
This handbook contains the essential information you need to understand and 
complete the academic/scientific manuscript submission process. It also 
provides guidance on how to upload manuscripts (submissions) to our website 
and register as an author.

I. Text Types 

The Innovación Universitaria Journal (RIU) accepts various types of texts, such as original articles 

(research papers and review articles), scientific essays, literature reviews, clinical case reports, 

systematizations of experiences, and essays or opinion pieces, as long as they conform to the 

IMRaD structure (Introduction, Methodology, Results , and Discussion). Innovación Universitaria 

has three sections: (1) Editorial, (2) Artículos , and (3) Intercambio, and each section publishes 

different kinds of manuscripts.

Note that all manuscripts will be subject to a peer review process; only those published in the 

"Editorial" section will not be evaluated using this system. Instead, the editorial board will conduct 

a preliminary review to assess their suitability. A more thorough explanation of the journal's text 

types can be found below.

Opinion pieces or essays are understood as brief prose compositions that expose a writer's 

personal interpretation of a subject and present ideas in a systematic and critical way. They are a 

type of text that requires the development of prior competencies as well as previous research. 

They also involve the collation and evaluation of sources and are expected to contain an 

innovative element, a contribution.

In RIU, a research paper is a document written for a specialized audience; it is the result of 

previously completed scientific research and has not been published before. A review article is 

regarded as a thorough, critical, and in-depth study that integrates and collects the most 

pertinent data on a particular subject from a unified viewpoint. Its ultimate purpose is to review 

the published literature and present it within a specific perspective.

Scientific essays, on the other hand, are written documents that present the findings of 

previously conducted research; however, they do so by drawing on primary sources as well as the 

author's critical, interpretive, and analytical perspective on a certain topic.
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A literature review is defined as a brief critical evaluation of a particular book, chapter, or article of 

interest to the academic community. It should include the following: information about the text or 

fact sheet, a presentation of the reviewed work, a commented synthesis of the work, a critical 

analysis, and a conclusion.

A clinical case report is a concise and accurate biomedical article that details the clinical 

experience of an unexpected or anecdotal case. It emphasizes the significance of its 

communication and is structured in a methodical and orderly fashion. It should also consider 

other aspects, such as the treatment given to the images accompanying the text. For instance, 

medical images showing the patient's face can be included only if they provide relevant clinical 

information. However, a patient must agree to share their clinical image; it must be voluntary, and 

the patient should have adequate information about the benefits and risks of sharing the content. 

Patient anonymity should not be compromised in any way, and authors must comply with the 

ethical principles established for clinical cases (e.g., obtain prior consent from the patient or family 

members, avoid using medical record numbers or codes, and avoid mentioning the names of 

patients or the healthcare centers from which the information was obtained).

The systematization of experiences is a document that gathers a critical interpretation of one or 

several experiences through the application of a methodological approach; this allows for the 

rearrangement and reconstruction of the experiences, resulting in a description of the logic 

Section Description

Editorial 

(non peer-reviewed)

Includes an opinion article written by RIU's editor-in-chief and/or 

a guest editor (or by order of the Editorial Board or for special 

editions, for example). It also includes any opinion article that 

presents viewpoints, judgments, or takes a position on issues 

related to scientific or academic activity, as well as on national 

and international matters .

Artículos originales 

(peer-reviewed)

The manuscripts submitted in this section must result from 

research based on the scientific method. Original research 

papers, review articles, scientific essays, literature reviews, and 

clinical case reports-actual cases that can be used as case 

studies or references for best practices-all fall under this 

category.

Intercambio

(peer-reviewed)

This section comprises manuscripts that provide a 

methodological approach to structure and impart meaning to 

lived experiences by gathering data, analyzing it, and developing 

lessons learned to produce deeper knowledge that can be 

applied to comparable circumstances. The systematization of 

experiences is addressed in this section.



behind the process, the factors that have intervened in it, and how these experiences relate to 

each other , as well as the justification for having done it that way. In other words, the 

systematization of experiences seeks to understand, draw lessons, and critically communicate 

what has been learned from related experiences.

II. Manuscript Formatting and Style 

Editorial 

In this section, the journal's editor (or the guest editor) presents the issue and its content . Essays 

and opinion pieces are also included; these should be submitted as Word documents without 

tables, pictures, or other graphic components, and it is recommended to adhere to the IMRaD 

structure, which includes the main idea and arguments. Due to the nature of the editorials, the 

texts published in this section will not be subject to arbitration.

Artículos originales 

This section comprises several types of texts, such as research papers, review articles, scientific 

essays, literature reviews, and clinical case reports. All manuscripts submitted to this section will 

be peer-reviewed.

The content of manuscripts must be submitted in two separate files in an editable format, ideally 

a Word document. One file should contain the article's complete text , and the other should 

include the author's personal information, such as full name, academic degree, affiliation, country, 

institutional or personal email, ORCID code (if available), and phone number. Submissions for this 

section must adhere to the general formatting requirements listed below:

Minimum Requirements for All Manuscripts

All manuscripts, regardless of their text type, must be original and unpublished. They should not contain 

plagiarism, self-plagiarism, or fragmentation, nor should they have been previously published or submitted to 

another medium for publication in print or electronic form, nor are they under consideration for publication in any 

other medium.

Fonts: Calibri or Arial 
Font Size 12 pts.
Spacing 1.5 pts.
Top and bottom margins 2.5 cm.
Left and right margins 2.5 cm.

Use the IMRaD structure (required). 
The file should be submitted in OpenOffice, Microsoft Word , or a compatible format. 
The maximum word count should be between 8,000 and 10,000, including any necessary 
annexes, tables, figures, and references. 
It should be written in Calibri or Arial font, 12 pt size. 
All margins (top, bottom, right , and left) should be set to 2.5 cm , with 1.5 pt spacing. 



The image below displays the components that must be included in both research papers and 

review articles.

The title should be in Spanish and English (centered and bold). 
The abstract should have a maximum of 250 words , written in a single paragraph , and 
should include 5 keywords in both Spanish and English (the use of thesauri, such as UNESCO, 
is recommended). The abstract should indicate the objective of the research, the main 
theoretical and methodological aspects, as well as the most relevant results and conclusions.
The first version of the submission should omit the author's personal data or any other 
information appearing in the text and in the metadata of the file that could compromise 
anonymity. A cover sheet should be attached indicating the names of the authors, their 
institutional affiliation , and email addresses.
Attach a PDF file of the declaration of originality and transfer of rights, signed by all authors , 
to the original document.
Following publication approval, the final version of the article must show the full names , 
email addresses , and institutional affiliations of the authors along with the full name of the 
institution (for example, International University of the Americas, rather than UIA). (See the 
template for article submission, available for download on the journal's webpage, or send an 
email to request it at revistainnovacionu@uia.ac.cr).

mailto:revistainnovacionu@uia.ac.cr


Scientific essays should include a statement of interests and an argument. On the other hand, 

for review articles, it is advisable that the following components be included: a technical data 

sheet or identification information about the work, a presentation of the reviewed work, an 

annotated summary of the work, and a critical analysis. Clinical case reports should include the 

case presentation and ethical considerations (e.g., informed consent).

Intercambio 

This section includes the systematization of experiences. Manuscripts submitted in this section 

must follow the IMRaD structure (Introduction, Method/Methodology, Results, and Discussion) 

and will also undergo a refereeing process. Texts should be submitted in an editable document 

format, preferably as a Word document containing only the content of the article. The authors' full 

names, affiliations, countries, institutional or personal email addresses, and phone numbers 

should all be included in a separate document. The systematization of experiences must also 

comply with the general formatting characteristics described in the previous section.

In addition to what the IMRyD structure requires, it is advisable that you include a description of 

the context, the goal of the systematization , the object-experience that needs to be systematized, 

the axes of the systematization , an analysis of the experience, and the lessons learned when 

systematizing experiences.

Important!

You can find an article submission template on the RIU website under the Submissions tab, 
which outlines how manuscripts should be submitted in their final form (following the peer 
review process). To submit your work, keep in mind that you need to send it in two documents: 
one containing only the article's text and another with your contact details, affiliation, and 
personal information.

III. Referencing and Citation Styles 

All manuscripts should adhere to the guidelines for referencing and citation style set forth in the 

APA Manual (7th edition) . Below are a few examples taken from this manual for illustrative 

purposes. For a more thorough explanation, please review the 7th edition of the APA Manual. 

In-Text Citations and Paraphrasing

For short quotations (fewer than 40 words), simply add quotation marks around the words and 

incorporate the quote into your own text; it should be enclosed in quotation marks and inserted 

into your writing. No additional formatting is needed. Do not insert an ellipsis at the beginning or 

end of a quotation unless the original source includes an ellipsis.

Example of a short quotation with narrative: 

https://revistas.uia.ac.cr/index.php/innovacionu/about/submissions
https://apastyle.apa.org/style-grammar-guidelines


Block quotations (for quotes that are 40 words or longer) should be formatted as a freestanding 

block of text, indented 0.5 inches from the left margin, without quotation marks or italics. The 

citation information, including the author's last name, year of publication, and page number, 

should be placed in parentheses after the punctuation at the end of the quote.

When paraphrasing a quotation, you restate the original idea in your own words while 

preserving the original meaning. The use of quotation marks is not necessary; however, you must 

   
In his analysis of social behavior, Giddens (2013) notes that "structure is both
the medium and the outcome of the practices it recursively organizes" (p. 25). 

Here is an example of a brief quote enclosed in parenthesis: 

Example of block quotation with parentheses (parenthetical citations)

Example of block quotation with narrative (narrative citations)



include an in-text citation with the author's last name and the year of publication. Moreover, write 

the text in a narrative style that highlights your interpretation.

References

Include every source you cite in the manuscript in the reference list, and ensure that you cite 

every entry in the reference list within the text. Do not include certain types of works in the 

reference list, such as general mentions of complete web pages, entire periodicals, and personal 

communications like emails, phone calls, or text messages; cite these only in the text. You can 

present and discuss sentences or messages from research interviewees in the text, while the 

source of a dedication typically appears in the reference list only if the work is a book or scholarly 

journal.

Each entry in a reference list should include the four basic elements of a reference: author, date, 

title, and source. 

Examples of a whole authored book

Example of a reference with multiple authors (up to 20 authors). 

Examples of paraphrased quotations with author-date method

Social structures emerge from individual behaviors and, in turn, affect
those behaviors in an ongoing interplay (Giddens, 2013).

Book/Ebook References

Book References with Multiple Authors.



Example of a reference with multiple authors (more than 20 authors).

Journal Article 

Newspaper article 

Published Dissertation or Thesis References

Unpublished Dissertation or Thesis References

Periodicals 

Dissertations and Theses 



Webpage on a news website

Comment on a webpage on a news website

APA Style references most legal materials using the conventional legal citation format applicable 

across various fields; however, for additional guidance on creating these and other legal citations, 

you should refer to The Bluebook: A Uniform System of Citation (2020, p. 355). Note that legal 

conventions may differ depending on your country or region .

Examples

Online dictionary

Webpage/Website References 

Legislation and Legal Documents 

Dictionary Entry References 



Print dictionary

IV. Inclusive Language 

Innovación Universitaria allows for the reception of manuscripts in which the authors have opted to 

use inclusive language in their work, provided it is consistent throughout the manuscript. Authors 

who choose to use inclusive language in their work must ensure they apply it consistently throughout 

the manuscript, not just in selected sections, paragraphs, or sentences. Our journal will allow authors 

to decide how to use inclusive language without imposing any restrictions.

V. Evaluation Process 

The evaluation process to which all manuscripts submitted to Innovación Universitaria are subjected 

consists of three stages. First, there is an internal review stage; then, an external review stage; and 

lastly, there is the final editorial decision. Each of these stages is described below.

1st Stage - Internal Review

The editorial board, through the appropriate editor, editor-in-chief, and academic editor, will review 

compliance with the formal aspects established in the publication standards for authors and the 

relevance of the subject to the journal's scope of publication. If the manuscript does not formally 

comply with the minimum publication standards, the reviewers will return it to the authors and will 

consider it only after the authors make the requested changes, which they will communicate via 

email. 

Manuscripts submitted to the refereed sections ("Artículos originales" and "Intercambio") will proceed 

to the external double-blind peer review process only after the authors have made the requested 

changes from the first stage of the review. 

The editorial board may reject a manuscript if it does not fit the journal's subject or scope, and they 

will communicate this decision by email.

Once the formal aspects have been met and approved, the Editorial Committee will review the 

document and send it to the external evaluators, specifically for the manuscripts submitted for the 

Artículos originales and Intercambio sections. For the manuscripts submitted to the Editorial section, 

the editorial board will be responsible for making an editorial decision (3rd Stage) regarding the 

opinion articles or essays.



2nd Stage - External Review (Double-Blind Peer Review)

Once the manuscript is approved by the Editorial Board and meets the requirements described 

above, it will be assigned to specialists in the field , who will be responsible for making observations 

and sending a report with their evaluations (external arbitration/double-blind peer review).

This journal employs a double-blind peer review system. This system ensures the anonymity of 

external reviewers and authors to prevent personal, ideological, gender, or any other type of bias in the 

evaluation and scientific publication process . For this purpose , the journal maintains a database of 

expert peers, both national and international, aligned with the journal 's topics .

Likewise, the choice of external reviewers for each article will be made by the editorial board based on 

the content of each manuscript. Articles will be sent to two external reviewers. If a consensus of criteria 

is not reached, the editorial board may submit the manuscript for a third review with another external 

reviewer.

Each reviewer will have 7 to 8 calendar days to approve or reject the review request. Once the 

designation by the editorial board has been accepted and the confidentiality conditions of the 

process are acknowledged, the reviewer will have a period of three to four weeks to review the 

manuscript and send their evaluation along with the pertinent recommendations.

The results of the external evaluation will be sent to the editor via email or through the OJS platform.

3rd Stage - Editorial Decision 

At this stage, the evaluations from the external peer reviewers are received. The editorial board 

discusses the results of the evaluation and determines whether the manuscript will be accepted, 

rejected, or if they have a proposal for modification. It then communicates the decision to the authors.

In the case of accepted articles, the date of acceptance will be assigned (this will be communicated to 

the authors via email ) and will be included in the final version of the manuscript, which will be 

published in the journal.

The author will have 7 to 8 calendar days to resubmit the manuscript with the modifications and/or 

recommendations suggested by the reviewers; otherwise, this action will be interpreted as a decision 

to withdraw the application to the journal. If the text is rejected, the author will receive an email 

detailing the reasons for rejection.

VI. Instructions for Registering on the Website 

The management and publication of Innovación Universitaria are handled through the OJS platform; 

therefore, in order to submit their manuscripts, it is necessary for every author to register on our 

website. To do this, simply send an email requesting a username and password to the following 

address: revistainnovacionu@uia.ac.cr.

Once you have been assigned a username and password, you will be able to log in to your profile and 

mailto:revistainnovacionu@uia.ac.cr


upload your submission. Instructions for this process are detailed in the following section.

VII. Instructions for Uploading Articles  

To upload submissions, you must first register on our website. Once you have completed your 

registration on the platform, log in to your account and click "New Submission. "

After clicking on the "New Submission" option, the article submission module will be displayed. Here, 

you must select the language of submission, the title, and the journal section in which you wish to 

submit your manuscript. You should also read and ensure that you comply with all items on the 

checklist before checking the corresponding option. It is important to indicate your role as an author 

by checking the option in the "Submit as" section. You must also check the "Privacy Consent" option 

and finally click on the "Begin Submission" button, which appears at the bottom of your screen.

Before you start: 





The system provides five steps to properly upload submissions: (1) Details, (2) Upload Files, (3) 
Contributors, (4) For Editors, and (5) Review. Each of these steps is described below.

The first step is to enter the submission details. That is, you must provide the title, keywords, and 
abstract of your article or manuscript. Here, you are presented with two options: (1) Save for later 
and (2) Continue.

The second step is to upload the files. Here, you must provide all the necessary files to complete 
your submission. Just click on the "Add file" or "Upload file" option. Remember that if you submit 
your manuscript in our refereed section, you must upload a file containing the personal and 
contact information of the authors/collaborators of the paper , and in a separate file, only the text 
of the article. This is to maintain anonymity during the peer review process (external refereeing).



After that, the third step will be displayed, and here you will need to add the information of the 
authors and contributors of the article. You must fill in the fields marked with an asterisk. You will 
have the option to add contributors, arrange the order in which the names appear, edit the roles, 
and assign the main contact for the article. Once you have completed your changes, click the 
"Continue" button. Here, you also have the option to "Save for later."

The fourth step is to enter other details or information for the editors to manage your 
submission, such as the discipline(s) in which your manuscript falls, the language, the agencies 
that provided support for the development of your work, and the type or nature of the main 
content of the submission. You are also given a space to add additional comments for the 
editorial team in the "Comments for the Editor" section. Once you have entered the information, 
you can click "Continue. "



Once your submission is complete, it will be assigned to a member of our editorial team for review. 

Please ensure that the information you have provided is as accurate as possible.

As soon as the editor in charge allows your manuscript to proceed with the editorial flow, you will 

receive a notification. You can also confirm this by logging into the platform and reviewing your 

submissions.

The fifth step is to review and submit. Here, you should ensure that you have uploaded all the 
files and entered all the submission details, including the authors' information, and confirm that 
you have provided the required information. Once you have completed the review, you can click 
on the "Submit" button that will appear in the lower right corner of your screen.

If you have any questions or problems uploading your submission, please do not hesitate to 

write to us at revistainnovacionu@uia.ac.cr. You can also contact the primary or support 
contact of our journal.

mailto:revistainnovacionu@uia.ac.cr
https://revistas.uia.ac.cr/index.php/innovacionu/about/contact
https://revistas.uia.ac.cr/index.php/innovacionu/about/contact
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