
PHILIPPINE NORMAL UNIVERSITY 
The National Center for Teacher Education 

PUBLICATION OFFICE 
Taft Ave. cor. Ayala Blvd., Ermita, Manila | (+632) 5317 1768 loc. 530 | publications.office@pnu.edu.ph 

 

 

(All documents without the PNU QM Stamp or Control Identifier are uncontrolled) 

User Manual for Authors  

(PRISMA: Gender and Education E-Journal) 

 
Login/Sign up as author 

A. New registration 
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3. Click register located in the upper right side of the header for new author registration. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Fill out the form, then click the register button. 
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B. To Login 

1. Go to https://ejournalprisma.com/index.php/ojs/index 

2. Click Login in the upper right corner of the homepage 

 

 

 

 

 

 

 

 

 

 

3. Enter your registered username and password, then click the Login button 

Submit New Manuscript 

A. New submission 
1. Go to https://ejournalprisma.com/index.php/ojs/index 

2. Log in to your account using your registered username and password 

3. Click Submissions in the navigation bar 
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4. Click Make a new submission 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

B. Starting the Submission 

5. Enter the title of the submission 

6. Choose which section is applicable for your submission 

 

 

 

 

 

 

 

 

7. Check “Yes, my submission meets all of these requirements under the Submission 

Checklist, ensure that all items are completed before proceeding with the submission 
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8. Check “Yes, I agree to have my data collected and stored according to the privacy 

statement” in the Privacy Consent section 

 

  

 

 

9. Click Begin Submission 

 

C. Entering details 

10. Enter the title, keywords, and the abstract of your article to be submitted 

 

 

 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. Click Continue 
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D. Entering details 

12. Click Add file/Upload file 

 

 

 

 

 

 

 

 

 

 

 

13. Choose the file that you wish to submit 

14. Once the file is uploaded, choose the type of file that you uploaded (e.g. article text) 

15. Click Continue 

 

E. Entering Contributors 

16. Click Add Contributor 
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17. Fill in all the important fields 

 

18. Click Save 

19. Once you are done entering all contributors, click Continue 

F. Draft comments for the Editor 
20. Draft your cover letter to the Editors 

 

 

 

 

 



PHILIPPINE NORMAL UNIVERSITY 
The National Center for Teacher Education 

PUBLICATION OFFICE 
Taft Ave. cor. Ayala Blvd., Ermita, Manila | (+632) 5317 1768 loc. 530 | publications.office@pnu.edu.ph 

 

 

(All documents without the PNU QM Stamp or Control Identifier are uncontrolled) 

21. Click Continue 

G. Review Submission 
22. Before completing your submission, review all the information that you have entered 

23. Check “Yes, I agree to the copyright statement” in the Copyright section 

 

 

 

 

 

24. Click Submit 

25. A prompt will appear, click Submit 

 

 

 

 

To submit revised article 

1. Click Submissions in the navigations section 

2. Click view your pending submissions 

   

  

3. A new page will appear, beside the title of your article click the view button. 

4. In the pre-review discussion portion, click Add discussion 
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5. Check the boxes for all participants 

6. Input subject and add your note/message to the editors 

 

 

 

 

 

7. Click Upload File button 

 

 

8. Another window will appear, choose your article component (e.g. article text) 

 

 

 

 

 

 

9. Click the Upload File button then choose the desired file you wish to upload, then 

click Continue 

10. Enter the title of your document, then click Continue 

11. Click Complete, then click Ok 


