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Module 3: 

Reviewing a  

Manuscript for  

Ethnicity & Disease

Overview

The information in this document provides step-by-step instructions for conducting a review for Ethn Dis.  The 
manuscript tracking system that reviewers will use has been built on the Open Journal System (OJS). The informa-
tion herein can also be viewed by accessing a 7-minute OJS video, Reviewing an OJS Journal, found at http://youtu.
be/KUnmiae�9A0.

Reviewers who have been approved to serve on the Ethn Dis Review Panel are invited by email to review a submis-
sion. The email invitation contains the submission’s title and abstract, as well as a link to the submission’s URL. If you 
do not have your username and password to login to the journal, the email contains a link to allow you to reset your 
password, which will then be emailed to you along with your username. 

SectiOn 1. reviewer HOme Page

Submissions
Upon logging in to the journal, you will arrive at the Ethn Dis Home page. From the top navigation bar, select User 
Home (Figure 3.�). 

Figure 3.1: User Home Page

http://youtu.be/KUnmiae19A0
http://youtu.be/KUnmiae19A0
http://youtu.be/KUnmiae19A0


Ethnicity & Disease Training Module 3: Reviewing a Manuscript - �

To see the submission you need to review, click the Reviewer or “Active” link. Both will take you to your active Sub-
missions page (Figure 3.�). This page lists the submissions that you have been invited to review or are currently in 
the process of reviewing. The Submissions queue also notes in what round the review is, as some reviews may have 
entered a second round of reviewing, following the Editor’s decision that the submission must be resubmitted for 
review. This page also provides access to past reviews that the Reviewer has completed for the journal. 

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

Figure 3.2: Active Submissions
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SectiOn 2. review

When you have clicked on the link of the submission you have been invited to review, you will first see a summary 
of the submission to review, the review schedule and the associated deadline (two weeks from date of acceptance) 
(Figure 3.3).

Figure 3.3 Review Assignment and Schedule
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Next, the Review process is divided into seven steps (Figure 3.�). At this stage, you will complete Step �. 

Figure 3.4 Review Steps
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�. You must indicate to the Editor if you are able to complete the review by the deadline found in the previous sec-
tion. Your decision should be made after reviewing the submission’s Abstract and metadata found in the section 
with the abstract. If you are unable to do the review, click on “Unable to do the review,” which leads to a standard 
email to the Editor; you may choose to add additional messages within the email. If you are able to do the review, 
click on “Will do the review,” which leads to a standard email to the editor to indicate that you are able to do the 
review within the designated timeframe. Again, you can customize this email with your own messaging or leave it 
as is. 

�. Consult the Reviewer Guidelines, Peer Review Policies and Submittal Guidelines for Authors found at the bottom 
of the Review page. The Reviewer Guidelines and Peer Review Policies have been prepared by the Editors of the 
journal to ensure that your review is as helpful as possible to them and the author.

3. Once you have sent the email notifying the editor that you will do the review, Step 3 will display the files associ-
ated with the submission (Figure 3.�). The Supplementary Files refer to materials the Author may have uploaded in 
addition to the submission, such as tables, figures, data sets, research instruments, or source texts. Download the 
file(s) to your computer by right clicking on the file and selecting “Save Link As,” which will then allow you to save 
the file in the folder of your choice on your computer. 

Figure 3.5. Review Step 3, Files Available for Download
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�. Please declare whether or not you have competing interests with the article being reviewed. The journal defines 
a competing interest as: anything that interferes with, or could reasonably be perceived as interfering with, the 
full and objective presentation, peer review, editorial decision making, or publication of research or non-research 
articles submitted to one of the journals. Competing interests can be financial or non-financial, professional, or 
personal. Competing interests can arise in relationship to an organization or another person. 

�. Before you begin your review, click on the review form icon in Step � to become familiar with the information you 
will be asked to submit about the manuscript. 

When you have completed your review, come back to this page and Step � to provide your responses. Click on the 
Review icon and complete the form online. You will be asked to provide your recommendation about the submis-
sion on the form and will provide the same information in Step 7. Please note: you must provide detailed commen-
tary, especially in the case where revisions are being requested, in the comment box at the end of the form. You 
may choose to cut / paste your comments from a word-processing file into this comment box. 

�. You may also choose to create a file with your detailed comments and upload the file in Step �. 

7. In this last step, you will confirm your recommendation by selecting the appropriate recommendation in the 
drop-down menu. You will be able to select from: Accept, Revisions Required, Resubmit for Review, Resubmit 
Elsewhere, Decline Submission, See Comments (use this option if you were unable to complete the review for any 
reason).  With the exception of “See Comments,” your recommendation should match the choice you made on the 
review form. When you click Submit Review to the Editor, you will be given notice that this decision is permanently 
recorded. Confirm that you wish to continue by selecting okay. This will then lead you to a prepared email to the 
Editor to send your recommendation and notice that the review is complete. You may upload a file to attach to the 
email, if needed.

SectiOn 3. SecOnd rOund review

If substantial revisions are required for the manuscript, the author will upload the revised file and the editor will 
assign a second round review. At the editor’s discretion, you may be asked to complete this round and will follow 
similar steps to those listed above. 


