
How to Make Your Published Paper Open Access 

& Obtain a PubMedCentral ID (PMCID) 

 

U.S. law requires that all manuscripts accepted for publication after April 7, 2008 supported by 

federal funds must be made available (open access) 12 months after the publication date.   
 

Additionally, beginning May 21, 2012, UCSF instituted an open access paper repository policy. 

Information on how to comply with this can be found by clicking the following link: 

 

http://osc.universityofcalifornia.edu/openaccesspolicy/ucsf/ 

 

The Journal/Author Name Estimator (JANE) can help you decide which journal is the best fit for 

your manuscript. 

 

http://www.biosemantics.org/jane 

 

Some journals (e.g. J Dent Res, J Pub Health Dent, Com Dent Oral Epidemiol) start this process 

if the paper is identified as being supported by a federal grant.   

 

Check if a journal does this by clicking the links below:  

 

http://publicaccess.nih.gov/submit_process_journals.htm           

 

http://www.sherpa.ac.uk/romeo/  

 
 

If so, authors should ensure that the journal makes the article open access through the National 

Institutes of Health Manuscript System (NIHMS). 

 

Authors must also make sure to approve the open access draft from NIHMS, or the process will 

halt.  

 

Other journals (e.g. Pediatric Dentistry, Journal of Orofacial Pain) do nothing to help authors 

make their articles open access.  

 

In such cases, authors must manually log into NIHMS with a NIH eRA Commons login and 

password in order to upload the FINAL MS Word file of the paper and tables/figures (not the 

journal’s typeset version). 



Papers successfully prepared for open access after the 12 month embargo period will bear a 

PubMedCentral ID (PMCID) and say “Free PMC Article”.  

 

 

 



Please note that this is different than a PubMed ID (PMID). 

 
 

In either case, the corresponding author must approve the submitted materials and confirm that it 

was supported by federal funds (e.g. NIH) by clicking on a hyperlink sent by the journal or by 

NIHMS to verify the open access document has been properly typeset and is correct.  

 

The process consists of the following steps: 



1. Access NIHMS by clicking on the following link: 

 http://www.nihms.nih.gov/db/sub.cgi?ticket=a4b84baa9f3547589e32be78ad181d912581086a 

 

This will bring you to the following screen: 

 
2. Click on NIH & eRA Commons: 

 



This will bring you to the following screen: 

 
 

 

 

3. Log in with your eRA Commons user name and password to get to the following screen.   

If you have lost/forgotten your password, reset it here https://commons.era.nih.gov/ or call the 

eRA Commons help desk Toll-free: 866-504-9552 (M-F 4am-5pm PT) 

 
 



A. New Manuscript 

4. If you are submitting a new manuscript for the first time (i.e., if the journal that published your 

article did not do this for you), click on “Submit New Manuscript.” 

 
 

This will bring you to the following screen: 

5. Click “Continue.” However, please make sure that you have all of the information listed on 

the right-hand side of the screen: journal name, manuscript title grant number, and the MS Word 

version of your manuscript.  



6. A step-by-step guide showing how to complete the NIHMS manuscript submission process 

from this point can be found here: 

http://www.nihms.nih.gov/web-help/   

 
 

B. Already Started Manuscript 

4. If you previously submitted a manuscript or the journal that published your article submitted 

the manuscript to NIHMS for you, you will likely see something like the following screen:   

 
In this case, you simply need to approve the PDF receipt of your manuscript. 



 

5. You can check the status of manuscripts by clicking the In Process or Stalled tabs. Also any 

manuscript needing your input (e.g. approving the final draft) will be displayed below the tabs. 

 
 

A step-by-step guide of how to complete the NIHMS manuscript submission process is here: 

http://www.nihms.nih.gov/web-help/   

 
 



Please notify CANDO’s administrative assistant via e-mail (john.simpson@ucsf.edu) after a 

PMCID has been assigned to your article and copy Peter Feng (peter.feng@ucsf.edu). 

 

If you have further questions about logging into NIHMS or need assistance with a forgotten 

password, the following step-by-step guides may be helpful: 

  

Extramural Users - http://www.nihms.nih.gov/help/MYNCBI-LOG/MYNCBI-LOG-1.shtml 

Extramural PIs - http://www.nihms.nih.gov/help/ERA-LOG/ERA-LOG-1.shtml 

  

The UCSF Library provides additional information on how to upload a manuscript to NIHMS: 

https://www.library.ucsf.edu/help/scholpub/nih 


