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After entering your ID and password, click the “Login” button. (Please enter the ID assigned to the reviewer.)

v" If your account is connected to the website of an institution (organization), no additional login is
required after logging in on the website.

If you can't log in, you can submit the manuscript after logging in using the “Forgot your ID/PW?" function
or signing up for a membership.

Manuscript submission can also be completed after logging in using a social media account such as ORCID,
Naver, Google or Facebook. (This may vary depending on your institution’s settings.) (Please log in with the
social ID assigned to the reviewer.)

The manual for reviewers can be downloaded.
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Enter the 4 numbers of the verification code

Verification code is valid for 1 hour after delivery

Non-member reviewers should click the verification link in the guide email regarding the assignment as a
reviewer or click a link to accept the review job.

Agree to the collection and use of personal information.

Complete the verification by selecting to verify using e-mail or mobile phone.
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Click “Reviewer” button. (There may be various roles according to the given authority.)

Click the image of the journal for which you are going to perform an evaluation.
v You will be redirected to the Reviewer manuscript management page of the selected journal.
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Click the “Review” button under “Action” Column.
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Review the status in the navigation.

Check the title and number of the manuscript to be reviewed.

Click to download the integrated manuscript file to be reviewed and perform the review.

The first page of the downloaded PDF file is the abstract of the manuscript. You can check the integrated
manuscript file on the following pages. Also, you can write points to be edited for review work by using
the line numbers on the left.

Check the general information on submissions.

There is a “Decline” button for declining the review work.
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If the institution provides files for review individually
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Simply check the title and number of the manuscript to be reviewed.
Click to download review-related files.

Check the general information on submissions.

There is a “Decline” button for declining the review work.
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Input the review point in the manuscript review (score input type).

Another type of scoring method or a descriptive review method may be provided depending on the

institution’s settings.

Enter the points to be edited (you can write points to be edited for review work using the line numbers on

the left in the integrated review files).
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e Reviewed content
-You can write and upload your review opinion file (to be automatically converted into a PDF file and
provided to the submitter).
-You can also write review content that is open to the author or the editor.

e Comprehensive evaluation
-Select the review results.
-You can deliver your comprehensive review opinion to the chief editor.

o Complete review work by clicking the “Complete review” button.
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View all manuscripts for which a review has been completed.
Click “View the review" to check detailed review information again.

You can check all manuscripts to be reviewed, manuscripts to be urgently reviewed, and manuscripts
with delayed review separately using the “My review” menu.

You can select delayed review in the “Waiting to review” or “Under Review" category and review them
first.

If there are many manuscripts to be reviewed, you can find one by performing a detailed search.

If there are several publications in the institute and you select the wrong one, you can search for another
publication and navigate to it by using this top-down menu.
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