The Deanship of Academic Research

The University Of Jordan

A Manual for the Journals Portal
(Reviewer)



A Manual for the journals portal (Dirasat) / (Reviewer)
This file illustrates the steps needed to review a research in the journals system.

1-Log in to the journals portal: http://journals.ju.edu.jo and choose the journal containing the
research you want to review. (Dirasat: Administrative sciences) for example.
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Figure (1): Main page

2-To change the language: choose the language from the language list on the right.
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Figure (2): Changing the language



3-If you have registered before, use the following link to log in to the system.
http://journals.ju.edu.jo/DirasatAdm/login .

But if it is the first time you are using the system, then you have to register first, using the
following link: http://journals.ju.edu.jo/DirasatAdm/user/register
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Figure (3): Log in

JU JOURNALS PORTAL

JU JOURNALS PORTAL

Welcoms to The University of Jarden Jourmals Dostal This i hamee af the DYRASAT Jourmal and varipes Jerdan Toarnals You can brovse, subscribe and submit papers by xewigating to the appropriste Jourmal paze. Notice that the information on
ths sy pdned

DIRASAT: ADMINISTRATIVE SCIENCES

pablishs series by the Dearchiy of Aradewsc Ressarch, University of Jordan. Issues of Dirasat: Administrative Sciences = published
bi-enmaally. Aseicles subenited are seviemed according o the bishest stapdands by scientists specialised inthei felds The articies are neiten in Arebic or English.
VIEW IOURNAL | CURRENT 155U | ReisTER

DIRASAT: EDUCATIONAL SCIENCES
Dirasatis 2ni deread pubiishad i Safind series by the Dasrship of Acaensc Research, Usiversiy of Jordan Isvues of Dirasat: Educational Sciences are pubiishsd FONT S12E
bi-mmally, Aricles ing 1o the highest 2 scinyiers spacilived in ther Sl The aricles zve weittn in Arabic or Erglis

DIRASAT: HUMAN AND SOCIAL SCIENCES

pubish series by the Deanhip of Academsc Research, Ufversiy af Jordan. Tssues of Dirscat: Human and Social Sciences are poblished
rE—" are el Ty sCintists sperialized in their fizkis. The artcles are written in Arabic or Erclish
VIEW J06RNAL | CUBRENT 1550E | REGISTER

Figure (4): The journals main page in English



4-after clicking on the link to register, fill up your personal information, then click on “register”.
You can choose any username and password.
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Figure (5): Register

Notes:
*Fill up all the fields marked with (*), and not leaving them empty

*Make sure that you provide the correct email , as it is the only mean
of communication used by the financial unit to send the reviewing
rewards.




*In case a user has forgotten his password: from the login page please click on “forgot my
password” as in figure (6):
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Figure (6): Forgot your password
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Figure (7): Resetting your password

*After clicking on “Forgot my password”, a screen appears, where the user is asked to enter
his email (registered before) in order to receive a link that assures that the email is legit and
has been registered before. After verification, an email is sent to the user with a temporary
password that enables him to login to the system and assigns the password he wants.

5-Click on the reviewer’s active researches.
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Figure (8): User home



6- Click on the title of the research you want to review.
Note:

Please take into consideration the delivery time of the reviewer's recommendation.

**Review round:

Number (1): reviewing for the first time.

Number (2): reviewing for the second time (checking whether the researcher has made the
modifications needed).
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Figure (9): Active submissions



7- Please review the research’s title and abstract. And then follow the reviewing steps as shown
in figure (10):
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Figure (10): Reviewing steps
8- Step one:

a) If you accept to review a research, click on “accept” or on “response” in case you were
not capable of reviewing this research.

REVIEW STEPS

Figure (11): Accepting or rejecting the review

b) In case you accept to review a research, a “send an email” screen appears. Click on
“send” to confirm your acceptance in reviewing a research.
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Figure (12): Sending an email

9-Step two: click on the files link to upload the research and its associated files.
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Figure (13): Uploading the files

10- Step three: click on the blue icon to fill up the review form.

3. Click on icon to fill in the review form
Review Fom

Figure (14): The review form icon

11-The review form must be filled and then click on “save”. You will be redirected to the page

containing the reviewing steps, if the form was filled correctly.

Note:

You have to fill all the fields marked with (*) and not leaving them empty.



REVIEW FORM RESPONSE

Figure (15): The review form

12- Step four: this step is optional. If modifications are required, you can attach a file to the
author, by choosing the file, then by clicking on “upload”.

Note:
The reviewer’'s name must not be mentioned in the report.
4 In addition, you can upload files for the editor and or author to consult

Uploaded files 11006-32760-1-RV DOCX 2015-12-15 DELETE

| Choose Fie | No file chosen _Upload |

Figure (16): Uploading files (modifications report) for the author



13- Step five: a recommendation must be chosen in order to complete the reviewing process,
then click on “submit review to editor”.

Note:

Once you have chosen the recommendation, and have clicked on “submit”, then you have
finished reviewing and you cannot attach or modify anything.

Accept Submission
Revisions Required
Resubmit for Review
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Decline Submission
See Comments
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Figure (17): Selecting your recommendation

14- After you finish reviewing and sending your final recommendation, the file is sent to the
“Archive” list as shown below:
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Figure (18): Archived researches



