
WPSAR Online Journal System

User Guide for Reviewers

TABLE OF CONTENTS

Invitation to Review .......................................................................   2

Accessing the Online Journal System ........................................   3

The Review Process ......................................................................   5

Step 1: Accepting the Review ............................................................   5
Step 2: Reviewer Guidelines ..............................................................   6
Step 3: Accessing the submission ....................................................   7
Step 4: Completing the review form ..................................................   8
Step 5: Uploading additional fi les (optional) ....................................   9
Step 6: Recommendation for publishing .......................................... 10



December 2015 2 

Invitation to Review 
• You will receive an invitation email from the WPSAR Coordinating Editor. 

In order to accept or reject this request you will need to login to the online 
journal system. 

 
• Click on the submission URL link in the invitation email. 
 

 
 
 

Dear xxx:  
 
I am writing to invite you to review the manuscript, "xxxxxx" which has been submitted to 
Western Pacific Surveillance and Response. 
 
The submission's abstract is inserted below and the submission URL is  
http://journals.sfu.ca/wpsar/index.php/wpsar/reviewer/....... 
 
I hope that you will consider undertaking this important task for us. 
 
Please log into the journal web site by 04-11-2012 to indicate whether you will undertake the 
review or not, as well as to access the submission and to record your review and 
recommendation. The review itself is due 10-11-2012. 
 
If you do not have your username and password for the journal's web site, you can use this link to 
reset your password (which will then be emailed to you along with your username). 
http://journals.sfu.ca/wpsar/index.php/wpsar/login/resetPassword/cxu?confirm=0bafde 
 
Thank you for considering this request.  
 
Regards,  
Coordinating Editor 
wpsar@wpro.who.int 
 
"Title of the manuscript xxxxxx" 
 
Abstract 
 
Objective: xxxxxx 
 
Methods: xxxxxx 
 
Results: xxxxxx 
 
Discussion: xxxxxx 
 
World Health Organization, Western Pacific Regional Office 
Manila, Philippines 
WPSAR@wpro.who.int 
www.wpro.who.int/wpsar 
Tel: +632 52 89920 
Fax: +632 52 89075 

Submission 
URL link 

Resetting password link 

mailto:wpsar@wpro.who.int
mailto:WPSAR@wpro.who.int
http://www.wpro.who.int/wpsar
tel:%2B632%2052%2089920
tel:%2B632%2052%2089075
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Accessing the Online Journal System 
• A login username and password should have been sent in a separate 

email. If you can not access this, you can reset your password from the 
review invitation email. A new username and password will be sent to your 
email address. 

 
• Login with the provided username and password. 
 

 
 
• If you have reset your password, after you log in you will be asked to 

change the password for your account. Type in your new password, then 
select ‘Save’. 

 

 
 
• Once you have entered the online journal system, all your active files will 

be listed. 
 
• Click on the ‘Active’ tab. 
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• Make sure you are viewing the active page, if not, click on the ‘ACTIVE’ 

tab. Then select the submission listed below ‘TITLE’. 
 

 
• You can view the details of the submission, including title, journal section, 

abstract, submission editor, review schedule, etc. 
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The Review Process 

Step 1: Accepting the review  
 
• In the ‘Review Steps’ section at the bottom of the review page, please 

notify the editor whether you will undertake this review or not by clicking 
the icon  next to your preferred option.  

 

 
 
 
• The system will automatically generate an email to be sent to the 

Coordinating Editor notifying your acceptance or inability, click ‘Send’. 
 
• If you are unable to complete the review, please provide a suggested 

reviewer in the email to the Coordinating Editor. 
  
• If you have accepted the review, you will be taken back to the previous 

page and the status of the response has been updated to be ‘Accepted”. 
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Step 2: Reviewer Guidelines 
 
• The “Reviewer Guidelines” can be accessed at the bottom of this page.  
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Step 3: Accessing the submission  
 
• Click on file names to download the manuscript and associated files. 
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Step 4: Completing the review form 
 
• Click on icon  to fill in the review form. This is tailored to the article type 

of the manuscript and will ask specific questions about the manuscript as 
well as providing free text for general and specific comments. 

 
• Please note that if you do not submit the review before completing the 

form, the information in this form may be lost. We recommend you copy 
your responses into a separate document if you are not going to submit it. 
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Step 5: Uploading additional files (optional) 
 
• Please upload any additional files for the editor / author, e.g. manuscript 

with tracked changes. 
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Step 6: Recommendation for publishing 
 
• Please select one recommendation from the drop down menu: 
 

o Accept submission – manuscript is ready to publish; 
 
o Revisions required – manuscript is publishable in principle; your 

suggestions will not alter the results or conclusions; 
 

o Resubmit for review – manuscript is publishable in principle but the 
flaws are such that the corrections might alter the results or 
conclusions. The revised version should undergo peer review again; 

 
o Decline submission – the flaws are such that they cannot be fixed 

through revision of the manuscript.  
 
• Click ‘Submit Review to Editor’. Please note that once you have submitted 

the review you cannot access it again. 
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• The system will automatically generate an email to be sent to the 

Coordinating Editor to notify that the review process has been completed. 
Click ‘Send’. 

 

 
 
 
 
 

Thank you for your contribution to WPSAR! 
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