C) Cochrane

Updating
Classification
System: guide to

applying to
Cochrane Reviews

Version: 18 April 2019 (see What’s new, p. 17)
Cochrane Editorial and Methods Department




Updating Classification System: guide to applying to Cochrane Reviews

© ® N o & W NMH

10.

About the Updating Classification System......ccccciiuiiniiniininineniesieiiaiiniiesiestesiaccscsessenns 3
How to apply the Updating Classification System to a Cochrane Review........ccccceeereecnnnes 3
Publication in the Cochrane Database of Systematic Reviews (CDSR)....ccccceucruecraecrancnanns 8
How to use the Updating Classification System (UCS) in Archie.....cc.ccccervrnninnccenccrennnes 10
Updating Classification System reports in Archie.......ccccceiieiiniincecininnisiecianinnnniencens 13
Searching by Updating Classification Status in Archie.......ccccceiruireiiniincienieciniincacnennens 14
L0 T3 1 T en -y 17
ACKNOWLEdZEMENTS. . vciviiiiiiiniriircienniinsreiaicessesaccessecascessesasssssssssssssscssssssssassessscsssnsassns 17
WHat’s MEW . euuieuiieuierninraireuisenisreissesssnsssessnsssnsssssssasssssssssssssssssssssssssssssssssssssssssssssssasss 17

Appendix. UCS: common issues With Archie entries .......cccceeeceiieriececeneecenieneecencecences 18

Version: 18 April 2019, Cochrane Editorial and Methods Department Page 2 of 20



Updating Classification System: guide to applying to Cochrane Reviews

1. About the Updating Classification System

The Updating Classification System (UCS) guides readers as to whether a Cochrane Review (intervention
and diagnostic test accuracy, and not protocols) is up to date, likely to be updated in future, or does not
need updating at the current time. The system can also help Cochrane Review Groups (CRGs) with
prioritisation decisions for individual Cochrane Reviews. The UCS follows a decision framework (see below)
that asks about the usage and currency of the review question, the availability of new studies or
information, and how new information would impact on the review; and also, whether new methods will
make important changes to the review.

The UCS allows an editorial team to apply an Updating Status in Archie. These will be published alongside a
Cochrane Review (i.e. are not part of the article). The Updating Status can be applied and updated as
frequently as needed, as its publication is not dependent on publication of the Cochrane Review (although
the two are closely linked in certain cases).

The Updating Classification System has three parameters:

e Updating Status: Provides readers with a guide to the status of the Cochrane Review, and the likely
future plans for the Cochrane Review with respect to updating.

e Rationale: Provides a brief reason for the relevance and status.

e Explanation [editorial]: Provides more detail to readers about the reasoning for the relevance and
status. It also guides readers to more relevant Cochrane Reviews if available. This section is free
text, but sample texts are provided for editors to adapt (see Table 2).

The Updating Classification System (UCS) has been available for Cochrane Review Groups (CRGs) to use
from July 2016. As described below, there is an ‘Updating’ tab in the Cochrane Review Properties Sheet, and
there is functionality for searching and running reports. As of 2019 the ‘Update Classification System
publication’ publication project is underway with the goal for all Cochrane Review Groups to have started
publishing the ‘update status’ for published Cochrane Reviews (intervention and DTA) by the end of 2019.

2. How to apply the Updating Classification System to a Cochrane Review

2.1. Which Cochrane Reviews will need to have the UCS applied?

The Updating Classification System is available for full reviews only (active or withdrawn), and only for
intervention and diagnostic test accuracy (DTA) reviews.

2.2. How to determine the current classification of a Cochrane Review

See Figure 1 for a decision framework to help you apply the Update Status to a Cochrane Review. The
‘Rationales’ and sample editable texts for the ‘Explanations’ are shown in Table 1, and accompany the
corresponding number in the flowchart in Figure 1.
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Figure |. Decision-making flowchart to assess systematic reviews for updating, with standard terms to

report these decisions

Does the published review still
address a current question? Has
the review had good access or
usage? Review used valid
methods & was well conducted?

Update status

Are there any new relevant
methods? Are there any new
studies, or new information?

+No update planneda{

<>

Will the adoption of new methods
change the findings or credibility?
Will the new studies/
information/data change the

—FUp to dare—+

findings or credibility?

Yes

Up to date———p»

Rationale for update status

1. Intervention(s) not in [general] use or be:
superseded

2. Review superseded

3. Research area no longer active

4. Impact of published version (e.g. via arti
metrics)

5. Other (provide reason)

cle-level

L

6. No new studies identified with search

7. All studies incorporated from most recent search

8. Potentially relevant studies ongoing but
complete
9. Other (provide reason)

not yet

R

10. Certainty (quality) of evidence high in
published review

11. New information identified but unlikely to change

review findings
12. Other (provide reason)

or maybe

Prepare update

Update pending

13. Authors currently updating
14. Studies awaiting assessment
15. New contributors needed

16. Other (provide reason)

S\

Adapted from: Garner P, Hopewell S, Chandler J, MacLehose H, Akl EA, Beyene J et al. When and how to update systematic
reviews: consensus and checklist BMJ 2016; 354 :i3507
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2.3.

Some tips on how to answer the questions in the decision-making flowchart

In Table 1, there are some brief examples of how you might use the decision-making flowchart (Figure 1) to
make your updating status decision.

Table |. Examples of sources of information to answer flowchart questions

No.

Question

Does the published review
still address a current
question?

Has the review had good
access or usage (or both)?

Has the review used valid
methods, and was it well
conducted?

Are there any new studies, or
new information or data for
included studies?

Are there any new relevant
methods?

Is the new study (or studies),
or new information or data,
likely to impact the review
findings or credibility?

Potential source of
information (currency) you
could use

e  Editororauthor
knowledge

e Article-level metrics for
the published Cochrane
Review

e Access or usage: article
metric statistics
(downloads, Altmetric,
access statistics)

New studies: search for
studies (full search or
scoping search)

New information or data (e.g.
from review authors
contacting study authors; or
new data released; or study
retracted)

Informal approach (e.g. editor

or authors make assessment)
Formal tool (statistics tool)

Version: 18 April 2019, Cochrane Editorial and Methods Department

Note

For article-level metrics:

e  CRGs can use the annual download statistics
provided by Wiley (in the annual impact factor
report: [http://community.cochrane.org/editorial-
and-publishing-policy-resource/overview-
cochrane-library-and-related-content/databases-
included-cochrane-library/cochrane-database-
systematic-reviews-cdsr#metrics]). CRGs can
contact Tony Aburrow at Wiley for updated
download statistics.

Each published Cochrane Review has an Altmetric score
(see details:
www.cochranelibrary.com/about/alternative-
metrics.html). CRGs can review this and could compare
to scores of similar reviews (also published within a
similar timeframe).

It may be more useful to start with a new or updated
protocol if the original review methods were not valid
(e.g. vague inclusion criteria) or the review was not
conducted well.

Afull search includes electronic search strategies run
in fullin all relevant databases and all search results
are assessed for eligibility and either included or
excluded; while a scoping search describes electronic
search strategies run in selected databases to
determine if an update is required. For more detailed
information on searching please refer to
http://community.cochrane.org/editorial-and-
publishing-policy-resource/cochrane-review-
management/reporting-search-dates-cochrane-
reviews

As described in the link above, running a full search
will mean the review needs a new citation.
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Table 2. Sample editable texts for the ‘Explanation’

Update
status
No
update
planned

Up to
date

Upto
date

Reviews of interventions

Rationale

1. Intervention(s) not in
[general] use or been
superseded

2. Review superseded

3. Research area no
longer active

4. Impact of published
version
5. Other

6. No new studies
identified with search

7. All studies
incorporated from
most recent search

8. Potentially relevant
studies ongoing but
not yet complete

9. Other

10. Certainty (quality)
of evidence highin
published review

Version: 18 April 2019, Cochrane Editorial and Methods Department

Explanation: free-text box with proposed sample text

If intervention superseded: The [Intervention] has been
replaced by [Newer intervention] and is no longer used
[in general]. See [link to another Cochrane Review] for
the [Newer intervention].

If intervention withdrawn or no longer available: The
[Intervention] has been withdrawn from the market
worldwide because [reason for withdrawal (e.g. causes
serious adverse effects)].

This Cochrane Review has been superseded because [it
has been merged together with another review/split into
two or more reviews]. See [insert link to review].

[insert reason, such as no new studies expected in this
area or ethical reasons].

[This Cochrane Review has had low usage or impact and
is not a priority for updating.]

[Insert text]

If a new full search: No potentially relevant new studies
identified during the most recent search.

If a scoping search: No potentially relevant new studies
identified after a scoping search (electronic search
strategy run in selected databases). The conclusions of
this Cochrane Review are therefore still considered up to
date.

Following a new full search: All studies identified
during the most recent search have been incorporated in
the review.

A search for studies has identified ongoing [study or
studies] (see ‘Characteristics of ongoing studies’).

[Insert text]

There is high-quality evidence that [Intervention] [is not
effective/is effective] meaning further research is unlikely
to change our confidence in the estimate of effect.

Reviews of diagnostic test accuracy

Rationale

1. Index test(s) or
reference standard not
in general use or been
superseded

2. Review superseded

3. Research area no
longer active

4. Impact of published
version
5. Other

6. No new studies
identified with search

7. All studies
incorporated from
most recent search

8. Potentially relevant
studies ongoing but
not yet complete

9. Other

10. Certainty of
evidence high in
published version

Explanation: free-text box with proposed sample text

If test or reference standard superseded: The [test(s)
or reference standard] has been replaced by [insert] and
is no longer used [in general]. See [link to another
Cochrane Review] for the [Newer test].

If test or reference standard withdrawn or no longer
available: The [test(s) or reference standard] has been
withdrawn from the market worldwide because [reason
for withdrawal (e.g. causes serious adverse effects)].

This Cochrane Review has been superseded because [it
has been merged together with another review/split into
two or more reviews]. See [insert link to review].

[Insert reason, such as no new studies expected in this
area or ethical reasons].

[This Cochrane Review has had low usage or impact and
is not a priority for updating.]

[Insert text]

If a new full search: No potentially relevant new studies
identified during the most recent search.

If a scoping search: No potentially relevant new studies
identified after a scoping search (electronic search
strategy run in selected databases). The conclusions of
this Cochrane Review are therefore still considered up to
date.

Following a new full search: All studies identified
during the most recent search have been incorporated in
the review.

A search for studies has identified ongoing [study or
studies] (see ‘Characteristics of ongoing studies’).

[Insert text]

There is high-quality evidence and further research is
unlikely to change our confidence in the estimates of test
accuracy.
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Update
pending

11. New information
identified but unlikely
to change review
findings

12. Other

13. Authors currently
updating

14. Studies awaiting
assessment

15. New contributors
needed

16. Other

Version: 18 April 2019, Cochrane Editorial and Methods Department

[A new study has OR new studies have] been identified
with a recent search but the new information is unlikely
to change the review findings [as assessed by
Editors/using a specific tool/other]. The conclusions of

this Cochrane Review are therefore still considered up to

date.
[Insert text]
The update is due to be published [month/year].

A search for studies has identified potentially relevant
studies (see ‘Characteristics of studies awaiting
classification’). These studies have not yet been
incorporated into this Cochrane Review.

The Editors are looking for contributors to update and
maintain this Cochrane Review. Contact [insert] for
further information.

[Insert text]

11. New information
identified but unlikely
to change review
findings

12. Other

13. Authors currently
updating

14. Studies awaiting
assessment

15. New contributors
needed

16. Other

[A new study has OR new studies have] been identified
with a recent search but the new information is unlikely
to change the review findings [as assessed by
Editors/using a specific tool/other]. The conclusions of
this Cochrane Review are therefore still considered up to
date.

[Insert text]
The update is due to be published [month/year].

A search for studies has identified potentially relevant
studies (see ‘Characteristics of studies awaiting
classification’). These studies have not yet been
incorporated into this Cochrane Review.

The Editors are looking for contributors to update and
maintain this Cochrane Review. Contact [insert] for
further information.

[Insert text]
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2.4. Does the UCS affect a review’s citation and/or What’s New events?

No. The UCS is separate from a publishing activity (one that affects citation/DOI/changes content/uses a
What’s New event). The UCS is a system that provides a comment or explanation of the update status of a
Cochrane Review. The Update Status can be added or modified without republishing the review as it is a
‘comment’ on the updating status of a review. Applying and publishing a UCS is not (always) dependent on
publishing the Cochrane Review, and the UCS can be added or revised between review publications). The
UCS will be visible only in the CDSR (e.g. not on PubMed).

2.5. How often should you review the Updating Status of a Cochrane Review?

CRGs are able to run reports on the updating statuses applied to reviews. Editorial teams should monitor
the statuses and may evaluate these on a regular basis, to fit in with standard editorial practice and
workflows.

Because the updating classifications are separate to publishing the Cochrane Review, the editorial team can
update these as frequently as needed. There is also the facility in Archie (Figure 5) to display your reviews
ordered by their classification status to allow you to see which reviews have UCS applied, and which status
they are currently displaying.

3. Publication in the Cochrane Database of Systematic Reviews (CDSR)

3.1. When will the applied Updating Statuses appear in the Cochrane Database of
Systematic Reviews (CDSR)?

These will go live alongside the published Cochrane Reviews in 2019; all Cochrane Review Group editorial
teams will receive advance notice of the switch-on date for their CRG.

The following Figures show examples of how the updating status will appear in the Cochrane Library. Figure
2 shows how the status will appear alongside the review in a search results list. Figure 3 shows the updating
status under the title and author by-line of a Cochrane Review. Clicking on the ‘question mark’ icon next to
the status opens an information panel containing detailed information regarding the updating status
including the Status, Rationale and Explanation (Figure 4).

Figure 2. Example of the Updating Status of a Cochrane Review in search results list

Cochrane Reviews Cochrane Protocols Trials Editorials Special collections Clinical Answers More
620 1750 120 hd
Filter your results Update status:
Date e 2 Cochrane Reviews matching on '* in Title Abstract Keyword'
Publication date Cochrane base of Sy
Issue 9 of 12, September 2018
The [ast 3 MONthS......cceereercnneenennnnnsinnanne 0
Selectall (2) Show all previews
The last 6 months.........
Order by Results per page| 25 v
The last 9 months......... ook x
The last year 0 1 Functional endoscopic balloon dilation of sinus ostia for chronic rhinosinusitis
Jahangir Ahmed, Surojit Pal, Claire Hopkins, Samuel Jayaraj
WIS Show Preview~ Intervention Review 6July201l @ Uptodate @
Custom Range:
to 2 Topiramate versus carbamazepine monotherapy for epilepsy: an individual participant data
review
Sarah J Nevitt, Maria Sudell, Catrin Tudur Smith, Anthony G Marson
Show Preview ¥ Intervention Review 6 December 2016 8 Freeaccess @ Uptodate @
Update status (i)
Up to date x
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Figure 3. Example of the Updating Status for a published Cochrane Review

1\ Cochrane
o Library
Cochrane Reviews ¥

Cochrane D,

Trusted evidence.
Informed decisions.
Better health.

Trials ¥

’ Title Abstract Keyword v|

a

Clinical Answers ¥ More Resources ¥ About ¥ Help ~

of Sy

Functional endoscopic balloon dilation of sinus ostia for chronic

rhinosinusitis

Cochrane Systematic Review - Intervention | Version published: 06 July 2011

© Uptodate @ [An) 4

Advanced search

View PDF

7 Cite this Review

¥, Request Permissions

$ Comment on Review

View article information

% Jahangir Ahmed | Surojit Pal | Claire Hopkins | Samuel Jayaraj -

View authors' declarations of interest

Print

Read comments on this Review(0)

< =
Share Email

Figure 4. Example of the Information panel showing details of the Updating Status, Rationale and
Explanation (using test data)

(% COCh rane Trusted evidence. |:
S . Informed decisions. T
1 LI bra ry Better health.

Cochrane Reviews ¥

Trials « Clinical Answers ¥ More Resources ¥ About

Cochrane Database of Systematic Reviews

Functional endoscopic balloon dilation of sinus ostia for chronic

rhinosinusitis

Information

DOI:

Database:

Version published:

Type:

Stage:

Cochrane Editorial Group:
Classified:

Copyright:

3.2.

10.1002/14651858.CD008515.pub2 M) Check for updates

Cochrane Database of Systematic Reviews
06 July 2011

Intervention

Review

Cochrane ENT Group

@ Up todate
studies

dentified with search

Paragraph 1 of the Explanation. (test info)

Paragraph 2 of the Explanation.
Assessed: 19 April 2018

Copyright © 2018 The Cochrane Collaboration. Published by
John Wiley & Sons, Ltd.

readers of the reviews in the CDSR?

What information about the Updating Classification System will be visible to

In the CDSR the ‘Updating status’ of each Cochrane Review will appear under its title. Clicking on the
question mark icon next to the ‘Classification status’, will take you to an information window containing
the ‘Classification status’, ‘Rationale’; brief free-text explanation; and date the status was applied.
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3.3. Searching and browsing by Update Status in the CDSR

A future objective for the UCS in the CDSR, is the ability to search and browse for reviews by their Update
Status within the CDSR in the Cochrane Library.

4, How to use the Updating Classification System (UCS) in Archie

Also see the Archie Help file, which also covers ‘adding DOls and ‘date of search’ to the editable
Explanation text, and viewing a classification’s history.

4.1. Which review types can | apply the UCS to?
The UCS is available to use in Archie for Cochrane intervention and diagnostic test accuracy (DTA)
reviews only, although it may be expanded to other review types in future.

4.2. Applying an UCS status to a review

As stated previously, the CRG editorial base will use Archie to classify reviews and run reports. Thereis a
column titled ‘Update status’ in the right-hand frame of the Resources view in Archie, when looking at
the list of full reviews (Figure 55). Clicking on the ‘Update status’ column title will allow the reviews to be
ordered under their three different types, as well as reviews which have not had a status applied. This
will

Figure 5. View of frame showing full reviews under Resources tab in Archie

Organizer Monitor

File View Tools Favourites Help

Resources £ ]3] Title 3¢ ContactPerson ReviNo @ (0 WritePhass @ Modified Type Stage @ Update Status

= [F] Acut spiratory | a

- =1 Active | 161

i E-[g) People =

: B ) Dong, BiRong  A1435 ® O Editorial 09/04/2015 Intervention revi Full Revisv 1/1 No update planned

(3 Module BAcety'c)-'slelne and carbocyste Chalumeau, Mar A002 @ Authoring 10/06/2013 Intervention revi Full Revier 1/! No update planned

= iy Reviews |68 Amantadine and rimantadine f Jeffersen, Tom A00E @ Editarial 08/12/2015 Intervention revi Full Review 1/1 No update planned

=43 Full Revisws |8 Antibiotic therapy versus no Bhutts, Zulfigar A180 @ O Editorial @ 07/12/2015 Interventionrevi Full Revier 1/1 No update planned

EB Z2Testing Bch\mse medicinal herbs for in Wu, Taixiang AD83 [ ] Authoring 22/02/2013 Intervention revi Full Revier 1/t No update planned
[ Acelular g8 High-flow nassl cannuls therag Beggs, Sean  A178 @ Authoring 07/12/2015 Interventionrevi Full Revier 1/1 No update planned
51 [ Acetamic [ Acsllular vaccines for preventi Zhang, Linjie ~ ADO! @ (O FEdtorial @ 23/04/2015 Interventionrevi Full Revien 2/t No update planned
i . @Nahui\sed hypertonic saline so Zhang, Linjiz Al2g @® O Authoring 16/12/2014 Interventionrevi Full Reviey 1/ No Update Status
& @ Aceryley: [ Zinc supplementation as an ad Bhutts, Zuffigar A138 @ () Auwthoring 04/08/2014 Intervention revi Ful Revier 11 No Update Status

In the review Properties Sheet there is a tab called ‘Updating’ (see Figure 6) where the relevant updating
classification information is entered in Archie. This tab may exist for all review types, but you will only be
able to input data for intervention and DTA reviews, as it is not yet available for use with other review

types.

The following information will be included or collected under this tab (
6)

e Date revised (automatic on saving)

DOI of review version being assessed (automatic)

Update status (dropdown list with specific options)

Rationale (dropdown list with specific options)

Explanation (free text box with character limit of 400 characters)
Notes (internal)

History
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Figure 6. Review Properties Sheet showing 'Updating' tab

& https://test-archie.cochrane.org/sections/documents/documentProperties.jsp?key=A79FEB3382E26AA2017127F43A

General | People {9 | Topics|5 | History|6 | Advanced | Updating |6 |Workflows | & Notes

Updating classification: From the editorial team

Update status: .-Up-to-date v

Rationale: | No new studies identified with search v

Exglanation (published):

|If & new full search: No potentially relevant new studies identified during the most recent search.
If a scoping search: Mo potentially relevant new studies identified after a scoping search (electronic search strategy run in selected databases).
The conclusions of this Cochrane Review are therefore still considered up-to-date.

e

i Insart -i;-!:ga_te of Search "._ ' Save and Publish !

MNotes (intemnal):
test

Ji5S

History:

Date Revized - Dol Version Mo Status Rationale Revised By [&]

@ 10/12/2015 18:3 CDOOSSCO.pubz 3.0 Mo update planne  Intervention not in general use or been superzeded Mehta, Monaz

® 1371172015 12:4 CDO0B300pub2 3.0 Update pending  Other Ahtirschi, Olga

O 18/11/2015 10:5 CDO0OSSCOpub2 3.0 Up-to-date Other Ahtirschi, Olga

O CDO08800.pub2 3.0 Up-to-date Other Ahtirzchi, Olga
©18/11/2015 10:5 C€DO08800.pubZ 3.0 Up-to-date Other Ahtirschi, Olga

® 03/11/2015 13:4 CDOOSS00.pubZ2 3.0 Update pending  Authors cumrently updating Mousztgaard, Raszn
Publication status: Mot published | Delete |

Once you have made the editorial decision on the classification, rationale for the classification, input
your data under this tab in the review Properties Sheet.

It will be compulsory to complete steps 1 to 3 (following), each time an Update Status is added or
revised.

Status: You can choose your review update status from the three choices in the dropdown list available:
No update planned, Up to date, or Update pending.

Rationale (published): Accompanying your review status is a dropdown list pertaining to the ‘rationale’
behind your decision. The selection of rationale is related to the updating classification applied. This
dropdown list changes according to the status you have chosen.

Explanation (published): The ‘Explanation’ box is provided for you to enter a brief explanation for the
status which will be displayed live on the review header in the CDSR on the Cochrane Library. There is
some sample text provided for editors to use and modify. These sample texts will differ according to the
rationale selected. Please note that the explanation box has a maximum character count of 400
(including spaces). It is also important to note that the ‘rationale’ and ‘explanation’ will be published
live, and will appear to readers of the review. Therefore, once you have entered the ‘explanation’ text you
will get a pop-up reminder alerting you that this explanation will be published in the review in the CDSR
and will be visible to readers. You will be able to go back and edit your comment or proceed to
completion.
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Within the Explanation box you will have the option to insert a link to:

e another Cochrane Review by inserting the DOI or a hyperlink to the review, but note that this will
impact on the character count. To refer to another review use [first author surname] [year] [DOI
in Crossref standard DOI display format'] e.g. Thomas 2019
https://doi.org/10.1002/14651858.CD004462.pub4

e asection of the Cochrane Review (e.g. Characteristics of studies awaiting classification)

e thedate field in the Cochrane Review (e.g. to 'Date of Search’)

The CRG editorial team will be able to create or change an Update Status between published review
versions. Update Statuses changed between published review versions will appear in the published
review in ‘publish when ready’ time.

¢ Notes (internal): this box is a facility for private notes related to the updating classification
decision. This will not be published and only visible to those with specific permission level [see
section 5.8 below for information about permission levels].

e History: this section records the history of the updating classifications. Once you have confirmed
and saved a classification a new draft appears at the top of the list in this section. Any
classification is linked to a particular review version. If an already saved classification is edited
and then saved, a new draft will be created in the History option, and will be considered to be the
most recent update. The history of a review classification will include:

o Daterevised

DOI of review version assessed

Archie version number

Update status

Rationale

Explanation (pop up or field below rather than its own column)

o Personwho has applied the classification

O O O O O

You may find it useful to refer to the UCS Common Issues (Appendix 1, pg. 18) for further guidance on
how to approach filling in the Rationale and Explanation free text boxes.

4.3. Canl apply more than one rationale at the same time?

No, you can only apply one rationale to your review. Please choose the one most applicable to your
review, if more than one appears to be potentially applicable. You have the facility for a brief published
explanation, and internal notes, for further clarification of your choice of rationale.

4.4. Does Updating Classification System link up with Archie workflows?

In this initial release of the Updating Classification System for Archie, you are not able to link the
updating status to the workflow. However, currently you are able to add custom steps into your review
workflow, and could use this to add UCS-related tasks; for example, steps can be introduced into the
Review Update Template Workflow:

to inform author teams of the current UCS applied on publication of the review; or
to ask author teams to review the current UCS status after a period of time by introducing a task email

with a specified timepoint.

4.5. When areview is first published, does the CRG need to manually apply an
updating classification status or will there be an automatic default status?

! Note: This is the updated display format and will require manual editing in Archie pending future development.
Page 12 of 20



Updating Classification System: guide to applying to Cochrane Reviews

You will need to manually apply the status. The status for a review published for the first time would
generally be ‘up to date’, unless there are exceptional circumstances.

4.6. Should I classify reviews already marked as Stable or withdrawn?

Yes, you will need to apply a classification to all your CRG’s reviews, so that the classification is helpful to
someone accessing the review in the CDSR.

There is no change to the publishing/ ‘What’s New’ events at this time, therefore you will need to apply a
status to an already withdrawn review. In most cases in future, you will no longer need to withdraw a
review, as one of the update statuses can be applied instead; you will only need to withdraw a review in
exceptional circumstances (see section in Cochrane Editorial and Publishing Policy Resource).

As with existing withdrawn reviews, while you will need to apply a classification to existing Stable
reviews, you should not need to do this in future as the UCS will replace the need to make a review
Stable.

Please note that while assigning the classification status to Stable or withdrawn reviews, you should
ensure the Explanation text is consistent with the reason for marking it as such in the published review.

4.7. Permission levels for the UCS

4.7.1. Who can see the information in the Update tab?

Only users with maximum review editing permissions will be able to see and apply statuses; e.g. a
Managing Editor. This permission level can be allocated by a CRG as needed (http://www.cochrane-
net.org/imshelp/resources/entities/entity role permissions.htm). See the Archie Help file for further
information [http://www.cochrane-net.org/imshelp/resources/reviews/updating classification.htm].

4.7.2. Who can apply or change a review status?

Only users with maximum review editing permissions will be able to access and apply statuses. This
means that author level users will not have access to the UCS. See the Archie Help file for further
information [http://www.cochrane-net.org/imshelp/resources/reviews/updating_classification.htm].

4.8. Publishing UCS

Applying a classification status is a separate system to the publication system, and will not change the
history by itself. You will change the history if you open up a review and publish a new version of it.

4.8.1. Willl get a warning before | publish a status live, to appear on the CDSR live?

The statuses you apply in the first period of the UCS rollout will not go live until a date is confirmed.
When you have completed the fields, which will appear in the review in the CDSR, you will receive an alert
reminding you that what you have entered in steps 1 to 3 (above) will appear live in the CDSR, and
whether you wish to check again or go ahead with publication.

4.8.2. How quickly with the Update Status be published alongside the review in the CDSR?
Once publishing starts (see Section 4), the UCS will be updated in ‘publish when ready’ time, as used for
the publication Cochrane Reviews.

5. Updating Classification System reports in Archie

5.1. Types of Updating Classification System status reports

As well as classifying reviews, you will be able to run reports showing updating classification information
from within Archie. See Figure 7.
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Figure 7. Updating Classification System reports
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Under the Updating Classification Status Report menu there are 5 sub-reports, and all are based on the
most recently published update status:

e Any update status - shows all reviews which have been assigned an update status

e No update planned - shows all reviews with a status assigned as No update planned
e Upto date - lists all reviews with an Up to date status

e Update pending - lists all reviews with an Update pending status

e No update status - lists all reviews that have no classification assigned to them

Each report contains review titles, review number, review type (INT or DTA), review status
(withdrawn/active), update status, rationale, date when status was added or revised, and the name of
the person who applied the status. All the columns are sortable.

5.2. Canl print out a report showing the statuses, rationales, and explanations over
time for a review?

Currently there isn’t the facility to produce and print a report showing all the statuses, rationales, and
explanations over a time period for a particular a review. However, like other tables in Archie, you can
export the History table to HTML or Excel for printing.

6. Searching by Updating Classification Status in Archie

6.1. Advanced Search in Archie

In the Archie Advanced Search Pane for Documents and Review Versions, you can now search for
documents by updating classification statuses and associated information (Figure 8).

The user can search for reviews by:
e whether or not a review has an update status (Yes/No)

Page 14 of 20



Updating Classification System: guide to applying to Cochrane Reviews

e updating classification (Up to date/Update pending/No update planned)

e updating classification explanation (Contains/Equals/Begins with - Enter a free-text search term)

e updating classification revised date (Before/After/Not Before/On/Not After - Choose a date by
using the Calendar button).

A user is able to limit the search further by the associated Rationale (i.e. additional level of search) from a
drop-down list of rationales.

Figure 8. Advanced search pane showing Updating classification options under ‘Review Info’
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6.2. Advanced search export function
In the Export Wizard you will be able to export search data by:

e update status

e rationale

e explanation

e date classification revised

e export function: add as an option (Update Status), Rationale, Explanation, Date revised.
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6.3. Archie searches to help to identify UCS statuses by CRG

6.3.1. Step 1.Search 1 - how to locate all reviews with a UCS update status for a CRG
1. Go to Advanced search and select the following:
1.1. Review versions search, Match all rows (AND)
1.2. Versions Published between | Issue X**, 2019 (ongoing) | Issue X**, 2019 (ongoing)
1.3. Stage | Is | Full Review
1.4. Group | Is | insert Cochrane Review Group (CRG)
1.5. Has Updating Classification | Yes

**where Xis the latest issue

2. Runsearch
Select all the records
4. Select File format ‘Excel’ and use the Export wizard to select the following fields:
4.1. Review Title
4.2. Review number
4.3. Review type
4.4, DOI
4.5. Update status
4.6. Rationale
4.7. Explanation
4.8. Date classification revised
4.9. Issue Version First Published

w

4.10. Publication flag
4.11. New citation
4.12. Status

Please note the order in which you select the fields for export into Excel is a matter of personal
preference.

5. The export function will send the Excel file to your Downloads folder for saving and naming.
6. Keeping the records from Search 1 selected, run Search 2 below.

6.3.2. Step 2. Search 2 - how to identify all reviews published in 2018/19 for a CRG
1. Go to Advanced search and select the following:

1.1. Review versions search, Match all rows (AND)

1.2. Versions First Published between | Issue 1, 2018 | Issue X**, 2019 (ongoing)

1.3. Group | Is | insert CRG

1.4. Stage | Is | Full Review

1.5. Last Published Version

**where Xis the latest issue

2. Runsearch

3. The search results will show how many reviews were published in 2018 and 2019 and those reviews
which have a UCS status will show as previously selected. Any reviews without a UCS status will not be
ticked (selected).

4. Make a note of any reviews in this set that do not have a UCS status as these must be completed to
meet the minimum requirement check.
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6.3.3. Step 3. Apply filtering to the Excel file

Filtering can be used to focus on specific groups of reviews.

Open the file in Microsoft Excel.

Select all the cells with data (can use control + A).

Go to Insert > Table = Insert table (and click 'My table has headers').
You can now filter the results by any of the columns.

uhwbhE

6.3.4. Step 4. Apply relevant filters
For example:

e Filter/sort on 'Status' to identify withdrawn reviews.

e Filter/sort on 'Rationale' to check the entries in the 'Other' category (e.g. to check that no other
predefined category should have been used instead).

e Filter/sort on 'Rationale' and then 'Review superseded' to check that a link has been included to the
new review(s).

7. Contacts

For queries about the Updating Classification System in Archie: ucs@cochrane.org. This email is
moderated by the Editorial Policy and Publication Unit, Editorial & Methods Department.

For information about the project to publish the Updating Classification System information for
Cochrane Reviews, see https://community.cochrane.org/organizational-info/people/cet-
teams/cochrane-editorial-unit/projectstteppu.
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Version date What’s new
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with UCS publication checklist contact details updated; added Appendix 1 - UCS: common issues
with Archie entries
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(withdrawn/stable reviews), updated Archie Help file links in section 5.7; added link to reference in
acknowledgements

15 August 2016 Updated Table 1 (row 1, notes), section 5.3 (about applying one rationale per review), and section
5.6, updated reference in Acknowledgements
8 July 2016 First version
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10. Appendix. UCS: common issues with Archie entries
Updated: 4 April 2019

This Appendix contains examples of commonly occurring issues that may arise when populating the UCS
Rationale and free-text Explanation field in Archie, along with suggestions of how to approach or
improve them.

10.1. Unclear or uninformative free-text Explanation

No. Example of issue How to improve

1 Assessed as uncertain in relation to currency Ensure the Explanations are informative with sufficient

2 Invalid methods used detail for users of the review to make a decision and

3 This review will not be updated in its present form. use respectful language appropriate for publication
and all users of the Cochrane Library.

4 Individual Patient Data (IPD). Last search 1 Aug, 2003

5 Other.

6 Review withdrawn

7 The research question is of implementation of integration.

8 Review published April 2016.

9 Split review; to be conducted once the other review is

completed.
10  Thefocus of this review is being revisited.

10.2. Prioritization descriptions lacking detail: how would author or readers interpret

these?
Example of issue How to improve
Updating this review is not a current priority for CRG. Provide information about the method of
As aresult of a priority setting exercise 2016, this review has been prioritization if the Explanation refers to a

identified as not a current priority for updating. The editorial team will = Prioritization process or decision (e.g. for whomiis
not request nor expect to receive an update of the review. However, if | the review alow priority and why?); and check the
the review authors choose to submit an update at some point in the descriptions are clear and useful for readers.
future, the status of the review will be changed accordingly.

Current low priority

CRG did not consider this review to be an immediate priority for
updating. It will be reassessed for updating in 2018.

Low priority.
Not identified as a priority topic at this time

10.3. Out-of-date free-text Explanations

Example of issue How to improve
Authors plan to update late All UCS statuses are current (e.g. check any dates included in free text are current and not in
2017 the past).

10.4. Critical Explanation

Example of issue How to improve

Important topic but interventions are poorly defined in this review version Ensure the Explanations are informative with
A Cochrane Review of randomised controlled trials is not the optimal type of | sufficient d?t?” for users of the review to
evidence synthesis required to answer this question. make a decision and use respectful language

appropriate for publication and all users of

Note published inclusion criteria: Parallel randomized or quasi-randomized .
the Cochrane Library.

controlled trials.
No longer clinically interesting
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Review not suitable for updating in its current form. Not part of current
updating workplan.
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10.5. Incorrect Status or Rationale applied

No.

Current
Status and
Rationale

No update
planned: Other

No update
planned: Other

No update
planned: Other

No update
planned: Other
No update
planned: Other

No update
planned: Other

No update
planned: Other

No update
planned: Other

Update
pending: Other

Current free-text Explanation

This Cochrane Review will be superseded by a new suite of
reviews on interventions for intervention, which will be
conducted during 2018.

No new studies identified in this or the previous update and
currently there no on-going studies (1 June 2015). Therefore, the
review is considered stable.

No relevant studies identified from search of CRG Register of
trials 2010-2017. Search updated 5 July 2017.

Editors are establishing if additional new authors are required to
update this review.

This intervention is not widely used for this condition.

This review will be replaced by a Living Systematic review on
topic', to be published in 2018. Please contact the review group
for more information.

The review incorporates all completed studies identified with a
search on 11 May 2016. This review was assessed as not needing
to be updated asit's no longer considered to be an active
research area.

Certainty of evidence is high. No update is planned.

No recent trials but possibility of trials in the future

How to improve: change most
appropriate Status or
Rationale

No update planned: Review
superseded

No update planned: Research
area no longer active

No update planned: Research
area no longer active

Update pending: New
contributors needed

No update planned:
Intervention not in general use
No update planned: Review
superseded

No update planned: Research
area no longer active

Up to date: Certainty (quality) of
evidence high in published
review

Up to date

10.6. Missing free-text Explanation/only template text/only symbols

Example of issue
[insert text]

[Insert text]1 May, 2013

i

How to improve

Ensure Explanation does notinclude only template text (e.g. [insert
text]) or symbols (e.g. --- []). Note: this section will look 'wrong' to

readers if left empty.

10.7. Typographical errors in free-text Explanation

How to improve: Check for and correct any typographical, punctuation, and grammatical errors (in line
with Cochrane Style Manual).
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