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Chapter 8. Reviewers

Overview

The Reviewer isinvited by email to review a submission, which includesitstitle and abstract, aswell asthejournal's
URL and a username and password for the Reviewer to use to enter the journal. The journal has the option of using a
reviewer option that sends the submission as an email attachment to the Reviewer along with an invitation to review.
In this case, the Reviewer then responds by email <link>. What is described hereisthe principal method for reviewing
(and ensuring compl ete records of the process), which involves the Reviewer conducting the Review on the journal's
web site.

Review Home Page

Submissions

On logging in to the journal, you will arrive at the User Home page.
Figure 8.1. Reviewer Home

Home > User Home

User Home

Journal of Open Journal Systems

» Reviewear 1 Active

To see the submissions you need to review, click the Reviewer link, or click the"x" Activelink. Both will take you to
your active Submissions page. This page lists the submissions which you have been invited to review or are currently
in the process of reviewing. The Submissions queue also notes what round the review is, as some reviews may have
entered a second round of reviewing, following the Section Editor's decision that the submission must be "resubmitted
for review." This page also provides access to past reviews which the Reviewer has completed for the journal.

Clicking on the linked title will take you to the review process.

Figure 8.2. Active Submissions
Home = Lser > Reviewer > Active Submissions

Active Submissions

ACTIVE

TITLE

1 1223 ART A STUDY OF ELECTRONIC PUBLISHING
1-10of1Items

228



PKP | pusLiC KNOWLEDGE PROJECT

Review
You will first see asummary of the submission details.
Figure 8.3. Review Assignment

Home = User = Reviewer = £1 » Review

#1 Review

Submission To Be Reviewed

Title A study of electronic publishing
Journal Section Articles
Abstract Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod

tempor incididunt ut labore et dolore magna aligua. Ut enim ad minim veniam,
quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo
consequat, Duis aute irure dalor in reprehenderit in voluptate velit esse cillum
dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident,
sunt in culpa qui officia deserunt mollit anim id est laborum.

Submissicn Editor  5ally Jones 51

Submission VIEW METADATA
Metadata

Next, you will see the review schedule, and the associated deadline.

Figure 8.4. Review Schedule

Review Schedule

Editor's Request 2009-12-29
Your Response =

Review —
Submitted

Review Due 2010-01-26

Next, the Review processis divided into six or seven steps (depending upon the Journal Setup).
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Figure 8.5. Review Steps

Review Steps
1. Notify the submission’s editor as to whether you will undertake the review.
Response  Accepted

2. If you are going to do the review, consult Reviewer Guidelines below.

3. Click on file names to download and review (on screen or by printing) the files associated with
this submission.
Submission Manuscript 1-2-1-RV.DOCx  2009-12-28
Supplementary File(s) None

4, Declare whether or not you have competing interests with regard to this research (see
CI POL Il:":'].

Ho competing interests,

a a@E@mis| B I
| Save |

5. Click on icon to Al in the review form.
1)

=
11
il

K w5 :]

Review Form

6. In addition, you can upload files for the editor and/or author to consult,
Uploaded files None

— T

7. Select a recommendation and submit the review to complete the process. You must enter a
review or upload a file before selecting a recommendation.

Recommendation | Revisions Required [«] Submit Review To Edior |

1. You have first to indicate to the Section Editor whether they will undertake the review. The decision should be
made after reviewing the submission's Abstract and perhaps ooking at the submission, by clicking on the file name
in Step 3 (depending on the journal's policies, the file may not be available before agreeing to review it).

If you are unable to do the review, click on Unableto do the review which leadsto a standard email to the Section
Editor.

If able to do the review, click on Will do the review, which leads to a standard email to the Section Editor, and
which will indicate to Section Editor and Author that the review is underway.

2. Consult the Reviewer Guidelines, found at the bottom of the Review page. The Reviewer Guidelines have been
prepared by the Editors of the journal to ensure that your review is as helpful as possible to them and the author.
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Figure 8.6. Review Guidelines

Reviewer Guidelines

In reviewing an article for the Journal of Open Journal Systems, we are interested in your overall
opinion of the article and any comments you might wish to pass on to the author to assist him or
her in making the article publishable. The editor would appreciate at least cne paragraph indicating
why this paper makes a contribution to cur knowledge of communication. If it does not, your frank
and candid epinion of why not would be welcome.

In your review we request that you consider:

a) the potential interest of this topic to our readers: would you read this piece?

3. The Author has uploaded the submission as a file, which you can download from the journal's web site to your
computer by clicking on the file name. The Supplementary Files refer to materials the Author may have uploaded
in addition to the submission, such as data sets, research instruments, or source texts.

4. (Optional): In some cases, the journal may require you to declare whether or not you have competing interests
with the article being reviewed. If thisisthe case, this step becomes aform requesting a declaration of Competing
Interests, and all following steps change their step number accordingly.

5. Click on the Review icon and is presented with two Review text-boxes where the Review can be either entered by
hand or pasted: one for the Editor and Author, and one visible to the Editor only. The Reviewer may enter or paste
partia reviews into these boxes and click the Save button at the bottom of the form to return and make changes
later. The Reviewer may return to make such changes until arecommendation on the main Review pagesis chosen,
at which time the Review process is complete.

Please note: the Journal manager, in conjunction with the journal's Editor(s), may have created an extended custom
review form to be filled out here. More information on the custom form should be found in the Reviewer's
Guidelines. The form can be returned to and edited until a recommendation has been chosen.
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Figure 8.7. Review Form Response
Home = User = Reviewer > #1 > Review Form Response

Review Form Response

Articles Form

This review form is to be used for all submissions to the Articles section.

Rate the clarity of the writing style. *

':"-.-fer',.r Good

@ Good

& Average

@ Below Average
) Poar

| Save [QReY

* Denctes required field

6. You also havethe option, in addition to entering areview, of uploading filesfor the Section Editor and/or the Author
to see. These filesmay be an annotated version of the submission or some relevant data or other materials that will
assist Editor and/or Author. 1t will be at the Editor's discretion whether these files are shown to the Author, but you
can certainly comment on thisin the Review (Step 5).

7. You must select a Recommendation for the submission from among the following options: Accept, Revisions
Required, Resubmit for Review, Resubmit Elsewhere, Decline Submission, See Comments. When you click Submit
Review to the Editor, it leads to a prepared email to the Section Editor, and makes your recommendation, saved
Review (which is now locked) and any uploaded files avail able to the Editor.
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