
Step by Step Tutorial for Revisions 

As a revisor, you´ll get notified to start your revision process via e-mail or by checking out you 
“Submissions” dashboard. 

 

On the list My Assigned, look for the Review link. No info is provided regarding author´s details 
due to the double-blind features of the process. 

After clicking on it, you´ll access to Step 1 of the revision process , also without any info of the 
author. 

 



This are the sections you´ll find: 

 Request for Review: introductory invitation to the process. 
 Article Title  
 Abstract: The article in a nutshell. 

Scroll down and you´ll find additional info. 

 

Click on the link View All Submission Details and you´ll access to additional info, including 
metadata. 

 



Be aware that is read-only info provided only to help you bring about a more thorough  revision. 

By closing that window and scrolling down you´ll find Review Schedule with all the relevant 
deadlines for the process. 

Now you can accept or reject to be part of the process. In case of rejection, that´s the end of it, but 
if you accept, you´ll be prompted to Step 2, where you´ll get access to the Guidelines. 

 

 

Click on Continue to Step # 3. From there you can download a copy of the article to be reviewed 
and introduce your comments. First window is to introduce yours comments to the editor and the 
author, the second one is only for yours comments to the editor. 



 

Once you have read the article and finished to introduce your comments, scroll down to upload a 
reviewed copy of it (this is optional). Remember to erase any trace that could be used to identify 
yourself if you decide to go forward with the upload. 

 

After that, it´s time for you to make your recommendation by using the drop-down menu. 

This are your options: 

 Accept Submission: In case you agree to go forward as it is. 



 More Review Required: Minor changes are in order that can be made by the editor. 
 Re-send to review again: It requires that the author introduce major corrections and 

changes to make the article publishing worthy. 
 Re-send to another place: Not to be used for it contradicts the focus and scope of our 

journal. 
 Decline: Too weak to be accepted. 
 See Comments: In case none of the above options is suitable according to your opinion. 

You will elaborate further is that is the case. 

Finally, click on the Submit Review button  and confirm when prompted. 

 

 

 

 

 

 

Click OK and a Completion screen will be shown with a thank you note for your hard work. 

 

 

And this is it! Mission accomplished.  

 

 

 


