
Old Testament Essays
GUIDE FOR ARTICLE REVIEWERS 

Welcome! 
Thank you for your willingness to be a reviewer for OTE! This guide will explain how to 
review an article using the OTE website. !!
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 STEP 1 

File the welcome e-mail 
If  you received a registration e-mail similar to the one below, please take note of  the 
username and password provided in it. !

!  !
NOTE: You will not receive this e-mail if  you have previously registered as a reviewer on the 
OTE website. !
!
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 STEP 2 

Click the link in the review request 
You will receive a review request e-mail, similar to the following. Click the link in the e-mail 
to go to the OTE website. 
 

!   !
 STEP 3 

Log in using the box on the right 
Enter the username and password you selected when you initially registered your account, or 
the username and password you received in Step 1. !
NOTE: If  you have forgotten your password, please visit this page. 
 

!  !
!
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 STEP 4 

View review requests 
NOTE: If  you do not arrive at this screen after logging in, you may continue directly to the 
next step. !
Once you have logged in, you will arrive at your ‘User Home’. Under the “Old Testament 
Essays” heading, you will see your role(s): “Reviewer” and (optionally) “Author”. Click the 
“[X] Active” link next to the “Reviewer” entry (where [X] is the number of  active review 
requests). 
 

!  !!
 STEP 4 

Open the review request 
Click the title of  the submission you have been asked to review. 
 

!  
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 STEP 5 

Accept or reject the review request 
Firstly, scroll down to the “Review Schedule” section. Please take note of  the review’s due 
date. !
Scroll down to the “Review Steps” section. If  you are willing to do the review, click “Will do 
the review”. Otherwise, click “Unable to do the review”. 
 

!  !
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 STEP 6 

Inform the editor of  your decision 
Scroll down to the bottom of  the screen and click the “Send” button to inform the editor of  
your decision. !
NOTE: If  you have indicated that you are unwilling to do the review, you may now close 
your web browser and quit this guide. 
 

!  !
!
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 STEP 7 

Read the guidelines 
Scroll down to the “Reviewer Guidelines” section. Please read through these guidelines and 
keep them in mind when conducting your review. !

!  !
!
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 STEP 8 

Download the article 
Next, scroll up to the “Review Steps” section. Click on the link next to “Submission 
Manuscript” to download the article. You can do the same for any supplementary files 
below, if  the author has provided any such files. 
 

!  !
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 STEP 9 

Add your review 
Click the “Review” link. 
 

!  !
In the popup window that appears, please type (or paste from your word processor) your 
review of  the article. You may provide comments for both the author and editor, as well as 
for the editor only. Once you are done, click the “Save” button. 
 

!  !
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Once your reviews appear at the top of  the popup window, you may click the “Close” 
button at the bottom of  the popup window. !

!  
 

!  !
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 STEP 10 

Add supplementary files (optional) 
If  you have any supplementary files that need to accompany your review, you may upload 
them at step 5 in the “Review Steps” section. After you have selected a supplementary file, 
click the “Upload” button. You may repeat this step for each supplementary file that you 
would like to upload. 
 

!  !
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 STEP 11 

Select your recommendation to the editor 
To complete your review, you need to make a recommendation to the editor. Please select 
one of  the following recommendations from the drop-down list next to “Recommendation”: !
1. Accept submission: the article should be accepted for publication directly. 
2. Revisions required: the article author needs to revise the article before it can be accepted 

for publication. 
3. Resubmit for review: the article author needs to revise the article substantially and 

resubmit it for a new review process. 
4. Resubmit elsewhere: the article has academic merit, but it is not appropriate for 

publication in OTE and should be submitted to another journal. 
5. Decline submission: the article does not have academic merit and should not be 

published in OTE. 
6. See comments: none of  the options above adequately capture your recommendation to 

the editor. Instead, the editor should refer to your review comments. 
 

!  
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 STEP 12 

Submit your recommendation and notify the editor 
Once you have selected a recommendation, click “Submit review to editor” to finalise and 
submit your review. 
 

!  !
On the following page, please scroll down to the bottom of  the screen and click the “Send” 
button to inform the editor of  your review. 
 

!  !
Thank you for taking the time to offer a review! The OTE editor will contact you via e-mail 
if  further correspondence is necessary.
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