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INSTRUCTIONS TO REVIEWERS 
 

 

Reviewers for JMBE are invited by editors and section editors. If you are interested in becoming a reviewer, please email 

jmbe@asmusa.org. 
 

The Reviewer is selected by the section editor or editor to review a submission. Reviewers are asked to submit reviews 

to the journal's web site and are able to upload attachments and comments for the use of the editor and author. 

Reviewers may be rated for effectiveness and timeliness by the section editor or editor.  

 

You will be notified by email that you have been requested to complete a review. Once you have received the email, the 

first step is to login to http://jmbe.asm.org/, and select your role as reviewer: 

 

 

 

 

 

 

 

 

 

 

 

 

In the “Active Submissions” section, select the article title to take you to the review page for the article. Also note the 

due date for the review. Reviews are due within 2 weeks from the date of request.   

 

 

 

 

 

 

 

 

 

 

From the “Review” page, you may view information about the submission. You may also view the metadata submitted by 

the author: 
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Scroll down the page to view “Review Steps”. There are seven steps in total.  In “Step 1” please indicate whether or 

not you are able to do the review. Click on the envelope icon beside “will do the review” or “unable to do the review” 

to prompt an email message to the editor.  Please note you will not be able to view the manuscript and associated files 

until you accept the request to review.  Also be sure you consult the Reviewer Guidelines as indicated in “Step 2” 

before accepting to do the review. 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you clicked on the envelope icon beside “will do the review” the following email will be generated. You may make 

edits to the body of the email. Once you click “send” you will be sent back to the review page.  

 

 

 

 

 

Your response will now show as “accepted” in the 

system. You can now view the submission manuscript and 

supplementary files (see “Step 3”). Click on the file name 

in order to download and view the manuscript. 

 

 

 

 

The next step, “Step 4”, is to declare whether or not you have competing interests. Review the Competing Interest 

(CI) policy before declaring any competing interests. Enter competing interests (if any) or state that none exist in text 

box provided, and click “Save”. 
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Step 5: Once you have completed your review, click on the “Note” icon beside Review. A default form appears.  

 

 

 

 

 

 

If the review is not free form, an electronic review form will appear. Complete the form and be sure to click “Save”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5 (continued): If the Free Form dialogue 

box appears (see right), enter (or paste) your 

review of the submission within the form. 

You may enter separate comments for the 

“author and editor” and “editor”. Be sure to 

click “Save” once complete. You may return 

to this form and add additional information at 

any time until your review is complete. 

(“Step 7”).  

 

 

 

 

 

 

Step 6: If you wish to upload files for the author and/or the editor to consult, use the “Upload files” tool. Please note 

this is not required. 
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Step 7: Select a recommendation and submit the review to complete the process. You must enter/complete the form 

for review or upload a file before selecting a recommendation. You will be asked to select your recommendation from 

the pull down menu.  

 

Once you select your recommendation be sure to click “Submit Review to Editor”. If this is not done, the system will 

not show your review as completed.  

 

 

 

 

 

 

 

 

Once you have submitted a review to the editor, you will no longer be able to make changes to your review. Be sure 

you have completed your review before clicking the submit button. At this point, an email message will automatically be 

generated, informing the section editor or editor of the completion of your review: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may edit and personalize the email.  Once it has been sent, your review is complete! 
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