Applying for PMCID Numbers
Getting started

Bring up in separate tabs: 

· http://www.nihms.nih.gov/db/sub.cgi
· www.pubmed.com
· http://www.lib.washington.edu/
· www.google.com
· Username and password on hand

Steps
1) If you don’t have a pdf of the published article, use the PMID number or article title in the UW libraries search engine. Once you find the right article click on it. Under the article  information  click the tab “click for full text @UW” 

2) Step one should produce a page with the full article where you can save it as a pdf, if not search for the article using pubmed or google. You will need a pdf of the article in order to apply for the PMCID number.
· On pubmed, once you have clicked the right article there often will be one or more sources in the top right corner that offer the full text. Click one and proceed as stated above.
· If the previous two methods didn’t lead you to a free full article then resort to google and proceed as stated above. 
· If you cannot obtain the pdf for free online, contact an author for the article.
3) Once you have the article and journal info go to NIHMS webpage you already opened up and choose the appropriate login option – you will need to login to an account that is linked to the author who asked for the PMCID application because of grant information and application approval purposes. 
4) Click “Submit new manuscript”(in the left hand corner on the top of the page), on the following page click “continue” (on the bottom right hand side of page)

5) On the next page fill in the Journal (pop up appears for you to choose from if it‘s in the NIH memory bank), and manuscript title fields. 
6) Click “Grant info” to proceed.  
· In the article there is usually a section at the end entitled “acknowledgements” or “funding.” This is where the grant info will be listed. Check the corresponding grants on the list of grants on the “grant info” page on the NIHMS website. 

· If you were unable to find the grant info within the article, sometimes pubmed will have it. Bring up the abstract in pubmed and under the abstract  if  pubmed knows the info there will be a tab that includes in the title “grant support” click it and proceed as stated above.
· If  the grants listed within the manuscript aren’t on the list on the “Grant Info” page on the NIHMS site , or if none were listed then you skip this step and proceed by clicking “Upload Files”
7)  On the “Upload Files” page click the browse button by “*Manuscript Text” and upload the article PDF that you saved in step #2. 

8)  Click “Summary”. Once you have done that a pop up will appear on your screen showing you the download percentage of the article. Once it reaches 100 and the pop up closes, in the bottom left hand corner of the page you will click the button “Exit”

8)  All of the work you have done will be saved and appear on the Manuscript list page under “Manuscripts That Require Your Attention”. If need be, from here you can click the articles and do any necessary editing. 

9) Let the author who requested the PMCID number application know that they have to approve the application on NIHMS. For exceptions to this see the Special Case below.
Special Cases 
· The NIH gets some manuscripts directly from the journal. If so, at step #6 instead of there being a list of grants there will be a paragraph explaining that you don’t need to proceed if the article was published on or after the date given. If the given manuscript does meet the timeline then you proceed to grant reporting, but will not have to upload the file etc. These will not appear on the Manuscript list page under “Manuscripts That Require Your Attention” and will not need approval from the author who requested the PMCID number application.
