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Process of Content Submission to MedEdPORTAL 
Background

OER Africa and the Association of American Medical Colleges (AAMC) have embarked on an exciting partnership to pursue collaborative activities and projects. This includes OER Africa partners submitting content and becoming peer reviewers within MedEdPORTAL (www.aamc.org/mededportal), an initiative of the AAMC. 

Why become involved with the MedEdPORTAL?

MedEdPORTAL is a free peer-reviewed publication service and repository for medical and oral health teaching materials, assessment tools, and faculty development resources. All copyright and patient privacy issues are addressed during the submission process so users around the globe can download and utilize any and all of the published resources for educational purposes without legal infringements.

Any medical or dental educator or learner may submit materials to be considered for publication in MedEdPORTAL.
How OER Africa can assist you with accessing restricted MedEdPORTAL Information 

Even though all published MedEdPORTAL resources are free and available to the general public, assessment materials team-based/problem-based learning, standardized patient cases, etc that authors do not want students to access are guarded behind a human firewall. MedEdPORTAL staff distribute special clearance resources to users only after verifying the identity of the requesting user and confirming they are educators at a health education institution. African users need to identify an individual sponsor representing an AAMC or ADEA member institution or organization for credential verification. OER Africa serves as such a sponsor for Africa academics to expedite the credential verification process. Should you wish to gain access to restricted material, please email healthoer@oerafrica.org providing us with the following information: first name, last name, institution, position/title, and telephone number: We will forward the request to colleagues at MedEdPORTAL. Once a user is cleared, they will be granted access to all special clearance items within the collection. The restricted collection can be accessed for up to one year before a re-verification is required.
Scope of Submissions and Publications 

The following content is considered for publication:

· Educational or assessment materials that are relevant to the continuum of medical and/or dental education (e.g. undergraduate, graduate, and continuing medical/dental education);

· Inter-professional educational materials as long they are applicable to medical or dental education; and

· Faculty development and professional development materials (e.g. how to give effective presentations, using audience response systems to enhance learning, successfully using visual aids in presentations, etc) that are applicable to medical and/or dental education.

This document outlines the process for submitting content to MedEdPORTAL:

Before you start – Create an account and login

To submit a resource, one needs to first create an account. http://services.aamc.org/30/mededportal/servlet/segment/mededportal/login/ 

This will allow you to submit resources and to view the various support documentation and guides available on the MedEdPORTAL website. If you are interested in becoming a peer reviewer, you will also be able to access the relevant information on this process once you login.
Step 1 – Author Submission

All submitting authors must complete their submission using the online submission form located on the MedEdPORTAL website menu bar labelled ‘Submit a Resource’. A sample submission form (pdf document) can be found in the Author Handbook that is available for download from http://services.aamc.org/30/mededportal/servlet/downloadableBinary/522/Sample_Submission_Form.pdf.pdf 

The document lists all the questions and fields found on the MedEdPORTAL web based submission form along with instructions for completing the questions. The form was developed to assist authors with compiling the necessary information prior to actually starting the MedEdPORTAL submission form online.
Step 2 - Screening

The submitted resource first undergoes a screening process for potential copyright and patient rights violations. MedEdPORTAL staff review every each and every web page, PowerPoint slide, word document, PDF file etc, to determine if there are any potential violations. If there are possible violations, MedEdPORTAL staff will document all the questionable content and send an email to the author asking him/her to address every single probable violation by providing the appropriate documentation showing he/she created the questionable content or by providing the appropriate copyright permissions and/or patient release forms. If the author did not create the questionable material or does not have the appropriate documentation, then he/she will need to either receive the appropriate permissions, remove the violations, or replace the violations with cleared copyrighted materials and/or patient materials before MedEdPORTAL staff will advance the submission to peer review.
Step 3 – Peer review

Once a resource passes screening it then enters the peer review process. During peer review, the resource is sent to two external peer reviewers who have expertise in the content area. For example, a pharmacology submission is peer reviewed by two educators in the pharmacology specialty. All reviews are sent to the MedEdPORTAL Editor who makes a final publication decision based on the comments and recommendations of the peer reviewers. The editor makes one of the following three peer review decisions:

· Accept; 

· Reject; or

· Require Revisions – all the comments from the reviewers are sent to the author with a list of items that need to be corrected or changed in the original submission resource.  The author is given the opportunity to make the changes and send back the revised resource. If the author addresses all of the items identified during the review, then the resource will be accepted and sent to publication. 

Regardless of the final publication decision, the editor compiles all comments from the peer reviewers and sends them to the authors for their review and records. All reviews are anonymous, so the author does not know who reviewed his/her submission.
Step 4 – Catalogue and Format
Once a resource passes peer review, it is then passed to the MedEdPORTAL publishing team who index and standardize all the keywords and disciplines using the National Library of Medicine (NLM) Medical Subject Headings (MeSH). The publishing team also formats the publication and prepares it for final publication.
Step 5 – Publish
Once the resource is catalogued and formatted, it is then published and becomes searchable on the MedEdPORTAL Web site. The entire process for a submission that requires little to no changes during the screening or peer review process typically takes less than 2 months to go from submission to publication.  However, for those resources with numerous screening issues or requiring major revisions by the author during peer review, several months may be added to the process.

The process is as follows:
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Image source - MedEdPORTAL website: https://services.aamc.org/30/mededportal/servlet/segment/instructions 

Who should make the submission?
The primary/lead author must complete the submission form using his/her MedEdPORTAL user account. MedEdPORTAL does not accept submissions completed by other users on behalf of the primary authors.

Upon completing the online submission form, each co-author will automatically receive an email with a copy of the completed submission form along with a unique link to the MedEdPORTAL Submission Agreement that they must digitally sign. The submission will not be published until all co-authors sign off on the MedEdPORTAL submission agreement.
Instructor's Guide
All submissions MUST include an instructor's guide that will be disseminated with the actual resource if published. An instructor's guide is typically 1-3 pages in length and includes the following components at a minimum:

· List of all the resource files included in the submission;

· Explanation of when, how, and the order in which to use each resource file;

· The purpose/goal of the resource (including educational objectives);

· The conceptual background (why and how it was created);

· Practical implementation advice (materials needed, length of session, faculty/facilitator needs, preparation needs, etc.); 

· How has it been successfully deployed (including common pitfalls, tips for success, etc.); and

· What are the limitations of the resource and what are your ideas for improving/expanding it (adding this self-reflection component is encouraged).

For more information
For more information, please read the Author Guide, which contains information on:

· Copyright, Patient Privacy, and Intellectual Property;

· Submission form and Instructions;

· Peer-Review Process;

· Examples of successful submissions and publications; and

· Information about usage reports
Information Sources:

Information adapted from various toolkits and webpages located at  www.aamc.org/mededportal
Reynolds, R, Candler, C. MedEdPORTAL PowerPoint Presentation With Speaker Notes. MedEdPORTAL; 2009. Available from https://services.aamc.org/30/mededportal/servlet/s/segment/mededportal/find_resources/browse/?subid=7698 
