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APPLICATION REQUIREMENTS 

1. TYPE OF PUBLICATION THAT ELIGIBLE TO APPLY FOR PROCESSING CHARGE CLAIM 

 Only journal articles indexed in WOS/SCOPUS/ERA are eligible to apply 

 Claim can only be made once per article 

 

2. MUST HAVE “UNIVERSITI TEKNOLOGI MALAYSIA” AFFILIATION 

 Application will be rejected if there is no UTM affiliation in the article. 

 

3. ARTICLE PROCESSING CHARGE (APC) PAYMENT IS THROUGH REIMBURSEMENT PROCESS 

 Invoice cannot be used because payment is made based on the specified payment limits. 

 All payments are through reimbursement process where applicants need to pay in advance 

the processing charge and then reimbursed using their research fund (B2900) 

 Make sure to have description for Publication Fee in grant proposal (approved by sponsor) 

and sufficient fund in B2900 

INDEXING DATABASE & QUARTILE PAYMENT LIMITS (RM) 

WOS – Quartile 1 
RM 5,000 

WOS – Quartile 2 

WOS – Quartile 3 

RM 2,000 

WOS – Quartile 4 

WOS – No Quartile 

SCOPUS 

ERA 

 Please refer the latest edition of the Journal Citation Reports (JCR) published by Clarivate 
Analytics. Quartile ranking used for this claim is the JCR Impact Factor ranking. Please select 
the highest ranking in JCR Category of the journal 
 

4. APPLICANTS MUST BE LISTED AS AN AUTHOR 

 The applicant's name must be listed in the author's list 

 

5. SUPPORTING DOCUMENTS THAT NEED TO BE PROVIDED 

 Abstract/Full Article 

 Proof of Article or Journal Indexing in WOS/SCOPUS/ERA 

 Acceptance Letter from Publisher 

 Resit/Bill 

 

6. CLAIM PERIOD 

 Claim must be made within 3 months after payment of APC is made 
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GUIDELINES 

HOW TO FILL OUT PAYMENT APPLICATION FORM IN RADIS 

 

1. Select Payment For from the drop down list based on the Description registered in UTMFin 

2. Select Article Processing Charge for Invoice Type 

3. Select Payment Method used to pay the processing charge to the publisher either in Cash or 

Credit Card 

4. Select No for Approval Activity Generated from RADIS 



 

4 
UPDATE DATE: 21 JANUARY 2021 

 

5. Upload Four (4) mandatory attachment as the Supporting Document: 

i. Abstract/Full Article 

ii. Proof of Article or Journal Indexing in WOS/SCOPUS/ERA 

iii. Acceptance Letter from Publisher 

iv. Resit/Bill 
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HOW TO SEARCH QUARTILE IN WEB OF SCIENCE 

 

1. Go to https://apps.webofknowledge.com 

2. Click on Journal Citation Reports 

 

3. Enter a journal name and click on Search icon 

https://apps.webofknowledge.com/
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4. Click on All Years and InCites Journal Citation Reports page will be displayed on the screen as 

below. 

 



 

7 
UPDATE DATE: 21 JANUARY 2021 

 

5. Scroll down and click on Rank. 

6. Quartile in JCR Category is available at JCR Impact Factor section. 

 

7. Please choose the highest quartile (Q1>Q2>Q3>Q4) between the JCR Categories. 

Note: Article is categorized as No Quartile if journal does not have JCR Impact Factor 

information 
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EXAMPLES OF SUPPORTING DOCUMENTS 

1. Abstract/Full Article 

 Applicant’s name must be listed in the author’s list 

 Must have “Universiti Teknologi Malaysia” affiliation 

Example of Article with Applicant’s Name and “UTM” Affiliation 
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2. Proof of Article or Journal Indexing in WOS/SCOPUS/ERA 

Example of Proof of Article Indexing in SCOPUS 
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Example of Proof of Journal Indexing in WOS 
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3. Acceptance Letter from Publisher 

Example of Acceptance Letter from Publisher 

 
 

 

 


