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Welcome to Ubiquity Press’ management system, which provides a simple journal workflow
for completing reviews. This manual outlines the process of accepting review invitations and
completing reviews. We greatly appreciate the time taken to review for our journals.

Receiving your Review Invitation
If you are invited to review a submission, you will receive an email from the journal
containing a formal invitation, the date the review is due to be completed, and a link
with the submission URL. There are two ways you can access the review to view the
basic information and to make an initial decision either to accept or decline:

● If you already have a journal account, then you can log into this and access the
review in the “My Queue” tab of your dashboard by clicking on the “View” button.

● Alternatively, you can simply click the link contained in your invitation email.

After accessing the review, you will see the 4 tabs relating to the 4 stages of completing your
review, these are:

● Stage 1. Request
● Stage 2. Guidelines
● Stage 3. Download & Review
● Stage 4. Completion
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Stage 1. Request - Accepting or Declining your Review

1. You will begin on Stage 1. Request, where you can view the article title and abstract,
the review type (open/single blind/double blind) and the review schedule.  You can
view the list of authors and keywords by clicking on “View all Submission
Details”. Please use these to inform your decision as to whether to accept or
decline the review.

2. Please state whether you have any competing interests, if yes, please tell the
editor what these are in the box provided and also tick the box relating to data and
privacy.

3. To accept or decline the invitation to review, please click on one of the boxes at
the bottom of Stage 1. Request and this will send an automatic notification to
the editor and register your decision on the management system.
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Stage 2. Guidelines - Reviewer Guidelines

1. Once accepted, you will be taken to Stage 2. Guidelines, here you can read the
journal’s guidelines for reviewers.

2. To proceed, click “Continue to Step #3”.

Stage 3. Download & Review - Completing your Review

1. In Stage 3. Download & Review, you can see the review files and type (i.e
article text, supplementary etc.) and can download copies of these by clicking on the
title.

2. You can also bring up a box with the Reviewer Guidelines by clicking on the link
provided.

3. Once you have read the files and guidelines, you will be able to submit your
review in the spaces provided by either typing directly or by pasting into these
from another document.
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4. You can also upload any files that you would like either the editor or the author to
see, including revised versions of the review files by clicking on the box “Upload
File”.

5. You can also start Review Discussions, these are communications that will only
be visible to you and the editor and which will stay on the management system.
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6. Last, you will also need to log a recommendation by selecting one from the drop
down menu.

7. Once you have completed your review and made a recommendation, you are now
ready to submit your review by clicking on the “Submit Review” button at the
bottom of Stage 3. Download & Review.  You will then be asked to confirm your
decision by clicking ‘Ok’.
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Stage 4. Completion - Confirmation of your Submitted Review

1. Once you have successfully submitted your completed review, you will see a page
confirming this and an automatic notification will be sent to the editor.

2. You can also view any Review Discussions here that have been started
between you and the editor on this submission.

3. This page will be accessible through your account, in the My Queue tab, while the
paper is in review
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