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GUIDE FOR ONLINE SUBMISSION OF REVIEW  

 

1. LOGGING IN THE ONLINE SYSTEM 

1.1. Article Review Request by email  

The Reviewers will receive an invitation to review the manuscripts from the 

Editors via automatically sent emails  with the subject titled "[JMES] Article 

Review Request". 

 

 

The e-mail message includes information about the manuscript title, and 

asks the reviewer to log in to the system to accept to review before the recorded 
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date. The response time and login link to the article is also included in the email. 

The accounts, emails and personal information have already been created 

and updated by JMES  for Reviewers  who have not registered. Therefore, the 

reviewer does not have to register a new account on the JMES system, but only 

needs to log in and perform the review steps. 

To log in and change your personal information or retrieve your login 

password, review the instructions for the next steps. 

1.2. Logging in the Online system from the Reviewer’s account 

The reviewers click the box "Login" in the upper right hand corner; 

Enter "Username" and "Password" in the corresponding boxes; 

Click the box "Login" to log in the account and view the full manuscript. 

 

If the reviewer forget the "Password",  

- Click “Forgot your password?”; Enter your e-mail address used to register 

as a User in the box “Registered user’s email”; 

- Click “Reset Password”; A new Password will be generated and 

automatically sent to your e-mail address; 

Note: Check the “Spam box” because the automatically sent messages may be 

located here; you may need to click the link and the box “Report not spam” in 
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your e-mail; 

1.3. Reset Password  

Step 1: Login 

 

- Enter your e-mail address used to register as a User in the box “Registered 

user’s email” 

- Click “Reset Password”;  

 

The author enters the email and then click on the "Reset Password". The system 

will notify you by email. 
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Step 2: 

Follow the instructions on the email to retrieve your login password. 

A new Password will be generated and automatically sent to your e-mail 

address; 

 

Note: Check the “Spam box” because the automatically sent messages may 

be located here; you may need to click the link and the box “Report not spam” in 

your e-mail;  

Step 3: 

When you click on the password reset link in step 2. Another email with 

username and new password will be sent to your email. Please login with the new 

password. When you successfully login, the system asks you to change your 

password immediately. See how to change the password in [1.5]. 

1.4. Setup the information 

Please click on the top right corner of the screen, the username is displayed 

in the account's function menu. 

Select the function "View profile" to set up. 
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✓ Setup the Identity function 

 

Note: The JMES system is in both Vietnamese and English. So, when you 

enter any information, there are always 2- language entry fields. It is necessary 

for the Users to enter both Vietnamese and English languages. 

When the data are changed, if the User does not press the "Save" button 

and switches to another function, the system will have a message to ask the User 

to save change. If yes, press “OK” button, otherwise press “Cancel” button. 
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✓ Choose "Contact" function to change email address (limited editing), phone 

number,... 

✓ click on “Public” function to update personal photo and personal website 

address or ORCIR iD. Press the button “Update File” to select a personal 

photo (2x3 or 4x6cm),  

✓ “Password” function:  

Please enter "Current password": This password is only used to log in. 

Enter “New password” and re-enter “Repeat new password” to check the 

matching. Then click on the “Agree” button to reset. 
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2. REVIEW 

2.1. Accept Review 

The JMES is subject to a double-blind review process, the reviewers do not 

know information about the manuscript authors, and the authors do not know the 

reviewers. The steps are performed on the JMES system and managed by the 

Editorial Board and Managing Editor. 

After logging in to the JMES system, the Reviewers will see the following 

message: 

 

The Reviewers click on the manuscript that is waiting for confirmation and 

follow the steps below: 

Step 1. Confirming to accept or decline the review request 

Information about the manuscript title and abstract is displayed 
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Reviewers click on the manuscript title and attached files to download the 

full manuscript to the computer 

Review schedule must include response due date and review due date. 
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Reviewers agree to read the manuscript, then check the button “Yes, I 

agree…” - Yes, I agree to have my data collected and stored according to the 

privacy statement  

Next, click the box "Accept review, continue to Step #2" to confirm the 

agreement to review the manuscript 

 

If the reviewer Decline then click on the “Decline Review Request”. 

 

Step 2: Guidelines 

After accepting the review request, please click the box "Continue to Step #3" 

in the "Reviewer Guidelines";  

Click to download the full manuscript in the box "Review Files" 

 

Reviewers click on the “Continue to Step #3” to go to the next step. 

Step 3: Download & Review 

Review Files: Download file and attachments for the manuscript 

✓ Reviewer's comments on the manuscript will be sent to the corresponding 

author and the editors 
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Note: Reviewers must fill the comments on the JMES system to save on the 

database 

 

 

✓ Comments for the editorial board: if applicable 
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✓ Send comments to the corresponding author  

 

Reviewers click on the "Upload file". The reviewer sends the comment file, 

asking the author to correct, ... 

 

 

Reviewers click on the “Continue” to go to the next step. 

In addition to the comments on the manuscript, the Reviewers must comment 

on the requested contents in the review form (round 1) of the JMES. The review 

sample file can be downloaded from the website of JMES. 
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Reviewers click on the “File Added” to upload the comment file, then click 

on the “Continue”. 

 

 

After uploading files, the results of the uploaded files are displayed. If you 

want to delete or change the uploaded file, press the left blue arrow button in front 

of each file, "Edit" and "Delete”. 
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The “Edit” is used to change the title of the uploaded file 

 

Note: Reviewers want to change the uploaded file, they have to delete that 

file and upload a new file. 

In addition, reviewers can discuss more about the content of the manuscript.  

Reviewers click on the "Add discussion" - add discussion file. The 

operation is similar to uploading the comment file. 

 

 

✓ Recommendation 

Overall assessment results include:  

1. Accept Submission 
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2. Revisions Required 

3. Resubmit for Review 

4. Resubmit Elsewhere 

5. Decline Submission 

6. See Comments 

In which: 

1. Accept Submission: The manuscript is accepted for publication in the 

current form without any revisions. The manuscript is all satisfactory; the 

Authors’ contribution is significant; evidences are clearly and convincingly 

presented ; related publications are adequately cited; the analysis result and 

evaluation are clear; the format is as specified, ... 

2. Revisions Required: The manuscript is accepted for publication with major 

or minor revisions; it is requested for the Authors to revise the manuscript 

and clarify the comments and questions reported by the Reviewers. 

3. Resubmit for Review: The manuscript is not accepted for publication; it 

should be rewritten with major changes and resubmitted again for review 

process. 

4. Resubmit Elsewhere: The manuscript is rejected, but it can be submitted 

to other places. 

5. Decline Submission: The manuscript is rejected because it does not meet 

the basic requirements as specified by the Journal. 

6. See Comments: The manuscript is denied for publication with some 

comments shown in the attached file. 

 

Submit Review: 

Reviewers select “Accept Submission” and click on  the "Submit 
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Review" to submit the review report. 

 “Submit Review” 

 

 

Click on the “OK” to confirm 

 

 

Step 4: Completion 
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