and then release it (Drag and drop a file here to begin upload).

Uploaded files can be changed by clicking “Remove” and select other files.
Click “Save and Continue”.
Enter Metadata

> Prefix
No need to type.
> Title
Click “Title”, Type the title for manuscripts written in English (Figure 8).
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Figure 8. Entering the manuscript title.
> Subtitle
No need to type.
» Abstract

Click “Abstract”, type the abstract for manuscripts written in English;
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Figure 9. Filling in the box “Abstract” for manuscripts written in Vietnamese
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>

>

Keywords

Click “Keywords”, type the keywords for manuscripts written in English;
List of Contributors

Author sending the manuscript is already on the list by default;
Enter a list of the co-Authors of the manuscript;

Click “Add Contributor”.

Name:

When the Online system is displayed in Vietnamese, the order for Vietnamese names
should be: Last, Middle and First names as shown in Figure 12; however that for
foreigners’ names should be in the opposite one: First and Last names.

Figure 10. Entering Vietnamese names when displayed in English

When the Online system is displayed in English, the order for Vietnamese names should be
opposite to that shown in Figure 13, that is: Last, Middle and First names (even though the
first and third boxes displayed in English are shown for First and Last names); and that for
foreigners’ names should be as those shown in Figure 13: First and Last names.

Contact:

Enter e-mail address.

Country:

Choose a country.

User Details:

These fields may be left blank.
Contributor's role: (Figure 14)

Select “Authors™;



Journal of Materials and Construction ISSN 2734-9438

Click “Save”.

CoNtributor's role *

C Trhnslator
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Injclude this contributor in browse lists?

* Denotes required field

Save Cancel

Figure 11. “Contributor’s role” for co-Authors in the manuscript

2.3. Confirmation
Click “Finish Submission”
Click “OK”
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1 uploaded and is ready to be sent. You may go back to review and adjust any of the information you have entered

you are ready, click "Finish Submission”.




