Institute of Industry and
| Academic Research Incorporated

Research . Education . Training. Community Service

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.

[IOAB] Manuscript Review Request

@=

stion until 2023

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.

Submissions

My Queue | 1 Archives © Help

My Assigned Q  Search Y Filters New Submission

1 Velasco i
e o view
This is the Title of the Book

Submissions

My Queue ( 1 Archives © Help

My Assigned Q  Search Y Filters New Submission

1 Review Assignment
This is the Title of the Book

View
Response Due: 2023-04-01  Review Due: 2023-05-06
A Waiting for a response from the reviewer.
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.

Review:This is the Title of the Book

1. Request 2. Guideli 3.r d & Revi 4. Completion

Request for Review

You have been selected as a potential reviewer of the following submission. Below is an overview of the submission, as well as the timeline

for this review. We hope that you are able to participate.

Book Title
This is the Title of the Book

Description

This is the preface of the book

Review Type
Anonymous Reviewer/Anonymous Author

View All Submission Details

Review Schedule
2023-03-25 2023-04-01 2023-05-06

Editor's Request Response Due Date Review Due Date

About Due Dates

Competing Interests
This publisher has a policy for disclosure of potential competing interests from its reviewers. Please take a moment to review this policy.

Competing Interests

®

I do not have any competi

O

I may have competing intere below)

O Yes, I agree to have my data collected and s g to the privacy statement.

Accept Review, Continue to Step #2 iew Request

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
guestions in the review form.

Review:This is the Title of the Book

1. Request 2. Guidelines 3. Download & Review 4. Completion

Reviewer Guidelines

Preliminary evaluation by the director and editors. The book proposal is sent directly to the publication director for preliminary
evaluation. The director evaluates the proposal based on its fitness to the thrust of the institute. If the paper is accepted, it is sent to two (2)
editors for further evaluation. All accepted proposals are sent to external review. If the proposal is rejected, the author receives detailed
feedback. The preliminary evaluation takes one to two weeks.

Click to the next step

Continue to Step #3  Go Back

1. Request 2. Guidelines 3. Download & Review 4. Completion

Review Files Q, Search

B 4 BookGuide Download the file to write your comments

Reviewer Guidelines
Review Guidelines

Review
Enter (or paste) your review of this submission into the form below.

For author and editor

B B 7 Y L 2o WML

Write your overall comments here.

For editor only

e B J Y FPLFRoOoH®

Write note to editor here
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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.

Upload

Upload files you would like the editor and/or author to consult, including revised versions of the original review filg(s).

Reviewer Files

Upload File

No Files

Review Discussions Add discussion

Name Last Reply Replies Closed

No Items

LG  Save for Later  Go Back

* Denotes required field

Upload File

1. Upload File 2. Review Details 3. Confirm

Drag and drop a file here to begin upload Upload File

Continue  Cancel

Institute of Industry and Academic Research Incorporated — Registered neglstered Reglste[ed @R httpsiari.org
South Spring Village, Candelaria, Quezon, Philippines ' Sommiion —— editor@iiar.
Tel. No. (042) 785-0694 « Mobile No. (+63) 916 387 3537 l:ei'um!.'.,sonﬁi iBpEBook Publisher Ma‘g,'lm CPD Provider 9@uar%‘r'g T



Institute of Industry and
Academic Research Incorporated l
J Research « Education « Trainings Community Service

Upload File

1. Upload File 2. Review Details 3. Confirm

Continue

Upload File

1. Upload File 2. Review Details 3. Confirm

File Added
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Upload

Upload files you would like the editor and/or author to consult, including revised versions of the original review file(s).

Reviewer Files

» [ 5 Business The uploaded f“e Wi“ appear here

Q Search Upload File

25, 2023
Review Discussions Add discussion
Mame From Last Reply Replies Closed
No ltems
. LT NGNS Save for Later  Go Back
Click to submit the review
* Denotes required field

Review:This is the Title of the Book

3. Download & Review 4. Completion

YOUR COMPLETED THE
REVIEW!

Thank you for completing the review o

successfully. We appreciate your
contribution to the quality of the work that we publish; the editor may contact you again for more information if needed.

Review Discussions

Add discussion
Mame

From Last Reply Replies Closed

No Items
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Change the name that appears in the comments section of MS Word. In the MS Word,
click in the FILE menu then choose OPTIONS.

Document13 - Word (Product Activation Failed) ? - (= X
Signin
Protect Document Properties =
I | Cootrol what typas of changes paopls can make to this documant Size Not saved yet
Protect
Document ~ Pages 1
Wor.. 0
Total Editing Time 0 Minutes
/5 Inspect Document - ° e
& Before publishing this file, be aware that it contains: Tie CAEolis
Check for Document properties and author's name Tags Addatag
ssues -
Comments Add comments
. Manage Document Related Dates
Q Last Modified
. Created Today, 820 PM
Click FILE then OPTIONS e
Related People
Author
Reviewer
Add an author

Last Modified By Not saved yet

Show All Properties

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

Document3 d (Product Activation Failed)

Mailings  Review View Developer

AaBbCcDc AaBbCcDe AaBhCc¢ AaBbCcl AaB AaBbCcL AaBbCcDa AaBbCcDa Ac
T Normal | TNo Spac.. Heading 1 Heading 2 Title Subtitle  Subtle Em... Emphasis In

tule:

Word Options ? X

General

Display

Proofing Interface options

Save Show Mini Toolbar on selection @

Language Enable Live Preview &

Advanced Update dacument content while dragging ™

ScreenTip style: ‘Show feature descriptions in ScreenTips

Customize Ribbon
Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: ‘Reviewer change USER NAME
Trust Center Initials:

] Aways use these values regardless of sign in to Office:

Office Theme: | Colorful

Start up options

Choose the extensions you want Word to open by default: Default Programs...

Tell me if Microsoft Word isn't the default program for viewing and editing documents.

Open e-mail attachments and other uneditable files in reading view™
Show the Start screen when this application starts
Real-time collaboration options

When working with others, | want to automatically share my changes:

.o SR
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Write your detailed comments in the MS Word file.

Sy e ““=duct Activation Failed)

Layout References  Mailings
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Document13 - Word (Product Activation Failed)
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Choose this word to comment Reviewer A few seconds ago
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