
 

 

OMP/PKP User guide for Reviewers 

There are three checkpoints for manuscript review: 

1. Manuscript Review Request – this is sent to your email. 

2. Acceptance of review – You need to accept the review request to be able to gain 

access to the submitted file. This is still double-blind review. 

3. Submission of the Manuscript File with Comments – you need to upload the 

same file with comments.   

 

The step-by-step process of review follows: 

 

1. You will receive ‘Manuscript Review Request’ through your email. This will give 

you the link to accept or decline the request. If you cannot do the review, you can 

just ignore the email.  

 

 
 

A. You can click on the link to accept the review request.  
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2. If you login directly to your account, the submission portal will show the details of 

the submission waiting for review response. You can access the submission and 

the details of the review. You can click on the submission to accept the review 

request.  

 

 

 
 

 

A. The title of the article is available here.  

B. You can click on view to see the manuscript details. 

C. The due dates are shown here. 

D. Click View to see the review details. 
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3. The review request will give you the following details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

A. The important due dates are here. 

B. This requires declaring any conflict of interest. 

C. You need to agree that your data will be collected. 

D. Click on accept review. 
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4. Upon acceptance of the review, you can read the review guidelines. The MSWord 

file can be downloaded. Similar to our old system, you will follow the guide 

questions in the review form.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to the next step 

Download the file to write your comments 

Write your overall comments here. 

Write note to editor here 



 

 

 

 

  

YOU NEED TO UPLOAD THE REVIEWED FILE WITH 

COMMENTS. ENSURE THAT YOUR NAME DOES NOT 

APPEAR ANYWHERE ON THE FILE. THERE IS GUIDE TO 

CHANGE REVIEWER NAME AT THE END OF THIS FILE.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CONGRATULATIONS! 

YOUR COMPLETED THE 

REVIEW! 



 

 

Change the name that appears in the comments section of MS Word. In the MS Word, 

click in the FILE menu then choose OPTIONS. 

 

 

From the dialogue box, click GENERAL then change the User name. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click FILE then OPTIONS 

Click GENERAL 

Change USER NAME 

Click OK 



 

 

Write your detailed comments in the MS Word file. 

 

 

 

 

Click Review 

Choose the text 


