
UNIVERSIDAD DISTRITAL
FRANCISCO JOSÉ DE CALDAS

Tecnura • p-ISSN: 0123-921X • e-ISSN: 2248-7638

EVALUATORS GUIDELINE (OJS)

This manual presents a brief description of the procedures that must be carried out in order to review 
and evaluate an article.

Step 1. Evaluator’s registration

To start with the evaluation of an article, you must register as evaluator of the journal.
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A form will appear, and it should be filled by the evaluator. The required information must be complete, 
username, password and email, among others.
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Lastly, it is important to select the type of registration “Evaluator”, so that the platform enables the eva-
luator profile. Additionally, it is necessary to check the topics of interest for future evaluations.

To confirm the form, select register in the end of the document.

Later, this will appear:

You will receive an email assigning an article for its evaluation with subject: [RT] Article Evaluation 
Request
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Step 2. Access to the platform

In order to access the platform, evaluators must log in with their username and password (The registra-
tion to get the username and password is described in Step 1).

If the username and password are correct, the platform identifies the evaluator and generates a new 
window. You should click on X Active.
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A new window displaying the article’s title will appear, as well as the evaluation due date in the “Pen-
ding” section.

Then, you will find the information of the article, including the Number of Identification, Title, Journal 
Section in which the authors classified the document, Article’s abstract, Editor who assigned you as eva-
luator, and article’s metadata. Afterwards, you will see the dates of each stage of the article evaluation. The 
following image is an example:
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Step 3. Start the article evaluation

In the previous window (downward), you will find the explicit steps to continue with the evaluation of 
the article assigned to your profile.

In the first step, you must click on the icon according to your decision: Evaluation will be done (If you 
accept, to start), Evaluation cannot be done (If you do not accept, to cancel the process).

 
In the second step, should you accept to evaluate, the article will be downloaded.

In the third step, you will access the form proposed by the journal for the article’s evaluation.

Next, a form will be displayed. When ending click on Save.
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In the fourth step, if you wish, you can attach the article with corrections or a document with observa-
tions (on evaluator’s judgment).
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In the fifth step, after displaying the options for recommendations, click on Send.

When completing the previous steps, you should find the whole Evaluation planning section.

Once you finish the process, a certificate of evaluation will be sent by Tecnura journal. 


