
Directions for Reviewers 
The review process starts when you receive an invitation email with a link. You can accept or reject the 
invitation by clicking on the link, logging into your Digital Commons account. See below where you accept 
or reject the review. 

Once you accept the invitation, you will receive an automatically generated email with three links. The 
excerpt from the reviewer email below displays these 3 links as they appear in the message. You can 
access and download the manuscript you are to review using the first link. You can use the second link in 
the email to access the rubric and write your review.  You can use the third link to upload your completed 
rubric. 



Once you complete the review and are ready to upload the Review Rubric, you can use the third link in 
the email, which will take you to the page below where you can click Submit review. 

The next screen presents the option to upload your file and select the decision which best summarizes 
your recommendations. The final step is to click on “Submit Report.” 




