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System Requirements 
 
 
Adobe Reader 
 
As a Reviewer using Manuscript Central, you will need to have the Adobe Reader software installed on your 
computer. 
 
This is free software that allows you to view Portable Document Format (PDF) files.  Manuscript Central will 
convert all author-supplied files into PDF and HTML format. 
 
If you do not have Adobe Acrobat, you can download if for free at: 
http://www.adobe.com/products/acrobat/readstep2.html 
 
 
 
Supported Browsers 
 
This Manuscript Central web site has been optimized for Microsoft Internet Explorer 5.x and Netscape 7.x 
and above.  ScholarOne is currently working to make Manuscript Central compatible with Safari. 
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STEP 1: Logging In 
 
 
If you have been invited to review a paper, you already have an account on the Journal’s Manuscript Central 
site.  Once you have agreed to review and the journal has assigned the manuscript to you, you will receive 
an additional email with details on how to access the manuscript for review (shown below).  In addition to 
instructions for reviewing the manuscript, this email should contain the following information: 

• The Journal URL 

• Your User ID 

• Your Password 

 

 
To login to Manuscript Central, open your web browser, go to the Journal URL, and input your User ID & 
Password (shown below).  Click on the Log In button. 
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Forgot Password? 

If you don’t know your User ID or Password, click on the Forgot Password? link in the menu bar.  You will be 

prompted to type in your email address and select Go (shown below).  Your User ID & Password will be 

emailed to you immediately.  If you do not receive an email within a few minutes or have any problems 

logging into Manuscript Central, please call support at 434-817-2040 x167. 

 

 

 
NOTE: When you login for the first time, you may be prompted to fill in the remaining required fields 
for your account.  Simply go through the “Edit My Account” Screens, fill in the remaining required fields, and 
click on the Finish button on the last screen. 
 
 

Change User ID/Password & Account Information 

You can click on the Edit My Account link in the right side of the menu bar once you have logged in to 
change your User ID, Password, or other account information. 
 
 
 



Copyright  ScholarOne, Inc., 2004. All Right Reserved.  4

STEP 2: Accessing the Manuscript Information 
 
 
Once you are logged into Manuscript Central, you will need to click on the “Reviewer Center” to access the 
manuscript for you to review (shown below). 
 

 
 
 
Once in the Reviewer Center, the manuscript assigned to you will be under the heading “Awaiting Review 
Scores.”  To access the details of the manuscript and the score sheet to fill out, click on the View Details link 
(shown below). 
 

 
 
 
Clicking on View Details will take you to a screen containing three tabs (shown below).  From here you can 
access links to all the manuscript files, details about the manuscript submission, and the score sheet that 
you need to complete and submit to the journal.  
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STEP 3: Reviewing the Manuscript 
 
 
As a reviewer, you have several options and tools for reviewing the manuscript.  From any of the tabs on 
the screen, you will see links to view the Proofs in the following formats: 
 

 
 
 

• HTML 
Ideal for reviewing the manuscript files online; the HTML view allows you to view images up close 
using the ScholarOne Image Spy tool.  It also allows automatic linking to external databases such 
as PubMed. 
 

 
 

• PDF (Reduced Resolution & Full Resolution) 
Both PDF options are ideal for printing or downloading the manuscript to your hard drive for review.  
The only difference is the Full Resolution contains better graphics, but is a larger file size.  You need 
to have Adobe Reader to view the PDF files. 
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• Original Files (this is optional for journals) 
Some journals allow reviewers access to the original files uploaded by the author (e.g., Word files) 
 

• Abstract 
Will display just the manuscript abstract. 
 

• External Searches 
Allows you to search external databases such as Pub Med, HighWire, and Google for the author, 
title, keywords and more. 
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STEP 4: Scoring & Submitting Your Review 
 
 
When you are ready to score the manuscript and input your comments to both the Editor and Author, go to 
the tab labeled “Score Sheet.”  From this screen, you fill in the journal’s recommendation form, input your 
comments to the author and/or editor and upload any files to be submitted with your review (shown below). 
 
You can always save your comments/scores and return to finish the review at a later time by clicking on the 
Save As Draft link at the bottom of the score sheet. 
 
NOTE: Save Your Work Often.  If you plan on working in this screen for long periods, it is recommended 
that you save your work periodically.  Manuscript Central has an automated time-out feature that will log 
you out if you are on the same screen for over 45 minutes.  Saving your work will notify the system you are 
still working and will also prevent you from losing your work in the case of an automatic time-out. 
 
 

 
 
 
 
When you are ready to submit your review, simply click on the Submit link at the bottom of the screen. 
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Support Information 
 

 

If you have any problems, please visit our support website or call us: 

• http://mcv3support.custhelp.com 

• Telephone: +1-434-817-2040 x 167  Hours M-F (3:30am – 5:30pm EST) 

 


