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Author guidelines 2 – Review your submission 

Log onto the journal as an Author - Click on the tab View 

 
Request Revisions: 
This will take you to the Review tab, discussions from the Editor/Reviewer will appear under the tab 
Review Discussions - Click on the title to see the email, ALL correspondence for the Editor will go 
under this header 
When you see this screen, it means the Editor has not yet recorded a decision 
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View the message(s) and find your reviewed manuscript – click on the tab Add Message if you want to 
response - Download the document and complete the recommendations 

 
When the Editor made his/her decision and recorded it on the system, your screen with look like the 
following, notice the attached document, now under the header Reviewer’s Attachments – this 
document may or may not be same as that of the Reviewer, so please look at both 

 
 
 
 
 



3 
 

 
 
To upload your revised document, click on the tab Upload File under the header Revisions and follow 
the upload instructions – ALL of your revised documents will go under the header Revisions, please 
clearly mark your files as revisions1, revisions2, etc. Again, make use of the section Review 
Discussions → Add discussion, for all correspondence with the Editor 
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Accept Revisions for Publication-Copyediting: 
The document for your publication will be under the header Copyedit.  Download it, review it and if you 
make any changes, re-upload it by clicking on the tab Add discussion and remember to click OK 

 

 
Once your manuscript is ready for publication you will not be contacted as you signed off on the 
copyedited document.  This document will be published once all manuscripts are ready for publication. 
To return to the Submission/homepage screen, click on the tab Back to Submissions, which is top left 
of the screen 

 


