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GUIDE FOR REVIEWERS

1. LOGGING IN THE ONLINE SYSTEM

- Access the online-system via http://tcsj.utc.edu.vn
- Select the language of the system: English (Figl)

-Login the system or Sign-up for the first time
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Fig 1. Selecting the language of the system

1.1. Sign-up an account
- Click Sign-up to create a new account

- Fill all required information and select Register (Fig 2)

Affiliation *

| Affiliation Example |

Country *
| Viet Nam ~ |
Email *

test@utc.eduvn |

Username *

| username_examp\e |

Password *

Yes, I agree to have my data collected and stored according to the privacy statement.
Yes, I would like to be notified of new publications and announcements.

Yes, I would like to be contacted with requests to review submissions to this journal.
Keywords

™
\/ I'm not a robat

Fig 2. Filling the information to sign-up
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1.2. Log in the system

- Click Login at the menu bar (Fig. 3)

- Log in with your username and password
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Fig 3. Logging in the system

If you forget your password, click Forgot the password? provide your e-mail which was used
for your registration and check the e-mail for the new password.

The password can be changed at any time by clicking your name - View Profile > Password
(Fig.4)
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Enter your current and new passwords below to change the password for your account
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Fig 4. Changing the password
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Fig 5. Providing the Reviewer’s or Author’s information
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After changing password, provide other information such as ID number, Tax number, Banking

account with name of the bank and its branch, etc. at the Roles (Fig 5)

2. REVIEW CONFIRMATION

An e-mail with the Title “/vn/ Invitation to Review Manuscript — Transport and Communications
Science Journal” would be sent to the Reviewer.

The e-mail message includes the information about the manuscript title, abstract, and the link
which connects to the TCSJ-online system. (Fig 6)

After logging in the TCSJ-online system via http://tcsj.utc.edu.vn using username and password
of the Reviewer, click on the attached link. For the first time, the Reviewer could find the
username and password in the previous e-mail from TCSJ system.

Note: Please check the Spam box if there is no e-mail in your mail box.

[vn] Invitation to Review Manuscript - Transport and Communications Science Journal & &

Hop thu d&n x

Ban Bién Tép <noreply@utc.edu.vn> 13:30 (17 phut truse) T 4
1di toi ~
Hp TiéngAnh ~ > Tiéng Viét v  Dichthu Tat déi véi: Tigng Anh

The above manuscript, entitled ""test," has been submitted to Transport and Communications Science Journal

| would be grateful if you would kindly agree to act as a reviewer for this paper. If you agree to review, we would hope to have your review within 4 weeks. The
abstract appears at the end of this letter.

Please let me know as soon as possible if you will be able to accept my invitation to review. To do this please either click the appropriate link below to automatically
register your reply with our online manuscript submission and review system. Please respond to this email using links below only. This will ensure your action is
recorded in the system. Please do not respond using email

*** PLEASE NOTE: This is a two-step process. After clicking on the link, you will be directed to a webpage to confirm. ***

Link: http://tcsj.utc.edu.vn/index.php/tcgtvt/reviewer/submission?submissionld=858&reviewld=107 &key=3MDz7L 49

If you accept my invitation to review this manuscript, you will be sent an email with a direct link to the scoresheet, which will be made available to you. You will then
have access to the manuscript and reviewer instructions in your Reviewer Centre.

If you are unable to review the manuscript, click on the “decline” option to register your response. This will direct you to a screen where you will be given the
opportunity to provide details of any alternative reviewers.

| realise that our expert reviewers greatly contribute to the high standards of the Journal, and | thank you for your present and/or future participation.
Sincerely,
Nguyen Duy Viet

Editor-in-Chief

Fig 6. Invitation to Review Manuscript

After logging in the system as a Reviewer, a schedule of review would appear on the screen.
Confirm whether you are ready to review the manuscript or not by checking the check box and
the Accept Review or Decline Review buttons (Fig 7)

If the Accept Review button is pressed, the next step will be started.
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Review Type
Double-blind

View All Submission Details
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About Due Dates

@VES‘ | agree to have my data collected and stored according to the privacy statement.

Accept Review, Continue to Step #2 Decline Review Request

Fig 7. Accepting or Declining Review

3. DOWNLOADING THE MANUSCRIPT

After accepting to review the manuscript, please click Continue to Step #3 in the Review
Guidelines.

In the Download & Review, the Reviewer could download the manuscript and insert comments
to the Authors (Fig 8)

1. Request 2. Guidelines 3. Download & Review 4. Completion
Review Files Q Search
@ | 1111-1  Manuscript File (doc or .dogx), Mau bai bao TA.dac Manuscript File (doc or .doc

Download the manuscript here
Reviewer Guidelines

Review Guidelines

Review

Enter (or paste) your review of this submission into the form below
D& B 7 Y £ & o { MUpoad 4

Insert the comment of the manuscript here

Fig 8. Downloading manuscript and inserting comments to the Authors
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4. SUBMITTING THE REVIEW OF THE MANUSCRIPT

The Reviewers insert directly comments on the manuscript into the textbox (required) and upload
comment file to the TCSJ system.

After that, please give the recommendation to the Editors as follows:

Accept Submission: The manuscript is accepted for publication in TCSJ without any
revisions. The content of the manuscript meets the TCSJ requirements with its contributions
and scientific values which are presented clearly and convincingly. The references are used
sufficiently under TCSJ format.

Revisions Required: The manuscript might be accepted for publication with some revisions
after clarifying the comments from reviewers

Resubmit for Review: The manuscript is not accepted for publication. It is suggested that
the authors should revise and implement some results following by resubmitting for the
next round of the review.

Resubmit Elsewhere: The manuscript is rejected for publication, but it can be submitted to
other journals

Decline Submission: The manuscript is rejected for publication because it does not meet
the TCSJ requirements.

See Comments: The manuscript is rejected for publication with some comments shown in
the attached file .

Recommendation
Select a recommendation and submit the review to complete the process. You must enter a review or upload a file before selecting a recommendation

Choose One v

Choose One

Accept Submission
Revisions Required
Resubmit for Review
Resubmit Elsewhere
Decline Submission

See Comments

Fig 9. Submitting the recommendation

The comments on the manuscript by the Reviewers are collected and sent back to the
Authors. The revised manuscript could be reviewed at the 2" round by the same Reviewers
with the same steps from 1 to 4 presented above.

At this step, please check the revisions of the manuscript and give another comment (if
necessary).



