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I. ACCEPTANCE / REJECTION OF INVITATION TO REVIEW   

 

 

In order to proceed with the review, after logging into the 

system (and selecting the context of the Work Operator 

in the case of having another context, eg Author), select 

the task from the list Invitation to review from the 

Information Panel. 

 

 

 

For the selected task, select the details button to 

enter the invitation for review details.  
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 The basic information about the 

manuscript for the review is displayed 

in the form of tabs. In order to read all 

the information, go to the next tabs.  

IMPORTANT 

At the invitation stage, the Reviewer 

has no access to the content files and 

other details of the manuscript 

attached by the author.  

 

 On the basis of available information 

about the manuscript, the Reviewer 

decides whether to accept or reject 

the review task.  

 

FINISHING THE TASK 

After selecting the appropriate 

decision, select Save form and finish 

the task to proceed to the full review 

of the manuscript. 
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II. CONDUCTING MANUSCRIPT REVIEW 
 

  

In order to proceed with the review, 

after logging into the system (and 

selecting the context of the Work 

Operator if you also have another 

context, eg Author), select the task 

Manuscript review from the 

Information Panel level. 

 

 

 

 

 

For the selected task, select the 

details button to go to the task 

details and view the manuscript 

for review.  
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1. Access to attached files with the content of the manuscript. 

 

 

In order to get acquainted with the 

full contents of the manuscript and 

all materials of the Author you 

should proceed the following steps:  

1. go to the Manuscript details 

tab,  

2. then to the Attached files tab.  

 

Files attached by the author, as well 

as materials verified by the Editors, 

can be downloaded collectively via 

the download all or one by one. 
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2. Conducting a review of the manuscript 

 In the Manuscript Content tab, manuscript can be reviewed on-line without downloading and attaching additional files with work to the system by 

entering comments on selected paragraphs of the manuscript. The window shows only the main body of the manuscript, no attachments - tables, charts, 

figures, etc. 

IMPORTANT 

The content of the manuscript for 

online review is visible to the 

Reviewer only if the editors have 

made such a decision in the course 

of earlier work on the manuscript. 

 

1. To enter a comment in the 

paragraph, select the "+" symbol next to the 

selected paragraph. 

2. An additional window will be displayed to enter the 

comment. 

3. The comment should be entered in the Content of 

review" field. The second tab also provides preview of 

the reviewed paragraph content.   

4. In order to save the comment, select Confirm as part of 

the full review of the manuscript. 
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The content of the entered comments is displayed under each of the paragraphs to which comments have been added by the Reviewer. 
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In the Review of the manuscript tab, a questionnaire is available with questions selected by the editorial staff of the journal. Depending on the type of 

question, answer should be given on a scale from 1-5 or by choosing the answer from the drop down list. For each question in the review questionnaire, 

the Reviewer may add an individual comment explaining the grade or answer chosen. 

 

 

 

 

 

 

 

 

 

 

 

 

If the review was made on files with manuscript downloaded from the system, then the corrected files with the article or any other files in which the 

review is located should be included in the section Reviewer files by selecting them from the computer disk.   
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After completing the review - questionnaire / attaching files / on-line review – a mandatory final comment should be entered with a summary of the 

review made and one of the available decisions should be selected in order to finish the review.  

To enter the final comment, select Enter comment. 

IMPORTANT 

The final comment is visible to the 

author of the work, in the form in 

which he was typed by the 

Reviewer. Editors can not edit it.  

The reviewer also has the option of 

adding a private comment, visible 

only to the editors of the journal. 

 

 

 The last stage of the review is to 

chose the decision, which is a 

recommendation for the Editor.  

The final decision is made by the 

editors of the journal. 

 

 

FINISHING THE REVIEW 

After reviewing and chosing the appropriate decision, select Save form and finish the task 


