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Engaged Management ReView (EMR) – Reviewer Guidelines 
 
 

SECTION 1: Reviewer – Receiving Invitation to Review an Article 
 
Step Description Screenshot 
Email Notification Reviewers receive invitations to 

review articles via email. Click on 
the link provided in the email to 
access the article and/or follow the 
instructions for existing or new 
reviewers. 
 
New Reviewers Login Instructions 
(see Appendix 1) 
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Main Reviewer 
Screen 

Under “Submissions for review”, 
click on assigned article (EMR Test 
13 for demo purposes) 
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Article Review 
Screen 

An abstract is provided in the 
window called “Summary” for a 
quick overview of the article. You 
will have to decide whether to 
review the submission based on the 
information in the Summary 
window. 
 
On this screen the reviewer has the 
option to accept to review the article 
or to decline.  Click on the 
appropriate button depending on 
your decision. 
 
The full article may only be 
downloaded after agreeing to review 
the article. 
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Accept to Review 
article 

If reviewer accepts to review article, 
a new screen appears where the full 
article may be downloaded in the 
original version or in PDF 
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Email notification Once reviewer accepts to review 
article, an email notification is sent 
with a hyperlink to the submission 
along with a second hyperlink to 
reviewer guidelines, and required 
Review Form in an editable PDF. 
The review must be saved in PDF 
format. 
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SECTION 2: Reviewer – Completing Review Form and Submitting Review 
 
Review Form (page 
1) 

Complete this form by using “Yes” 
or “No” in the spaces highlighted in 
blue. 
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Review Form (page 
2) Preparing 
Narrative for 
Review Form 

We recommend preparing a draft of 
the narrative section in Word, and 
then copy and paste into the 
appropriate text boxes in the 
Review Form (Summary of 
article’s contribution and 
Comments to the Author). 
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Submit review Once reviewer is ready to submit 
review, click on “Submit Review” 
either on the left hand side menu or 
on the button on the right. 
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Submit Review 
(Section 1) 

Previously, you were able to access 
the mandatory Review Form from 
the email notification. However, 
you can also download the form 
from this window.  
 

Once the review form is completed 
and saved in your computer as a 
PDF file, select the first “Choose 
File” under “Submit your EMR 
Reviewer Report Form” button to 
upload completed review form. 
 
Additional documents may be 
uploaded under File Name: by using 
the “File 1” “Choose File” option. 

Submit Review 
(Section 2) 

Reviewer must select one of these 
options before submitting review. 
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Submit Review 
Section 3) 

In this section, a cover letter 
containing information you want to 
convey to the AE but not be part of 
your reviewer comments may be 
submitted by uploading a file or 
typed into the text box provided. 
This is optional. 
 
Click on “Submit Report” to 
complete the submission. 
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Confirmation Page A confirmation pages appears 
indicating that the review has been 
received. 
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SECTION 3: Reviewer – Completing and Submitting a Rereview  
 
Receiving a request 
for Rereview 

If the Editor-in-Chief has informed 
the Author to submit a revision, 
then the Associate Editor will send 
requests for rereviews via email.   
 
Click on the link provided at the end 
of the message to access the revised 
article. 
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Accessing Revised 
Submission 

The revised manuscript may be 
accessed by clicking on the 
“Download PDF” button or on the 
“PDF” link under the Revision 
History section. 
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Viewing Revised 
Manuscript (part 1) 

A PDF file will open. The first page 
of this file should be a letter to the 
Editor-In-Chief, the specific way 
the PDF opens depends on the 
browser you use and the settings 
you have applied to it. 
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Viewing Revised 
Manuscript (part 2) 

The following pages should contain 
response to each and all reviewers. 
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Viewing Revised 
Manuscript (part 3) 

The rest of the document should 
contain the revised manuscript. 

Submitting a 
Rereview 

Follow the steps on Section 2. 
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Appendix 1: Login Instructions for New Reviewers 
 
These instructions are for reviewers that have never logged into the system but have received an invitation to review a paper.  Please DO 
NOT use the “Create New Account” option. 
 
Step Description Screenshot 
EMR webpage Go to: http://commons.case.edu/emr/   
Login for the 
first time (part 
1) 

Click on “My Account” on the right 
hand side of the screen 
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Login for the 
first time (part 
2) 

Enter your email address (the email 
where you received the invitation to 
review a paper). Leave the password 
field blank and click on “Login” 
 
DO NOT Create a new account. 

 



 21

Modify User 
Account Page 

On the user account page, you may 
make changes to your personal 
information and create a password. 
Click on “Sign up”. 
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Confirmation 
page 

A confirmation page appears after 
clicking on “sign up” instructing you to 
go to your email to activate your 
account. 

 
Email 
confirmation 

Open your email account (the same 
one you used to sign up for a new 
account) and click on the link provided 
so your account is activated. 
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Account 
activation 

By clicking on the link provided in the 
email received you access your 
account and all the pending 
submissions assigned to you for 
review. 

 
 


