Reviewer delivers a review

Reviewer submits an evaluation

After receiving the invitation to review a manuscript, reviewers either click the link in the invitation or log
in and select the 'reviewer' role from the roles page to proceed to review.
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Clicking the reviewer role leads to the reviewer dashboard
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At the Reviewer dashboard, reviewers have an overview of their activity.

Here reviewers can update their contact, affiliation and expertise details, as well as access the
manuscripts they either have reviewed or are due to review.



Manuscripts ready to review
Manuscripts which are ready to review appear listed here.

Simply click the text to open.
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Click to continue
The box opens revealing manuscript reference number, title, authors, submission date, etc.

Click to 'Continue review'
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Journal guidelines
The journal specific guidelines for reviewers then open and should be read before continuing.

Then the reviewer should scroll to the bottom of the page...



Guidelines
....to check the box to acknowledge that the guidelines have been read.

General guidelines:

A manuscript is a confidential document. Do not cite the paper or disclose information before it has been published. Do not discuss the paper with
the author.

Your review will help us to make a decision, and provide the authors with constructive criticism for further improvement.

When ¢ ting your suggesti pk distinguish b ial and desirable revisions, and do not express them as conditions of
acceptance.

Important topics to be considered during your review are:

« Within the journal's scope.

« Importance (clinical or otherwise) of the work.

« Originality of the study.

« Appropriateness of approach or study design.

» Soundness of conclusions and interpretation.

+ Relevancy of discussion.

« Clarity of writing and soundness of organization of the paper.
« References up to date and relevant.

* Figures and tables.
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Manuscript documents
This brings the reviewer to the manuscript documents page
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The PDF review document should contain the material required for your evaluation. The original files in the submitted files section may also be
available if for example, figures need to be evaluated at a higher resolution.
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Review manuscript documents
On the documents page, the reviewer can click to view a collated PDF of the manuscript.
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After reading the manuscript....
the reviewer returns ready to enter their evaluation in the next step.

PDF review document

Files
Name Size Ext Date Type Visibility

2017-10-12

= mm_demo~1~797{7~1. HeaderPage.html 1k8 himi Header Page Visible to reviewers
10:47:28
2018-04-06

= Test Manuscript.docx 11kB docx Manuscript Visible to reviewers

otomemeat 13:45:19 goce.
s
Help topics for this page
Help topic: Review documents +

Company Support Session
ASK A QUESTION

The evaluation
On the evaluation page, comments can be made to authors/editors and journal-specific questions can
be answered.



Save and continue
A draft can be saved, or, when complete, the reviewer can click to save and continue.
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The Mark-ups page....

...allows reviewers the option to upload corrected manuscript documents.

(This feature can be turned on / off / made optional according to the individual journal)



To submit review
Next the reviewer would click 'Send.'
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Optional marked up review documents

You can optionally upload a marked-up document with corrections or track changes for the author. Remember to hide the authorship of your
document if you wish to remain anonymous.
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Add a marked-up review document for the authors
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Send

When the review is complete, it can be submitted with the click of a button!
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You have completed all sections. You can now submit your review.
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The review is sent to the editorial office and the reviewer is returned to the dashboard.
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