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ACCESS TO THE SYSTEM FOR THE REVIEWER

There exist two possibilities to access the system as a reviewer.

You either have an authorial account and you receive the role of a reviewer
from the editorial department.

Or the editorial department opens an account for you and an e-mail with the
username and password will be sent to you:

Predmét: Invitation

YOU HAVE SUCCESSFULLY REGISTERED

Now you can work with the journal online

The system hereby confirms the registration into the application Exemplis Discimus, The newly set
registration data is mentioned below.

Form sent: 20133015 10:20016

Request sent from 1P 37.221.245.242

Browser version: Mozilla/s. 0 (Windows NT 5.1 ) AppleWebiit /537 36 (KHTML, like Gecko) Chromne /30.0.1599.69 Safari/537.36
Obtained user ID: 2165

Your username: sauron

Your password: morgothrulez

Sent by Actavia system on Exemplis Discimus website.

The third, marginal and scarcely used option is the absence of a typical
account with the username and password. A reviewer may be asked to submit

a review via the review link - thus they can access the system without the
username and password.

REQUEST FOR A REVIEW

The reviewer’s task starts at the moment when they receive an e-mail with a
request for a review - the review link is a part of the e-mail:

Piedmé&t: Exemplis Discimus - art.no, #56: Submission For reviewing manuscripts

SUBMISSION FOR REVIEWING MANUSCRIPTS

The Editorial Board of Exemplis Discimus would like to ask you hereby to confirm or reject reviewing
the manuscript "Gothmog, Lord of Balrogs"

To confirm or reject reviewing the manuscript please «CLICK HERE».

Exemplis Discimus
E-mail was generated by the system automatically, The system set up the deadline for statement 2013-10-20.

e Message sent: 20131025 11:06:0%
» Deliver to: Ssuron Necromancer

Sent by Actavia system on Exemplis Discimus website.

Some very old e-mail clients may show the text without the link.

Reviewer’'s guide
Access to the system for the reviewer
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ACCEPTANCE OR DECLINE OF THE REVIEW

The request for acceptance or decline is the firts thing which the reviewer
sees in the article. With the icons you can show or save the PDF version of the
articlein your computer:

Exemplis Discimus- Confirm/reject reviewing manuseript

The system requires a decision:

The Editors of Exemplis Discimus would like to ask you ta confim or reject reviewing manuscript Gothmog, Lord of Balrogs. Please choose options at the bottom. Deadline for
review is 21.10.2013.

Status Article deseription Text

Waiting for confirmation of reviews E
Gothmog, Lord of Balrogs
\—g Display

Waiting for X
of reviews

Save

v X Z
I accept I decline Return back

reviewing reviewing without a decision
this manuscript this manuscript (decide later)

In the bottom part of the screen we either accept the review (we bind to write
it), decline the review (we do not have time, there are conflicts of interests,
etc.), or we postpone the decision-making. If we do not decide within a given
period of time, the system will send an expiration notification and unless the
editor prolongs the deadline, the system regards the review in the same way
as in dedlined review. Typically, the reviewer has three or five days for their
decision (it can, however, be set differently).

Decline is a terminal state for the reviewer; the editorial department will
assign someone else with the review. Except for the expired (the period for
decision has expired) and declined reviews, there is also the third status that
terminates the review at any time - sc. “taken” review - the editor may take
the review from the reviewer at any time. This is not a standard procedure,
the editorial department does not come to this step without the reason...

Review arrangements

Some editorial departments require the reviewer’'s consent with sc. review
arrangements, statement of confidentiality, etc. Consent with such a
statement may appear in the review acceptance window - either during the
process of writing the first review, or at accepting each of the reviews.

ACTUAL REVIEWS AND REVIEW HISTORY
The reviewer’s view contains two review lists:

<+ waiting for decision, drafted and not finished are to be seen in the “Actual
reviews” view

Reviewer’'s guide
Acceptance or decline of the review
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<+ declined, taken, expired or finished and closed reviews are to be seen in
the ,Reviews history" view:

ExeEmMPLIs IDisciMus

ACT A DEMO JOURNAL

My Reviews Ahead Of Print Archive Search Logout

Actual reviews: Reviewer's menu:

Reviewer mode
Actions You have the rights ta write

7 Sindar, the Elves of Telerin & Actual reviews...
ver. no.1 Status: Waiting for confirmation of reviews E ﬁ # Reviews history...

Mordor, the Sauron's Land

Article Description Text

B
vernod  Status: Confirmed 2.10.2013, waiting for processing (the term: 23.10.2013) E &a( Sauron Necromancer
Statistics
Orodruin, a velcano in Mordor & + Assigned: 7
Lo E % @ Accepted: 5
ver. no.1 Status: Confirmed 2.10.2013, waiting for processing (the term: 22.10.2013) &$  Sent: o
4 Closed: 1
A B

In the figure we can see five active reviews - one waiting for acceptance, two
accepted (these three have the icon in the “Action” column) and two waiting

for a new manuscript version and there is nothing to review about the articles
at the moment.

DECLINE AND TAKING THE REVIEW

A declined review is then moved into the history view. The reviewer may keep

monitoring the developing status of the article, however, they cannot
influence it anymore.

The editor has the right to remove the review at any time. The system
contains this option in case the reviewer does not respond to deadlines, the
editorial department loses contact with them or a situation in which the article
is either published or removed occurs. Neither of the situations is standard so
the review is removed or taken only scarcely.

Reviewer’s guide
Acceptance or decline of the review



WRITING A REVIEW

Only accepted reviews will now become the center of our interest.

The review form is accessible through the list of current reviews (the icon in
the “action” column), as well as through the article detail:

Exemplis Discimus - review status Reviewer's menu:
Reviewer mode
Status Article description Text You have the rights to write
reviews
Confirmed 1.10.2013, waiting for processing (the term: 22.10.2013) & Actual reviews...
o + Reviews history...
Li Gothmog, Lord of Balrogs Display
Waiting for L
reviews
- /
Review is not assigned B 'Write the review..
version Mo, 1 Write review
Sauron Necromancer
< Assigned: 2

In those article reviews which underwent one or more reviewing rounds only
between the editorial department and the author, or where the former version
has already been reviewed, history of the article will be visible:

Exemplis Discimus - review status

Status Article description Text
Confirmed 1.10.2013, waiting for processing (the term: 16.10.2013) E
\_g Gothmog, Lord of Balrogs Display
Waiting for L}
reviews
Save
Rewiew is not assigned B

- a

Version Mo.d4 Write review

Rating: 80%, Rec dation: Rec ded minor revision Sent:
2.10.2013

Review text:
¥

Wersion No.3

Review text is attached in the file:

S arig.fl  gothmag-rev.pdf y
orig.filename: gothmog-rev.p Article r.3
Rating: 80%, R dation: R ded minor revision Sent:
2.10.2013
Review text:
L)
Wersion Mo.2
Review text is attached in the file:
S orig.fil : gothmag-rev.pdf y
orig.filename: gothmog-rev.p Article r2
Rating: 80%, Rec dation: Rec ded acceptance Sent:
1.10.2013
Review text:
Version Na,1 .
Review text is attached in the file:
- ...orig.filename: gothmog-rev.pdf Article r1

Reviewer’'s guide
Writing a review
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The editorial department may add reviewers in the course of the article
development so that the reviewer can be asked to review some other version
of the article, while the former versions were reviewed by other colleagues.

The first part of the review form is select fields that evaluate individual
aspects of the article and finally also the manuscript in general. The form
contents is the matter of the editorial department, it can also change in time.
The following is only an example as your review form can look differently.

Exemplis Discimus- review form

Deadline for submission is set to 22.10.2013. You can write Your comments directly into the form field or attach in doc, docx (M$ Word, WordPad), PDF (Adobe Acrobat) or
txt/rtf formats.

Status Article description
i Confirmed 1.10.2013, waiting for processing (the term: 22.10.2013)
=

Gothmog, Lord of Balrogs
Waiting for

reviews
Reviewer: Sauron Necromancer
Rating:
Tite & | suitable
Keywords & | suitable
Abstrast & | too short
Snto & | extend it
subjappr. @ | adequate
Literature | non-essential works are included
syie P | suitable
Translation & | good
Tables @ | - please choose the closest option (if applicable):
Schemes P | —— please choose the closest option (if applicable):

80%

Accept without changes .
Accept without changes
Review text Accept after minor revision

= | Complete revision is necessary
¢ Reviewer comments:

Not acceptable

Two of the items are incorporated within the system in a relatively fixed way:
Rating

It is a percent quality rating of the article and it offers a scale from 10 to 100
percent. 100 % means the best possible rating. Rating is incorporated in the
system for statistics purposes.

Recommendation

By this field, the reviewer tells the editorial department how they are
impressed by the article - whether it is suitable for accepting and publishing
and after what interventions.

There are four options:
Accept without changes

The article may be accepted and published as it is, with slight revision
where appropriate.

Accept after minor revision

Reviewer’'s guide
Writing a review



The article may be accepted after several minor revisions; it does not
have to be sent for another reviewing round.

Complete revision is necessary

The article requires essential revision, the reviewer wishes to see the
article after the revision in the next round.

Not acceptable

The reviewer does not recommend the article for publishing; it is of such a
bad quality that no revision would help to improve it.

The editor is in charge of more reviews, different reviewer's ratings may but
do not have to be in concord. That is why a situation in which an article
recommended by you can appear as an article recommended for decline in
the next round.

At this point, note two more features that eases orientation within the review
form: more detailed information on individual fields display upon moving the
mouse cursor over the icon next to the review form; required fields are
marked with an asterisk.

REVIEW TEXT

The text of the review may be written directly into the text field, or may be
sent in a file - the page for attaching a file will be initiated by the icon on the
right:

Review text

Reviewer comments: &

Should there be only a little text, please, prefer the text field. This will ease
the editorial departmentin preparation of the PDF file with reviews.

The system will accept any text editor format (DOC - MS Word or WordPad,
DOCX - MS Word, TXT - simple text, WRI - Write, ODT or SXW - Open
Office, PDF - a text conversed into the Acrobat format, RTF - Rich text
format, etc.). It is possible to agree on other formats with the editorial
department.

The last field of the review form (Message for editors) allows us together with
the review to send a private message, which should not be attached to the
text of the review for the author, to the editor.

Back to the article detail:

Reviewer’'s guide
Writing a review



Exemplis Discimus - review status

Status Article description Text
Confirmed 1.10.2013, waiting for processing (the term: 22.10.2013) E
Gothmog, Lord of Balrogs .
Li 8. g Display
Waiting for
reviews
Save
Rating: 80%, R dation: R ded acceptance
Review text:
Review text is attached in the file: X FRemove
...orig.filename: gothmog-rev.pdf '.-‘ﬁ Replace. ..
Wersion No.1 Se_"d !D
editorial
department

P
@ Your review seems to be complete, please sent it to the editorial department as soon as possible...

l Send review to editorial department... I

Here, the file may be replaced or removed; it is possible to retum to the
review form, and if all the required fields of the review are filled out, also to
send it to the editorial department.

Reviewer’'s guide
Writing a review
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SEND THE REVIEW

The final step of a particular review round is sending the review to the
editorial department. Then, it is not possible to intervene anymore.

Important warning: unless the review is sent, the editorial
department does not know about it!

The system will offer the option to send the review when all the required fields
are filled out (as seen in the previous picture).

The article may remain in the status of “Waiting for reviews” also after it has
been sent - there usually are more reviewers, and the article can change its
status into “"Review finished” after the last review has been submitted:

Exemplis Discimus - review status

Status Article description Text

Recommended "Accept” 8.11.2013, waiting for the other r.

Gothmog, Lord of Balrogs E
F Gothmog holds the titles of the Lord of the Balrogs, the High Captain of Anghand, and Marshal of the Hosts. He is physically massive and strong, he wields a black Display
axe and whip of flame as his weapons. In the Second Battle, Dagor-nuin-Giliath, he leads a force that ambushes Feanor and wounds him mortally. He leads Balrogs,
Waiting for Orc-hosts, and Dragans as Morgoth's commander in the field in the Fifth Battle, Minasth Arnosdiad, and slays Fingan, High King of the Noldor. In that same battls, ]
reviews he captures Hirin of Dor-lamin, who had slain his personal guard of Battle-trolls, and brings him to Angband, As Marshal of the Hosts he is in command of the

Storming of Gondolin
Save
Keywords: Gothmog, Balrog. Anghand

Rating: 80%,

v Review text: Sent:
8.11.2013
version no. 1 =

Review text s attached in the file:
S ..orfg filsname: gothmog-rev.pdf

Deadlines and their monitoring

The system contains a reminder mechanism that reminds the reviewers as
well as the authors via e-mail when important deadlines come close or expire.

E-mails are sent by a programmed robot; do not blame him for potentially
being annoying, as this is his only job :)

The deadlines are determined by the editorial department according to the
priorities of the individual articles. The editor may prolong the deadlines in
some cases.

The deadline will be sighed also by the icons:

- upcoming deadline for submitting new versions,

- expired deadlines.

0} - deadline a while before its expiration,
¥

Reviewer’'s guide
Send the review
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ARTICLE AFTER SENDING THE REVIEWS

Once all the reviews have been submitted, the editor must decide whether the
article will be declined, accepted or returned to the author for minor or major
revision. The reviewers can still monitor the status of the article; they are also
informed on the major changes via e-mail.

ANOTHER REVIEW ROUND — A NEW VERSION OF THE ARTICLE
Once the editor receives the revised version from the author, they must
decide whether to accept, decline or return for another review round. The key
is often former reviewers’ recommendations. The reviewers will be informed
about any of his/her steps at this stage via e-mail or they will be asked for
another review round. In this case, the system will again offer a review form,
this time related to the new version of the article.

The next procedure is equivalent to the first review round. The number of
article versions is not limited by the system. In fact, only scarcely there are
more than two versions. In practice, there may be some situations in which
some rounds take place without the presence of reviewers - the editor may
return the manuscript to the author for non-readability of files,
incompleteness of the attachments, formats unsuitable for typographical
processing, etc. Thus versions without any need of being sent to the
reviewers arise. The reviewer may also be invited for participation later when
the articleis in its second or third version.

FINAL ARTICLE STATUSES

The reviewer sees also all the changes in article statuses which follow the
reviewing termination even though there is no other intervention possible.
They may be as follows:

\—i - declined and closed article,

- é’ - approved article, waiting for being sent for printing,

-
i__?:;\:/ - approved article sent for printing,

\;& - typography done, waiting for final proofreading,

\_& - published article.

Reviewer’s guide
Article after sending the reviews
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ARTICLE MANAGED BY AN ASSOCIATE EDITOR

Some editorial departments delegate managing of the article during the
reviewing process to an associate editor (a field editor - specialist in a
particular field). This does not effect the reviewer’s communication with the
editorial department; the only difference is the fact that the associate editor’s
nametag appears in the right top corner of the article detail (if necessary, it
can be used for sending an e-mail):

Exemplis Discimus - review status
Status Article description Text
Confirmed 14.11.2013, waiting for processing (the term: 5.12.2013) & Darth Malgus E
Lg Gothmog, Lord of Balrogs Display
Waiting for L}
reviews

Save

When the associate editor has finished their work on the article (by deciding
on acceptance/decline), the tag remains in its place, only it becomes grey:

Reviewer’'s guide
Article managed by an associate editor
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CONCLUSION

You have just finished reading of the Reviewer’'s guide. With its help you
should be able to evaluate a reviewed article and send your review to the
editorial department.

The application may develop independantly of the guide, all the major
changes should be described in further versions of this text. If this does not
happen, feel free to enquire about the update...

You can contact the editorial office if any clarification is needed.
We thus wish you...

...comfortable work.

Reviewer’'s guide
Conclusion
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