Tutorial for evaluation of articles 
1. Click on the link sent in email, the page of the magazine is loaded.
2. On the next page enter the username and password to enter the system. [image: image1.png][SE=3
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3. Click to select the evaluator's role in the system, if necessary
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4. Select from the available the article that you want to evaluate.
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5. Reply e-mail address if available or not, click on the icon of the letter corresponding to the answer.
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6. Enter a text or send the default text for the section editor

7. Once having declared that "available", you will have access to the submission in full. Check the file of the article, sent by the author. The link is in front of the term " Submission Manuscript " in item 2 of the Assessment Guidelines. Also note that in " Supplementary Files" the same submission is available in MS Word (. DOC) that you can load onto your computer for further editing of your comments and / or suggestions.
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8. Report evaluation. To do this you must click on the icon of a document in front of the term "evaluation" in item 3 of the Assessment Guidelines. Enter the text in the corresponding fields to be sent to the edit and author and another just to send to the editor (the author does not have access).      
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9. If you chose to load the Word file (. DOC), referred to in item 7 of this tutorial, you can make your changes and make your comments using the tool of the Word "Review" and within "New Comment" and "Track Changes" and then transfer it through the fourth item of the "Guidelines for Evaluation." See more details at the end of the tutorial. This is optional. 
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10. Finally, you must submit a recommendation to the Section Editor. The last item on the page is a form with the possible recommendations on the article (accept, reject, modifications and so on.). Select the desired option and click Submit Evaluation to the Editor. A Pop-Up will open asking for confirmation. After confirmation you can no longer edit the Evaluation.
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11. Other tips
Office documents can contain hidden data and personal information, such as Comments, revision marks, comments and information that are controlled automatically maintained by Office programs, such as the name of the person who most recently saved a document and the date on which the document was created.

To anonymize the names of the reviewers and remove document properties (works in Word 2007):

1) Open a document that was saved with comments that you want to become anonymous.

2) Click the Microsoft Office Button, point to Prepare, and then click Inspect Document.

3) Click Inspect.

4) Click Remove All next to Document Properties and Personal Information.

Important: Do not click "Remove All" next to "Comments, Revisions, Versions, and Annotations." This will permanently delete all comments from the document.

5) Click re-inspected and save the document. 
When you reopen the document, all comments that appear in the document are displayed without names or initials.

OBS.: When saving the document with Word 2007, save in compatibility mode with Word 97-2003

In previous versions of Office you can do so before starting the evaluation:
1) Open the document.

2) Go to Tools and then click Options.

3) In the next window click on the User tab and change the name and initials.
