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Accessing the Website 

The IAA Manuscript Submission, Review, and Tracking System (MS&T) can be accessed at the following 

website address (URL): http://iz.carnegiemnh.org/FCEditor/.  Once the website opens, you will be 

presented with a Welcome screen similar to the one pictured below (Figure 1).  To download a copy of 

this document, click on the “Users Guide” link in the main menu to the left of the page.  Then under the 

Reviewer’s section, click on the “Website Quick Reference Guide for Reviewers (PDF)" link. 

 

     Figure 1. The IAA Manuscript Submission System Welcome Screen. 

Receiving a Review Invitation from the Editor 

If the Managing Editor of Freshwater Crayfish feels that you would be a good choice for reviewing a 

selected paper, he or she will send you an e-mail requesting your service as a reviewer.  This e-mail will 

list the manuscript number, the title of the paper, and give the full abstract so that you can get an idea 

of what the paper is about, and hopefully this info will help you to decide if you want to review the 

paper.  There are also two links embedded in this request e-mail (see Figure 2). The first is the “I Accept” 

link, which will take you to the IAA MS&T website and record that you have accepted the review 

invitation for this manuscript.  The second link is the “I Decline” link, which will also take you to the 

MS&T website and record that you have declined the Review Invitation.  If you decline, there is nothing 

further that you need to do besides clicking the “I Decline” link in the e-mail. 

Please note that some e-mail client software may not highlight the whole “I Accept” or “I Decline” links, 

which results in your invitation code not being included in the web link when you click on it.  This will 

result in you receiving the following error on the MS&T website when you click the links. 

 

 

ERROR: Your Review Invitation Code is Missing! 

Please try cutting and pasting the link from your e-mail message directly into your browser. 

http://iz.carnegiemnh.org/FCEditor/
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If this happens, just highlight the whole link in the e-mail, including the invitation code (see example of 

full links in Figure 2), and then cut and past the appropriate link of your review choice into the address 

bar of your browser and hit the Enter key on your keyboard.   

Accepting a Review Invitation from the Editor 

After Clicking on the “I Accept” link in the e-mail you received from the Editor, you will see the message 

listed below.  

 

You should also receive a confirmation e-mail message that indicates that you accepted the invitation to 

review the manuscript. This message will give you instructions on how to access the website.  If you 

have previously signed up for a user account on the MS&T website (perhaps as an Author), then all you 

need to do is Login to your already existing account as a Reviewer (see the “Logging into Your Reviewer 

Account” topic below). After you enter your username and password, you will be directed to the 

reviewer portion of the website which lists all of your review invitations, as well as any past reviews you 

may have conducted. 

If you do not have an already existing account on the MS&T website, a temporary account will be 

created for you when you accept a review invitation.  A login link to the site will be included in the 

confirmation e-mail you receive.  Click this link to login to the site.  Be sure to update you contact 

information when requested to do so, as this will become your permanent MS&T account. You can also 

Click this link to ACCEPT 

the review invitation 

from the editor. 

Click this link to DECLINE 

the review invitation 

from the editor. 

Figure 2. Example e-mail invitation from the Editor to review a Freshwater Crayfish manuscript. 

Your response to a request to review a manuscript for the journal Freshwater Crayfish 

has been recorded. Thank you for taking the time to respond to this request.  

You should receive another e-mail shortly that will supply you with the website address, a username and 
password, and instruction on how to access the Reviewer Tools. After you login, please update your user account. 
You can also change the username and password to something that you can more easily remember. 

Close Window 
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change the temporary username and password to something you can more easily remember. After 

updating your information, you will be directed to the Reviewer Overview page. 

You can keep your account up to date by editing your user profile at any time by clicking on the ‘Update 

My Profile’ link located on the left menu bar on most pages. 

NOTE:  You should print out and keep a copy of your account information for future reference.  After 

you login to your account, you can change your username and password to whatever you like by clicking 

on the ‘Update My Profile’ link. 

Declining a Review Invitation from the Editor 

If you decide that you cannot review the manuscript at this time, you MUST click the “I Decline” link in 

the e-mail message.  This link will take you to the MS&T website and display the following message. 

After you receive this message on the website, there is nothing further that you need to do.  The site has 

recorded your intent to decline the review request and will notify the Editor for you.  However, if you 

would like to help the Editor by supplying him or her with the name and e-mail address of potential 

alternate reviewers for the paper, that would be most welcomed.  To do this, just reply to the initial e-

mail you received and include the names/e-mails of potential reviewers.  PLEASE NOTE:  You should 

decline review invitations by using the website link supplied in the request e-mail, you should NOT 

send a decline message to the Editor via return e-mail. 

Logging into Your Reviewer Account 

Once you have a username and password, you can login to the website by clicking on the ‘Login to Your 

Account’ link, or by selecting ‘Reviewer Login’ on the left menu bar (see Figure 1).   After clicking one of 

these links you will be taken to the Login screen (Figure 3).   You can Logout of the system at any time by 

clicking on the Logout link in the left menu.  To access the Reviewer Tools, you enter your username and 

password into the login form and click on the Reviewer Login button.  If your account is active, you will 

be directed to the Reviewer Overview page (see Figure 4), where you can select among several options. 

Forgotten Your Password? 

If you ever forget your login information, you can recover it by clicking on the ‘Forgotten Your Login?’ 

link on the Login page.  Once you click this link the site will request that you enter in your first name, last 

name, and e-mail address.  If a profile in the system matches the name and e-mail you entered, the 

username and password for that account will be sent to the e-mail address on file in the database.  

Your response to a request to review a manuscript for the journal Freshwater Crayfish has been 

recorded.  Thank you for taking the time to respond to this request.  

Close Window 
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The Manuscript Reviewer Overview 

After you have logged into the MS&T website as a Reviewer, you will be directed to the Reviewer 

Overview page (Figure 4).  This page lists new review invitations (those that still need to be Accepted or 

Declined), Pending Review Assignments, and Completed Assignments.  The number in parentheses lists 

the number of assignments in each category.  

Figure 3. The Author, Reviewer, and Editor Login Screen. 

Figure 4. An example of the Reviewer Overview page. 
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New Review Invitations 

When you receive a request for a manuscript review from the Editor, you can either accept or decline 

that invitation using the links provided in the initial e-mail, or you can login to the MS&T website as a 

reviewer and then make your selection using the web interface provided after clicking on the “New 

Review Invitations” link on the Reviewer Overview page (Figure 4).  To Accept the review invitation, just 

click the word “Accept” in the Accept column of the table.  To Decline the invitation, just click the word 

“Decline” in the Decline column of the table (Figure 5).  You can also send and e-mail to the editor 

handling this manuscript, if you have any question about it.  In addition, you can also view the abstract 

for this paper as well. 

 

     Figure 5. An example showing pending Review Invitations page. 

 

Pending Review Assignments 

When you Accept a review assignment, it will be listed under the “Pending Assignments” category.  

Clicking on the Pending Assignments link will take you to a page that lists all of your currently 

outstanding review assignments (Figure 6).  The table on this page lists the target due date for 

submitting the review (usually 30 days from the date the review was accepted), the Manuscript ID 

number, the title (click on the title will bring up the abstract) and the current status of the review.  The 

last 2 columns are used to 1) download the files necessary for completing the review (Download Files 

Column) and 2) to complete the review and upload review documents (Finish Review column).  

Figure 6. An example of the Pending Review Assignments page. 
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Downloading Reviewer Files 

To download the manuscript text and a reviewer submission form, click on the “Download” link in the “Download 

Files” column of the table (Figure 6).  This link will take you to the Reviewer Download Page, which lists all of the 

files associated with the manuscript that may be necessary to complete the review process (Figure 7).  To 

download files, just click on the links and save the documents to your computer.   

You should note that either Adobe Reader v9.0+ (available as a free download from the Adobe website at 

http://www.adobe.com/) or Adobe Acrobat Professional v9.0+ are required in order to conduct a review.  If you 

only have the free Reader software, then you should skip downloading the Reviewer Report Form, as is indicated 

on the Reviewer Document Download Page. However, we would ask that you type up your review in MS Word and 

submit that file when you complete your review.  If you have the Professional version of Adobe Acrobat, we ask 

that you download, fill out, and then upload the report form (which can be used in lieu of the MS Word document. 

This way we have a copy of your review in case anything should happen to the MS&T database.   

 

 

Click PDF links to download files for 

you review. 

 

Figure 7. An example of the Reviewer Download Page. 

http://www.adobe.com/
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Completing Your Review 

When you have finalized and written up your review, you should return to the MS&T website to 
complete the review process. This is a 2-Step process where you first enter your review into a form and 
then you upload any files related to the review.  Uploaded files can include: 1) the original manuscript 
PDF file annotated using the Acrobat Commenting system to point out suggested changes, 2) MS Word 
documents that give the text of your written review comments to authors and to the editor, or 3) the 
Reviewer Reporting Form (PDF).  

To complete your review, Login to your 
account as a Reviewer and then click 
on the “Pending Assignments” link.  
This will display the list of your pending 
reviews (as in Figure 8).  To complete 
your review you should click on the 
“Complete” link in the “Finish Review” 
column of the table.  This link will open 
the Quick Reviewer’s Score Card page 
(Figure 8) where you will enter you 
Review Recommendation for the 
manuscript (Accept, Reject, etc.) as 
well as your comments for the Editor 
and Author(s). These comments can be 
cut and pasted directly from your MS 
Word document. Sometimes the Editor 
will deem it necessary to send a 
manuscript out for a second round of 
review (usually when reviewers 
recommend a major revision).  If you 
would be willing to review the paper 
again (since you are already familiar 
with it), you should indicate this on the 
form. Please read and follow all of the 
directions listed on the Score Card 
Page, especially as they relate to the 
proper placement of your comments. 

If you need help in selecting a Review 
Recommendation, use the category 
descriptions listed below. 

Definitions for Manuscript Review Score 
Card Categories: 

Accept = Accept the manuscript 'AS IS' for publication. No changes necessary. 

Minor Revision = By selecting 'Minor Revision', reviewers indicate that the manuscript only contains minimal errors and 
should be easily correctable by the author(s).  Manuscripts with this designation should not go back to the reviewers. 
However, any revision of the manuscript that results in an overall change in length exceeding >10 percent 
should be considered a major revision. The author should re-submit the revised manuscript to the Editor (via the 
website) together with a short summary about the modifications the authors have made and any response the author(s) 
may have to reviewer comments. The Editor will then evaluate the revision and make a final Accept/Reject decision. 

Figure 8.  The Quick Reviewer’s Score Card. 
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Major Revision = A 'Major Revision' means that the submission contains enough errors or problems to warrant a second 
round of reviews. If a major revision is recommended, the Editor will directly inform the author to make and return the 
revision to him/her for a second round of reviews.  A manuscript re-submitted after a major revision must be accompanied 
by a letter from the author indicating the main modifications and how the concerns stated by the reviewers have been 
addressed in the resubmission.  

Reject = Select 'Reject' if the manuscript is substantially in error, explicitly duplicates existing work (provide references for 
explicit duplication in comment area), or is original but off-topic (does not fall within the scope of the journal) or of a 
quality unworthy of inclusion in Freshwater Crayfish.   

Would you like to review a revision of this manuscript?  Select 'Yes' if you would be willing to review this manuscript again 
(if necessary) after a major revision.  Otherwise, select 'No'. 

Uploading Review Files 

The final step in completing your review is to upload copies of any files associated with your review 
(Figure 9).  To upload a file, click on the “Browse” button in order to select a file from your hard drive.  
Be sure that you select the Type of file.  Note that the selection you make will determine if the authors 
will be able to view the file or not.  Authors will have access to “Manuscript Review,” “Annotated 
Manuscript,” and “Other” file categories.  The “Reviewer Score Card” and “Comments for Editor” will 
only be visible to the Editor.  Therefore, you should be certain that your manuscript review (usually an 
MS Word document) does NOT contain any comments to the Editor (this file will be seen by the 
author(s)).  You should use a separate file for submitting comments to the Editor and then select the 
“Comments for Editor” file type option for that file. 

You can upload four (4) different files at a time (if needed).  If you have more than four files, click the 
“Upload” button to upload the first 4 files.  After uploading these files, the form will appear again.  
Browse to select your next round of files and click “Upload” again.  You can repeat this until all of your 

Figure 9.  The File Upload Screen for Reviewers showing the form and the options for selecting file types. 
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files have been uploaded.  When you are finished uploading files (or if you do not have any files to 
upload), click on the “Finish” button. 

Completed Assignments 

After clicking on the “Finish” button, you will be returned to the Reviewer Overview page. You should 
notice that your Pending Assignments have been decreased by one and the Completed Assignments has 
been incremented by one.  If you click on the Completed Assignments link you should see a page similar 
to Figure 10.  This page gives you a summary of your review history, including manuscript titles, the 
number of files you uploaded for the review, review status, review dates, and the length of time (in 
days) that it took for you to complete your review. 

Switching Roles 

If you are an Author and Reviewer you can switch between the different tools associated with these 
user account types by making a selection from the Role dropdown box (Figure 11), which appears in the 
center of the page header next to your name (which appears after you login).  This allows you to easily 
switch to access various features of the website, without having to login each time. 

 

 

As always, if you experience any difficulties, or run into any errors on the website, please contact the 

website administrator, James Fetzner (FetznerJ@CarnegieMNH.Org).  For questions related to a 

particular manuscript, you should contact the current Managing Editor, whose e-mail is listed at the 

bottom of the Reviewer Overview page. 

Figure 10. List of completed reviews. 

 

Figure 11. The Role dropdown box. 

mailto:FetznerJ@CarnegieMNH.Org

	Contents
	Accessing the Website
	Receiving a Review Invitation from the Editor
	Accepting a Review Invitation from the Editor
	Declining a Review Invitation from the Editor

	Logging into Your Reviewer Account
	Forgotten Your Password?

	The Manuscript Reviewer Overview
	New Review Invitations
	Pending Review Assignments
	Downloading Reviewer Files
	Completing Your Review
	Uploading Review Files

	Completed Assignments
	Switching Roles


