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REVIEWER WORKFLOW GUIDE DOCUMENT – HOW TO SUBMIT A REVIEW 
 
Steps: 

1. Upon receiving a request to review, please read SAFA’s reviewer guidelines 
(https://journals.uj.ac.za/index.php/safa/reviewer_guidelines) and ethics 
(https://journals.uj.ac.za/index.php/safa/reviewer_ethics), and navigate to the supplied URL in 
the invitation email to access the submission. 

 
 

2. Or, navigate to https://journals.uj.ac.za/index.php/safa/index and click ‘Submit a Review’. 
 

 

https://journals.uj.ac.za/index.php/safa/reviewer_guidelines
https://journals.uj.ac.za/index.php/safa/reviewer_ethics
https://journals.uj.ac.za/index.php/safa/index
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3. You will be asked to register or login. New reviewers click ‘Register’ on the login page and 
complete the registration process (not shown here; once registration is complete, select ‘View 
Submissions’). Existing reviewers enter their username and password and click ‘Login’. 

 

 
 

4. The SAFA ‘Submissions’ page will open. Please click ‘View’ to access the review request. 
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5. Note the due dates, and decide whether you have the necessary time and expertise to serve as 
reviewer before accepting or declining the review request. 

 

 
 
 
 
 
 
 
 
 
 
 



 4 

6. Declare conflicts of interest, if applicable, and then accept or decline the request. 
 

 
 
 

7. Reviewers who decline the request have the opportunity to state why in an email to the editor 
(e.g., lack of time, not your field of expertise, etc.), and suggest alternative reviewers. 
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8. Reviewers who accept the invite can consult the reviewer guidelines and ethics, and/or click 
‘Continue to step 3’. 
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9. Click on the review files to download them. The online manuscript review form is below the 
review files. Note that you can exit the review workflow and logout the website at any stage 
(e.g., after downloading the files), and when logging back in later you will return to the same 
stage of the workflow.  

 

 
 

10. Once you are ready to submit your review, please login to access the submission. When 
completing the review form, note that certain questions require mandatory responses (those 
with an asterisk, see below) before the form can be submitted (e.g., inserting a review 
recommendation at the bottom of the form, assessing the subject of the manuscript, etc.). As a 
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reviewer you will be asked to assess submissions according to a manuscript evaluation 
form: please ensure that all comments and recommendations are provided within this 
form and please refrain from uploading annotated manuscripts and/or supplementary 
review files. 

 
 
  

11. Towards the bottom of the form, the review recommendation and justification sections need 
to be completed. Please refrain from selecting ‘Resubmit for Review’, ‘Resubmit Elsewhere’, 
and/or ‘See Comments’ under the recommendation dropdown list.  

 

 
 

12. Please provide a justification for your recommendation following the guidelines below, 
followed by answering the question on ethics. 

 

 
 

13. Click ‘Submit Review,’ then click ‘OK’ to confirm the submission. 
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14. The review process is now complete. 
 

 
 
FOR MORE DETAILS ON THE REVIEWER WORKFLOW, PLEASE SEE:  
https://docs.pkp.sfu.ca/learning-ojs/en/reviewing 


