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LOGIN PAGE 
To get the login page use the URL of MSS  

 

In case, you want the system to remember your username and password, then 

check it on “Remember me” option, however, it is highly recommended to 

type in the username and the password manually before every login attempt. 

FORGOT PASSWORD 

In case, you forget your “Password”, click on the “Reset Password” option. 
Once clicked, it will direct to page which will ask for your email address. Fill in 
the email address and then click on “Submit” button to get the new password. 
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HOME PAGE (Reviewer) 
 

On Right Side menu of Home Page you will find four sections: 

 Dashboard - At the top which will have link by clicking, each will display 
a grid related to it :   

 New Assignment 

 Pending Assignment 

 Completed Assignment 

 Declined Manuscripts 

 Revised  Manuscripts 

                  

 Communication – Author can communicate via mail related to any topic 

or issue. 

 Mark Non Availability – In this section Reviewer should mark their 

unavailability at least one day before the apply date. 

 

Dashboard (Reviewer):    

 

When the related icon on dashboard is clicked by user  
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New Assignment  
 New Assignment: When The user click icon titled as New Assignment the grid will be displayed  

 

 
Columns Available in the grid: 
 

 Manuscript ID – Gives the ID of the Manuscript  
 Manuscript Title – Gives the Title of the Manuscript  
 Invited Date –  Gives the date on which the Reviewer was Invited 
 Due Date –  Gives the Reviewer’s due date 
 Accept – User can Accept the Manuscript 
 Decline –  User can decline the Manuscript 

 
 

Action in Grid Column :  

 Manuscript ID: If Reviewer clicks manuscript ID link in the column of the grid  then a pop will 
render giving the details of manuscript which are read only. 

  

 Manuscript Title: Clicking on title, it redirect to NCBI’s Database with manuscript title. 
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 Accept: If the user wants to accept the manuscript then the user can click the icon in the grid 
in related row of manuscript. 

 Decline: If the user wants to decline the manuscript then the user can click the icon in the 
grid in related row of manuscript and the pop will render for enter the reason to decline in 
the message box and click on send button. 

 

Pending Assignment  
 Pending Assignment  - : When The user click icon titled as Pending Assignment the corresponding grid will 

be displayed 

 

 

 

Columns Available in the grid: 
 Manuscript ID – Gives the ID of the Manuscript  
 Manuscript Title – Gives the Title of the Manuscript  
 Agreed Date –  Gives the date on which the manuscript was accepted 
 Due Date –   Gives the Reviewer’s due date 
 Editor –  Gives the name of the editor  
 Action –  User can perform actions  on the Manuscript 

 
 
Action in Grid Column:  

 Manuscript ID: If Reviewer clicks manuscript ID link in the column of the grid then a pop will render 
giving the details of manuscript which are read only. 
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 Manuscript Title: Clicking on title, it redirect to NCBI’s Database with manuscript title. 

 Action : Clicking on the Action drop down, five option present there : 

                a) Submission Files 

                b) Recommend Accept 

                c) Minor Revision 

                d) Major Revision 

                e) Recommend Reject 

                 f) File Upload 

Submission Files: Clicking on the Submission files from the drop-down, page redirect to submission 

files page and all submitted files shows in the grid list, related to that manuscript. User can download 

files as Doc and Pdf after clicking on Download as PDF and Download as Doc icon and user can 

download all submitted files in the zip format after clicking on download zip file button.
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Recommend Accept: Clicking on the Recommend Accept from the drop-down, page redirect to 

Recommendation and Comments page. Please evaluate the figures, Select most applicable fields of study 

to this material, Comments for Author and Comments for Editor are the mandatory fields on this page. Fill 

all the mandatory fields and click on the Proceed button which present on the bottom right of this page. 

 

 

After click on the Proceed button a pop up pop will render asking the user choice and after click on ok button 

manuscripts comes in Completed Assignment grid list. 
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Minor Revision: Clicking on the Minor Revision from the drop-down, page redirect to Reviewer Checklist page. 

If user wants to give any comment or any suggestion can enter in text box area and click on Proceed button.

After click on the Proceed button a pop up pop will render asking the user choice and after click on ok button 

manuscripts comes in Completed Assignment grid list. 
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Major Revision: Clicking on the Major Revision from the drop-down, page redirect to Reviewer Checklist page. 

If user wants to give any comment or any suggestion can enter in text box area and click on Proceed button.

After click on the Proceed button a pop up pop will render asking the user choice and after click on ok button 

manuscripts comes in Completed Assignment grid list. 
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Recommend Reject: Clicking on the Recommend Reject from the drop-down, page redirect to Reviewer 

Checklist page. If user wants to give any comment or any suggestion can enter in text box area and click on 

Proceed button.

After click on the Proceed button a pop up pop will render asking the user choice and after click on ok button 

manuscripts comes in Completed Assignment grid list. 
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File Upload: Clicking on the File Upload from the drop-down, page redirect to Reviewer File Upload page. 

Reviewer can choose file by clicking on choose file button, add comments in description box and click on 

attach file to upload the file. The uploaded file will be shown in Attachments grid list with revision number and 

user can download and delete from download and delete icon. 

 

 

 

 

Completed Assignment  

 

 Completed Assignment:  When The user click icon titled as completed assignment the corresponding grid 

will be displayed 
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Columns Available in the grid: 
 

 Manuscript ID – Gives the ID of the Manuscript  
 Manuscript Title – Gives the Title of the Manuscript  
 Receipt Date  –  Gives the date on which the manuscript was created 
 Complete Date – User can update the Manuscript 
 Days Taken –  User can Withdraw the Manuscript 
 Reviewer Decision –  shows the decision of Reviewer  
 Decision Form –  Gives the decision form 

 
Action in Grid Column:  

 Manuscript ID: If author clicks manuscript ID link in the column of the grid  then a pop will 
render giving the details of manuscript which are read only. 

    

 Manuscript Title: Clicking on title, it redirect to NCBI’s Database with manuscript title. 

 Decision Form: Clicking on Decision Form icon user can see the decision form of reviewer. 
 

 

Decline Manuscripts 

 

 Decline Manuscripts:  When the user click icon titled as Decline Manuscripts corresponding grid will be 

display 
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Columns Available in the grid : 
 

 Manuscript ID – Gives the ID of the Manuscript  
 Manuscript Title – Clicking on title, it redirect to NCBI’s Database with manuscript title. 

 
Action in Grid Column:  
 

 Manuscript ID: If author clicks  manuscript ID link in the column of the grid  then a pop will 
render giving the details of manuscript which are read only. 

 

 Manuscript Title: Clicking on title, it redirect to NCBI’s Database with manuscript title. 

 Response: After clicking on Response icon, a pop up will render that shows the response 
given by Reviewer at the time of decline manuscript. 
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Communication 

Message  
Message in submenu is used so that author can communicate via mail related to any topic or issue 

that author want to discuss. 

 

After filling the detail like to, subject, body, author has to click “Send” button. 

Mark Non Availability:  
In this section Reviewer should mark their unavailability at least one day before the apply date. In 

this Reviewer need to enter From date, To date and the Reason of unavailability and click on submit 

button. 

 After click on submit button user can see Details like as From Date, To Date, Apply Date, Reason and 

Number of Days of unavailability. 

 

 

 

  


