CODEX ALIMENTARIUS

CODEX ALIMENTARIUS
ONLINE COMMENTING SYSTEM
USER MANUAL




Codex Online Commenting System User Manual

1. Introduction to the Codex Alimentarius Online Commenting SYSteM........cccccoveviviiieieiieie s 3
2. Useful resources and contact information for the Codex Online Commenting System.............cc....... 4
3. Homepage and dashbDOArd............c.coiiiiiiiee et sreene 4
4. Login, how to retrieve your password, and how to change your password............ccccceevvevevesiecrnennnn, 4
LT LNV LT =T 0 -V TSRS 6
B. USEr TYPES @NU ROIES ... .ot 7
7. Creating user accounts and assigning users in your organization to arole ...........ccccvvvvvveveieecesnene 7
8. Accessing your profile settings and USEr PreferenCes..........coovieieieieienine e 9
9. Quick Navigation IN the SYSTEM .........ciiiiieiei et 10
10. AccessSing dOCUMENLS TOr FEVIEW ......c.eiiuiiieie ettt sttt sbe et e e sae e e 10
11. Overview of the comment area (document actions toolbar, navigation pane, review

PANE and COMIMENT PANE) .....veviieitiitet ettt ettt b bt s ettt ab e ab b nnen e 12
12. How to add comments and propoSed CRANGES..........covierierieriiiiisesise s 13
13. Changing and deleting COMMENTS. ........civciuiiiiieie ettt sre e e besreenresre e 16
14, LEAVING T FTEVIBW ...ttt bbbttt b et b e 18
15. ReVIEW CONIOI PANEL ..ot 19
ST T T ST RUPR 20
I B L] 1o =[] SRS 22
18. OptioNal INTEIMAI TEVIBW ........eiiiiiciicist sttt 23
19, SEAICNING TOF FEVIBWS ...ttt st et sttt e be e e sbeeba e besaeeneenre e 27
20. Accepting and ClOSING COMMEBNTS ......ccviiiiiieiecicie et s re et sre e s e s re et e be e e e sresraebesre s 28
21, RELFIEVING COMIMENTS.......eutiuieiiitiitietesieste sttt bbb bbbt sb bt e b e st e b e bt et et b et 30
22. WOrkgroup adminiSTrAtION. .........cuiiiiiieieiei et 31
23. Creating and managing distribUtIoN lIStS..........c.ciiiiiiiiii e 31

Page 2 of 32 International Plant Protection Convention



1. Introduction to the Codex Alimentarius Online Commenting System

Codex Alimentarius Online Commenting System User Manual

The Codex Alimentarius Online Commenting System (hereinafter: “Codex OCS” or
“system”) provides Codex stakeholders a safe and secure place to insert, share and submit
comments on documents; for the Codex and host country secretariats to compile comments in
a simple and efficient manner and to provide data for analysis.

Background

The IPPC Secretariat developed the first version of the system in 2011, and has been using it
for consultations on draft standards. In 2014, because of the rapid evolution of online
technologies and issues with the system’s compatibility, performance and user-friendliness,
the IPPC Secretariat joined the Codex Alimentarius Secretariat to procure an off-the-shelf
product meeting user needs.

What were the user requirements for this new system?

Multi-tenant license
Multilingual

Compatible with mobile devices and all main internet browsers

User friendly

Minimal user registration and management can be done by the Contact Point and not by

the Secretariat

One user can have multiple roles
Possibility of internal and external reviews
Comment categories

Email notifications

Search capabilities

Data and report exporting

System roles

Review Owner

Author

Participants | Deputy Author
Reviewer

Users

Review Owner - Codex or Host Country Secretariat.

Author - Contact Point (See section 6).

Deputy Author - Delegated by Contact Point (See section 6).
Reviewer - See section 6.

Participants (to a review): author, deputy author, reviewer
User: everyone holding an account.

Codex Alimentarius Secretariat
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2. Useful resources and contact information for the Codex Online Commenting
System

The Codex Alimentarius Secretariat has produced several resources to help you when using
the OCS. Most of these resources are on the Codex website.

To access the available resources about the system, visit the system’s resources page on the
Codex website, available at http://www.fao.org/fao-who-codexalimentarius/ocs/. Here you
can find training materials, helpful links, and Secretariat contact information. You may want
to bookmark this page for future reference.

If you need any assistance with the system, contact the Codex Secretariat at
Codex-OCS@fao.org.

3. Homepage and dashboard

To access the Codex OCS, visit https://ocs.codexalimentarius.org/. The Codex OCS
homepage (see Figure 1) includes the login area, links to training material and documents
open for consultation, and how to contact the Secretariat for further assistance. The system is
available in English, French and Spanish.

Figure 1: View of the Codex OCS home page

English Espaiiol Francais ?

Version 5.2.12

Welcome to the Codex Alimentarius Online Comment System (OCS)!

The PleaseReview User Manual is available here. Other training material is available here
For any questions on how to use the system or to arrange a training session, please email us here

please enter your username and password
User name
Password

Remember me

Login

Reset Password

Codex Alimentarius Online Comment System. Contact Us: here.

4. Login, how to retrieve your password, and how to change your password

To access the Codex OCS, visit https://ocs.codexalimentarius.org/. To login, enter your user
name and password in the login field and select 'login’ (Figure 2).

Figure 2: View of the Codex OCS home page, with the login area indicated

English Espaiiol Francais ?

Version 5.2.12

Welcome to the Codex Alimentarius Online Comment System (OCS)!

The PleaseReview User Manual is available here. Other training material is available here
For any questions on how to use the system or to arrange a training session, please email us here.

please enter your username and passwor
User name
Password

Remember me

Login

Reset Password

Codex Alimentarius Online Comment System. Contact Us: here.

If you have forgotten your user name or password, select the 'reset password' link on the OCS
home page. This will direct you to a screen to enter the email address associated with your
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account. The system will automatically send an email to you with instructions on how to reset
your password. If you have not received a response email within one hour, check the 'junk’ or
'spam’ folder. If you need any further assistance, contact the Codex Secretariat at Codex-

OCS@fao.org.

To change your password, login to the system and select the 'user settings' icon (Figure 3).
Next, select the ‘profile’ tab in the user details window (Figure 4). Then, under 'user details',
enter your old password, the new password you would like to use, and re-enter the new
password again in the ‘confirm password' field (Figure 5). Select 'OK' to save your changes.

Figure 3: Indicating the location of the ‘user settings icon’ after logging into the system
CODEX ALIMENTARIUS - OCS  pview

Logged in as: Test Country 3 Contact Point in Workgroup | Codex

wpleaseraview my reviews

review Reviews I'm in (1) (12) ‘ Search for reviews

my reviews

My status is ) Not started ¥/ In progress || Completed Include: Closed reviews || All workgroups
refresh

Due Date ¥ Title Owner Review My Details Review
Status Status

2 Jul 2016 ] Universal Declaration of Human Codex Alimentarius In Progress Mot Select Enter

0:00 Rights Secretariat Started

31 May 2016 #)Test Reginal Workshop - Master Codex Alimentarius ~ Overdue  In Select Enter

23:45 review Doc 2 Region 2 Secretariat Progress

31 May 2016 #)Test Workshops with all sharing all ~ Codex Alimentarius ~ Overdue  In Select Enter

23:45 Secretariat Progress

30 May 2016 #)Test Reginal Workshop - Master Codex Alimentarius ~ Overdue  In Select Enter

23:45 review Doc 1 Region 2 Secretariat Progress

27 May 2016 )Test for paragraph numbers Codex Alimentarius ~ Overdus Mot Select Enter

23:45 Secretariat Started

26 May 2016  #]Test review regional workshop 2 Codex Alimentarius Overdue Not Select Enter

23:45 Secretariat Started

20 May 2016 #f]test deadline Codex Alimentarius ~ Overdue  Naot Select Enter

23:45 Secretariat Started

20 May 2016 #)Test review regional workshop 1 Codex Alimentarius  Overdue Mot Select Enter

23:45 Secretariat Started

16 May 2016 #Test of French and Spanish review Codex Alimentarius ~ Overdue  In Select Enter

23:45 Secretariat Frogress

12 May 2016 ¥ Test Regional Workshop XY Codex Alimentarius Overdue Mot Select Enter

23:45 Secretariat started

7 May 2016 #)Test review 8 Codex Alimentarius ~ Overdue  MNaot Select Enter

23:45 Secretariat Started

6 May 2016 & New test review Codex Alimentarius Overdus Not Select Enter

23:45 Secretariat Started

29 Apr 2016 ]Test Review A Codex Alimentarius  Overdue  In Select Enter

23:45 Secretariat Progress

Figure 4: Indicating the location of the ‘Profile’ tab in the user details window

7
o Profile Review

edit y user details
specify us| ails
User emal 55 aa@aa.aa
Login na Test-CP1
User full name Test Contact Point 1
Language

0ld Password | |

New Password | |

Confirm Password | |

Password policy: minimum of 8 characters including at least 1 number and 1 letter, Politica de contrasefias: minimo de &
caracteres, incluysndo al menos 1 nimers y 1 latra. Politique relative su mat de passe: minimum de 8 caractéres dont au
moins 1 chiffre et 1 lettre.
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Figure 5: Indicating the where on the ‘profile tab’ to change your password

"
o Profile Review

edit your own user details

specify user details

User email address aa@aa.aa

Login name Test-CP1

User full name Test Contact Point 1
T

User Type

Old Password | |

New Password | |

Confirm Password | |

Password policy: minimum of 8 characters including at least 1 number and 1 letter. Politica de contrasefias: minimo da &
caracteres, incluyendo al menos 1 ndmero y 1 letra. Politique relative au mot de passe: minimum de 8 caractéres dont au
meins 1 chiffre et 1 lettre,

To logout of the system, select the logout icon in the upper right corner of the system (Figure
6). You will receive a message confirming you wish to logout. Select 'yes' to logout.

Figure 6: Indicating the location of the ‘logout icon’ to logout of the system

COIDIENL ALIMIERTTARITUSE = QECS | —m—m—m"

ersion 5.2.12 Logged in as: Test Country 3 Contact Point in Workgroup | Codex

P i my reviews

wopleasereview Y

review Reviews I'm in (1) (12) ‘ Search for reviews

my reviews
My status is | Not started ¥ In progress | Completed Include: Closed reviews | All workgroups
refresh
Due Date ¥ Title Owner Review My Details Review
Status Status

2 Jul 2016 ®)Universal Declaration of Human Codex Alimentarius In Progress MNot Select Enter
0:00 Rights Secretariat Started
31 May 2016 &) Test Reginal Workshop - Master Codex Alimentarius Overdue In Select Enter
23:45 review Doc 2 Region 2 Secretariat Frogress
31 May 2016 & Test Workshops with all sharing all Codex Alimentarius Overdue In Select Enter
23:45 Secretariat Frogress
30 May 2016 #)Test Reginal Workshop - Master Codex Alimentarius ~ Overdue  In Select Enter
23:45 review Doc 1 Region 2 Secretariat Progress
27 May 2016 #Test for paragraph numbers Codex Alimentarius ~ Overdue  Naot Select Enter
23:45 Secretariat Started
26 May 2016 #)Test review regional workshop 2 Codex Alimentarius ~ Overdus Mot Select Enter
23:45 Secretariat Started
20 May 2016 @ltest deadline Codex Alimentarius  Overdus Mot Select Enter
23:45 Secretariat Started
20 May 2016 &) Test review regional workshop 1 Codex Alimentarius Overdue Mot Select Enter
23:45 Secretariat Started
16 May 2016  #]Test of French and Spanish review Codex Alimentarius Overdue In Select Enter
23:45 Secretariat Frogress
12 May 2016 ] Test Regional Workshop Xv Codex Alimentarius ~ Overdue  Naot Select Enter
23:45 Secretariat Started
7 May 2016 #)Test review 8 Codex Alimentarius ~ Overdus Mot Select Enter
23:45 Secretariat Started
6 May 2016 H]New test review Codex Alimentarius ~ Overdue Mot Select Enter
23:45 Secretariat Started
29 Apr 2016 #)Test Review A Codex Alimentarius ~ Overdue  In Select Enter
23:45 Secretariat Frogress

5. Invitation email

Once the Secretariat makes the documents available for review, the Author (Codex Contact
Point) will receive an invitation email that you may now begin commenting on the
documents. It is the responsibility of the Author to ensure that the email account on the Codex
website is current. Figure 7 shows a sample email that will be automatically generated by the
system when documents are available for review.

Page 6 of 32 Codex Alimentarius Secretariat
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Figure 7: Sample invitation email when a document is made available for review

Dear Demo3,

You have been imvited by Demo to participate in the review "My Demo review”. Rewiew title

The review description is: This is the review description

Review
description

The Author's personal message to vou is: This is personal notes for Demo 3 (f )
if any

the review is due by Review due date

to start reviewing the document, follow the link below:

Link 1

Special
instructions

" (if any)
aspx action=loaddocument&reviewid=268

or to see details of the review, follow the lnk below:
aspx’action=doreview&reviewid=268

Please note: If you are new to PleaseReview, vour login information has been sent by separate email

6. User Types and Roles

There are two main roles in the OCS:

- Author (Codex Contact Point): The Author is the only user able to publish (submit) the
final comments to the Secretariat on behalf of his or her organization. The Author can
also authorize a Deputy Author who can perform all the actions of the Author,
excluding publishing the final comments to the Secretariat. The Secretariat only
manages the Author account.

- Reviewer: Reviewers can add comments and propose changes to documents. The
system allows up to three reviewers for each organization. The Author or Deputy
Author (not the Secretariat) manages the Reviewer accounts.

7. Creating user accounts and assigning users in your organization to a role

The Secretariat manages only the Author (or Codex Contact Point) account for each
organization. It is the responsibility of the Author to manage the accounts of the optional
Deputy Author and three optional Reviewers.

To create these user accounts, the Author or Deputy Author must first login to the system. In
the upper right corner of the system home page, ensure the Author login is displayed as
'Logged in as: "User Full Name" in Workgroup'. You should then see a drop down selection
with Codex and below that another group. Select the group below Codex (see Figure 8). Next,
select the 'Admin’ tab, and select the link ‘users'. Next, select ‘Add new user' (Figure 9). Enter
the user details and ensure you assign the user a role, such as reviewer. Select 'OK' to save
your changes (Figure 10).

Figure 8: Indicating where the Author or Deputy Author should confirm they are in the correct

workgroup
CODEX ALIMENTARIUS - OCS Review
Logged in as: Test country1 contact point in Workgroup | = Test-Countryl v
Root
P i my reviews Codex
Oplease review Y » Test Regional workshop - Document 1 - Region1
> Tes Works
review Reviews I'm in (1) (13) | Reviews I own ‘ Search for reviews  Recycle bin = RG“ arkshop account 1
new review
my reviews Review status is #) Not started ¥/ In progress ¥ closed # completed Include: ¥ All workgroups
distribution lists [l
manage lists Due Date ¥ Review Title Status Details Review
30 May 2016 23:45 ) Test Workshops with all sharing all [Sub-review] Overdue Select Enter
29 Apr 2016 23:45 ] Test Review A [Sub-review] for Regional Workshops test Mot Started Select
29 Apr 2016 23:45 ]Test Review A [Sub-review] for Regional Workshops test 1~ Overdue  Select  Enter
3 Apr 2016 23:45 &) Test Review A [Sub-review] - AL Completed  Select  Enter
3 Apr 2016 23:45 ] Test Review A [Sub-review] - AZ Overdue  Select Enter
printable view
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Figure 9: Indicating the location of the ‘Admin’ tab, ‘users’ link, and ‘Add new user’ button

Admin Review # ? E)

Version 5.2.12 Logged in as: Test countryl contact point in Workgroup | » Test-Countryl v

i user administration
wpleasereview
admin User details [ || Find |
users
roup management | Display users who are not enabled
ort
rt

If the user is already known to the system, locate them by entering part of either their user name, email address or full name
and pressing "go". This will bring back users starting with the value you entered.

If you want to search for users containing certain characters, use * as a wildcard. for instance, entering®jones will return
users ending in jones; entering *jones* will bring back all users containing jones.

If the user is new to the system, click 'add new user'. XTI

Flgurelo Showmg a sample of the pageof where to enter the user details

Adimin
Logged in 851 Test countryl contact point in Workgroup | = Test-Countryl ha

wpleasereview add user
P specify user details

i User emall address

workgroup management

usage report Login name

license report Ts user enabied? "

User full name

Howe Workgroup = Test-Countryl ¥

Default workgroup = Test-Countryl ¥

Waorkigraup Rale Please Select * | Maonitor
Language Set at next logn x

User Type Default *

Maximum Role [

Only change this field if you m;n o limit the masimum role 8
Werkgroup Administrator can set for this user. This aption is
et spplicable for most installations.

New Password
confirm Password

Don't send a welcome email

Password policy: mmsmum of 8 characters |||dud|||v at least 1 number and 1 |etter. Politica de contraserias: mlmmw dI 8
caracteres, incluvendo al mencs 1 ndmero v 1 letra. Politique relative su mot de passe: minimum de 8 coractéres d.
moene 1 chiffre ot 1 Istire.

| OK J Apply | Back |

& PleaseTech Ltd. 2004-2015

Each organization is allowed a maximum of five user accounts: one Author, one Deputy
Author and three Reviewers. Authors and Deputy Authors can manage the accounts. First, in
the upper right corner of the system home page, ensure the Author login is displayed as
'Logged in as: "User Full Name" in Workgroup'. You should then see a drop down selection
with Codex and below that your group. Select the group below Codex (see Figure 8). To
manage how many user accounts you have, select the 'Admin' tab, and select the 'license’ link
(Figure 11). The number to the right of "Total Available' will display how many user accounts
you can assign (Figure 12).

Figure 11: Indicating the location of the ‘Admin’ tab and the ‘license’ link

Admin Review # ? E:)
Version 5.2.12 Logged in & ountryl contact point in Workgroup | » Test-Countryl v
mplease review workgroup management
admin Root » Codex » Test-Country1 (ID:103)

users
workgroup management sub workgroups
usage report Workgroup ID Workgroup Name Notes All monitors

license report
Review Types Settings Edit Copy Emails License Delete

Add New E=3
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Figure 12: Indicating the location of the number of user accounts available to assign, indicating four
users are available to assign

License management
Root » IPPC » Afghanistan (ID:225)

Current Workgroup

License Used Sub License (ID: 211)

Workgroup Afghanistan

Available License License Type Licensed In Use Available
Standard Mamed 3 0 3
Enhanced Mamed 0 0 0

Power MNamed 1 0 1

Total Available 4

Back

8. Accessing your profile settings and user preferences

User details can be accessed by selecting the 'user settings' icon (Figure 3). Next, select the
‘profile’ tab in the user details window (Figure 4).

To change your password, select the 'user settings' icon (Figure 3). Next, select the ‘profile’
tab in the user details window (Figure 4). Then, under 'user details', enter your old password,
the new password you would like to use, and re-enter the new password again in the ‘confirm
password' field (Figure 5). Select 'OK' to save your changes.

To change the default language for the entire system, select the 'user settings' icon (Figure 3).
Next, select the ‘profile’ tab in the user details window (Figure 4). Then, under 'user details',
select the default language you would like displayed (Figure 13). Select 'OK' to save your
changes.

Figure 13: Indicating where on the ‘profile tab’ to change the default language for the entire Codex OCS

7
0 Profile Review

edit your own user details
specify user details

User email address aa@aa.aa

Login name Test-CP1

User full name Test Contact Point 1
Language English {Unitad States)
User Type Default v

0ld Password | |

New Password | |

Confirm Password | |

Password policy: minimum of 8 characters including at least 1 number and 1 letter. Politica de contrasefias: minimo da &
caracteres, incluyendo al menos 1 ndmero y 1 letra. Politique relative au mot de passe: minimum de 8 caractéres dont au
meins 1 chiffre et 1 lettre,

[0k | apply J Ciose |

To change your review preferences, select the 'user settings' icon (Figure 3). Next, select the
'review' tab (Figure 14). Then, under 'user settings', make modifications based on your review
preferences (see also Figure 14). Select 'OK' to save your changes.

Codex Alimentarius Secretariat Page 9 of 32



Codex Alimentarius Online Commenting System User Manual

Figure 14: Indicating the location of the ‘Review’ tab in the user details window

l/ ]
Profile Review

user settings
user settings for Test C Point 1

daily digest
Send me a daily digest email |

review preferences

Automatic refresh Interval in second(s)
Give reason when accepting/closing comments (authors

only)?

Highlight Paragraph O

Location of comments panel

Default view

Show tracked changes in document view | Show open changes as tracked v|
PDF review [Review as image v
Inline editing and Paragraph Toolbar settings

Show page borders for Word documents

0K ] "Apply ] Ciose |

9. Quick navigation in the system
The top menu allows for quick navigation within the system (Figure 15 and Table 2).

Figure 15: Location and appearance of the top menu in the system
CODEX ALIMENTARIUS - OCS Review

Logged in as: Test countryl contact point in Workgroup | = Test-Countryl

wpleaseraview my reviews
review Reviews I'm in (1) (13) Reviews I own Search for reviews  Recyde bin
new review
my reviews Review status is ¥/ Mot started ) In progress ¥ Closed ¥ Completed Include: ¥ all workgroups
distribution lists refresh

manage lists Due Date ¥ Review Title Status Details Review
30 May 2016 23:45 ] Test Workshops with all sharing all [Sub-review] Overdue Select Enter
29 Apr 2016 23:45 ] Test Review A [Sub-review] for Regional Workshops test Mot Started Select
29 Apr 2016 23:45 ] Test Review A [Sub-review] for Regional Workshops test 1 Overdue Select Enter
3 Apr 2016 23:45 ] Test Review A [Sub-review] - AL Completed ~ Select  Enter
3 Apr 2016 23:45 ] Test Review A [Sub-review] - A2 Overdue Select Enter

printable view

Table 2: Provides a view of the icons in the top menu and a brief description of the action taken when
the icon is selected

Icon | Description
E Access to the comprehensive Help website

m Opens the user settings window

IE Logs the user out of the system or exits the review area

10. Accessing documents for review

To access documents for review, first login to the system. Then select the 'Review tab', then
'my reviews'. Select the 'Reviews I'm in' tab. This will display the table of all the documents
available for you to review (Figure 16). You should then see a drop down selection with
Codex and below that another group. Select the group below Codex (see Figure 8).
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Figure 16: Indicating the location of the ‘Review’ tab, ‘my reviews’ link, ‘Reviews I'm in’ tab, and how to
enter the document to begin reviewing

CODEX ALIMENTARIUS - OCS Review
Logged in as: Test countryl contact point in = Test-Countryl h
p i my reviews
wpleasereview Y
review Reviews I'm in (1) (13) | Reviews [ own Search for reviews Recycle bin
new review
my reviews My st; started ) In progress || Completed Include: Closed reviews ¥ all workgroups
di icts refresh
ma s Due D Title Owner Review My Details Review
Status Status
2ul 2 ®]universal Declaration of Human Codex Alimentarius In Progress Mot Select Enter
0:00 Rights Secretariat Started
31 May 2016 @]Test Reginal Workshop - Master Codex Alimentarius Overdue in Select,
23:45 review Doc 2 Region 1 Secretariat Progress
31 May 2016 @] Test Workshops with all sharing all Codex Alimentarius Overdue In Select
23:45 Secretariat Progress
30 May 2016 #]Test Reginal Workshop - Master Codex Alimentarius Overdue In Select
23:45 review Doc 1 Region 1 Secretariat Progress
27 May 2016  @]Test for paragraph numbers Codex Alimentarius Overdue In Select Enter
23:45 Secretariat Progress
26 May 2016 @] Test review regional workshop 2 Codex Alimentarius Overdue In Select Enter
23:45 Secretariat Progress

Looking in more detail at the 'Reviews I'm in' tab:

- 'Due Date' is the date and time you will no longer be able to comment on the document.
If you need more time to comment, contact your organizations Author (Codex Contact
Point) or Deputy Author to grant you an extension in the system

- Title' is the title of the document available for comment

- ‘Review Owner' is whoever sent the document out for comment, usually the Codex
Secretariat

- ‘Review Status' is the overall status of the document, indicating whether the
consultation period is in progress or has ended

- 'My Status' is the your status of commenting on this document, indicating whether you
have started or finished commenting

- By selecting 'Select' under Details, you will receive a detailed overview of your
commenting details on that specific document

- By selecting 'Enter' under Review, you will be taken to the commenting area for that
document, where you will be able to begin commenting on the document.

Fas

The review listing may be sorted by clicking on the column headers. The #* or ¥ icons
indicate which column the list is currently sorted by and the direction of the sort (ascending
and descending, respectively).

Under the ‘Review status’ column, the status options in Table 3 may be displayed. Under the
‘My status’ column 5, the status options in Table 4 may be displayed.

Table 3: Provides status options for each document review managed by the Secretariat and a brief
description of each status

Status Description

In The review is in progress and the scheduled due date has not passed
Progress

Overdue The review is still open for comment, but the scheduled due date has passed
Closed The review has been closed by the Secretariat

Completed The review has been marked as completed by the Secretariat and is read-only for all
participants

Table 4: Provides status options for your comment review for each document (managed within your
organization) and a brief description of each status

Status Description

Not Started Reviews that you have not started. Note that other users in your organization
may have not started reviewing that document.

Codex Alimentarius Secretariat Page 11 of 32
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Status Description

In Progress Reviews that you have started reviewing (i.e. entered the review to view the
documents) but which you have not set your status to ‘Completed’

Completed Reviews that you have set to ‘Completed’, but are still open for review by you
and others in your organization

11. Overview of the comment area (document actions toolbar, navigation pane,
review pane and comment pane)

To navigate to the comment area, login to the system, then select the 'review tab', then 'my
reviews'. Select the 'Reviews I'm in' tab (Figure 16). This will display the table of all the
documents available for you to review. Locate the document you want to comment on, then
select 'Enter' to the far right (Figure 16). Next, you will be taken to the commenting area for
that document.

In the commenting area, you will see the document actions toolbar, navigation pane, review
pane, and comment pane (Figure 17):

- The document actions toolbar, located across the top of your screen, allows you to
perform specific actions, such as searching for specific words in the document. It also
displays the amount of time remaining to comment on the document.

- The navigation pane, located on the left side of your screen, allows you to choose
between the different languages of the document. For example, if you started
commenting in English, and want to also make comments in Spanish or French, select
the different language version from the navigation pane.

- The review pane, in the center of your screen, displays any proposed changes in tracked
change form: text deletions are shown as a strikethrough and additions are shown as an
underline. For a quick view of your comments for each paragraph, select the 'P' in the
green circle at the beginning of the paragraph.

- The comment pane, located on the right side of your screen, is where you will enter
your comments and proposed changes for each paragraph.

Figure 17: Indicating the location of the ‘Navigation pane’, ‘Review pane’, ‘Comment pane’ and
‘Document actions toolbar’. Also indicates the selected paragraph and the time remaining until the due
date

Document Time remaining
actions toolbar until due date

mw"‘ﬁ" N\ edit the text of the paragraph below
e r— Review ot i 14 l—
Documest caingory | 4m pane
Navigation et :

pane [re—

acied ok 1594001, Amendments 1o FSPM 5: Giossary of

.

b revaeS SDOCACItON. Nevthing

wants in 15

Selected paragraph 3
is indicated

L. ADOITIONS

wpleasereview

© PloaseToch Lid, 3004-2015
See Heie for 3ed Party

L1 IARK (A% & COMMODITY)

< >
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Document actions toolbar

The document actions toolbar is displayed and described in Table 5.

Table 5: Provides the icons in the Document actions toolbar and a brief description of the action taken
when the icon is selected

Icon Description

Opens the comment window to allow a reviewer to make a general comment
or view the general comments of others.

Opens the review control panel in a new window. This is a read-only version

review. No actions are available from this view.

Opens the reconciliation report in a new window.

\@l of the review control panel and displays the information associated with the
al

Opens a copy of the original document. This is the same as downloading a
-@J copy of the document from the Codex website, and the standard web dialog
will appear. By default the document will be 'read only'.

, Opens ‘Find’ in a new window. This allows the reviewer to search for specific
% words or phrases. All instances are displayed with their paragraph ID. Clicking
on the paragraph ID takes the reviewer to that instance within the open review
window.

Refreshes the document. This will re-load the document and all comments

A
%_fl from the server.

The drop-down box allows you to display a selection of comments. Options

Al v | are ‘All, ‘Open Comments’ or ‘Custom’.

Opens the user settings dialog where users can set their review preferences.

A Opens the online help site in a new window, which a comprehensive user
manual.

|
he review.
@l Leave t

Days Hours This displays the remaining time until the end of the review.

12. How to add comments and proposed changes

It is important to note that IF NO INTERNAL REVIEW IS AVAILABLE all comments
inserted by, or shared with and later accepted by, the Author (Codex Contact Point) are
automatically sent to the Codex or Host Country Secretariat when the commenting
period is over. The Author does not need to manually publish (submit) the comments to
the Secretariat.

If an internal review is available, the Author must manually select the “Publish” icon at
the top of the screen in the Document actions toolbar. Otherwise, the comments WILL
NOT BE PUBLISHED (submitted) to the Codex or Host Country Secretariat.

Codex Alimentarius Secretariat Page 13 of 32




Codex Alimentarius Online

Commenting System User Manual

General comments

To enter a general comment (broad in scope and not based on a specific paragraph), go to the
document actions toolbar and select the 'general comments' icon (Figure 18). In the comment
pane, under 'enter a comment', provide your comment, or justification, for your proposed
change. Next, select the category for your comment: editorial, substantive, technical, or
translation from the drop down menu. Select 'Apply' to save your changes (Figure 19). You
will now see your general comment at the top of the review pane. For a quick view of your
general comment, select the 'G' in the orange circle at the top of the review pane.

Figure 18: Indicating the location of the ‘General Comments’ icon on the Document actions toolbar
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Figure 19:

Indicating where to enter a general comment, select a comment category (editorial,
substantive, technical, or translation), and apply the general comment in the system
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Specific comments

To enter a comment, go to the review pane in the centre of your screen, locate the paragraph
you want to comment on, and select the paragraph. The paragraph text will be shown in the
comment pane on the right side of your screen (Figure 20).

Figure 20: Indicating where to select a paragraph in the review pane (selected text indicated by the
vertical bar to the left of the paragraph in the review pane), and view the text in the comment pane

o @dls AN VO ] I “ @l 13310
Review [ comments on 1984- Comment
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25_IntoOCS.doc pane

Comments | Boaknsarks

Paragraph Id 23
1. ADDATIONS
1.1 BARK (A5 A COMMODITY)
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wthick o mnter & comments

edit the text of the paragraph below

Fropased sodvon Mevgete by @l comments: o

other comments o Track Changes
bark (a3 8 commodity) Bark separated from wood -

2. REVISIONS
2.1 additiomsl declaration (2010.008]

v b5 Pk I DrCier 50 COVR SUCH CRE8S. e Oafintion was broadened In reguiated amcies

Qngingl 4nB0n ™

In the comment pane, under ‘enter a comment' provide your comment, or justification, for
your proposed change. Under 'edit the text of the paragraph below', modify the text based on
your proposed change. Next, select the category for your comment: editorial, substantive,
technical, or translation (elaborated below) from the drop down menu. Select 'Apply' to save
your changes (Figure 21). You will now see your comments in tracked changes in the review
pane and in the comment pane (Figure 22).

Four comment categories are available:

- Editorial: This type of comment clarifies or simplifies the text without changing the
meaning. This includes spelling or grammatical corrections, suggestions of different
but equivalent words and simplification of sentence structure.

- Substantive: This type of comment takes into account conceptual changes and the
addition of new aspects or ideas. This type of comment contains additions or extensions
as well as changes, reorganization of the text or deletions resulting in alteration of the
content of a sentence / paragraph / section of the draft.

- Technical: This type of comment takes into account scientific corrections and technical
adjustments. It aims at further clarification and improvement of the standard and
sometimes at conformity with other standards from the technical viewpoint.

- Translation: This type of comment corrects points that are considered to be
inaccurately  translated into another language version of the text.
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Figure 21: Comment pane indicating where to enter your comment, propose your change to the text,

select a comment category (editorial, substantive, technical, or translation), and apply the change in the
system
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13. Changing and deleting comments

First, login to the system, then select the 'review tab', then 'my reviews'. Select the 'Reviews
I'm in' tab (Figure 16). This will display the table of all the documents available for you to
review. Locate the document you want to comment on, then select 'Enter' to the far right
(Figure 16). Next, you will be taken to the commenting area for that document.

To change a comment, go to the review pane, locate the paragraph that contains the comment
you want to delete, and select the paragraph. All of the comments for that paragraph will open
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in the comment pane. Locate the comment you want to delete and select the 'Edit' link for that
comment (Figure 23). The comment will be opened for you to modify. You can modify the
comment, the proposed changes, and the comment category. Select 'Apply' to save your
changes. Select 'Cancel’ to not make any changes. (Figure 24)

Figure 23: Indicating how to select a paragraph in the Review pane to view the comments in that

paragraph, and how to select ‘Edit’ on a comment in the comment pane
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Figure 24: Edit comment pane indicating where to edit your comment, edit your proposed change to the
text, change your comment category (editorial, substantive, technical, or translation), and save your

change in the system
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The discussions on the revision of the definitions for bark (2013-005) and wood A
(2013-011) (see section 2.5) at the 2014 TPG February meeting led to the

proposal that bark (2013-005) did not need to be revised, but that it would be

useful to define bark as a commodity. The TPG proposed a definition for isofated

hark (as a commodity)). However, the 3C in May 2014, when reviewing the term

and definition, did not agree with this proposal because it was not found that
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Paragraph Id 23
refresh

attach a file

To delete a comment, go to the review pane in the centre of your screen, locate the paragraph
that contains the comment you want to change, and select the paragraph. All of the comments
for that paragraph will open in the comment pane on the right side of your screen. Locate the
comment you want to change and select the 'Delete’ link for that comment (Figure 25). The
system will ask you to confirm whether you want to delete the comment. Select 'yes' to delete

the comment.
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Figure 25: Indicating how to select a paragraph in the Review pane to view the comments in that
paragraph, and how to select ‘Delete’ on a comment in the comment pane
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14. Leaving the review

When you have finished commenting on a review, select the ‘leave the review’ icon (see
Table 5). The ‘“finish review’ window will appear where you can update your participant
status (Figure 26) and have it recorded in the control panel. Select your status (see Table 6)
using one of the radio buttons provided. You can also enter summary comments in the space
provided and choose to set up email notifications when there is activity during the review.
When you are done, select ‘OK’. (Figure 26)

Figure 26: Indicating how to update your participant status when you have finished your review,
including selecting your participant status, entering a summary comment, and setting email notifications
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Table 6: Participant status options for the ‘finish review’ window

Review Description

Status

In progress  The Reviewer has started reviewing the document. This status is set automatically by the
system once you enter the review for the first time. On leaving the review you have the
option to leave your status as ‘In progress’ or to indicate that you have completed your
review by selecting ‘Completed'.

Completed  The Reviewer has indicated that they have completed their review of the document. The

Reviewer can return to the review and comment at any time (regardless of this setting)
until the Secretariat has ‘Closed’ the review.

The summary comments are displayed in the review control panel and in the comment
reconciliation report. Note that the Author’s participant status remains ‘In progress’ when the
review is open and ‘Completed’” when the review is closed.

15. Review control panel

The review control panel summarizes the review for a document, including the participants
involved in that review, and your status within the review, and an overview of your
comments. You can also take certain actions from the review control panel, such as:

- viewing reports

- entering the review

- creating a sub-review

- updating your participant status

- downloading a copy of the draft document (original with or without your comments)
- delegating

- and a feature to access the email address of all workgroup participants in your review.

To access the review control panel, login to the system, then select the 'Review tab', then 'my
reviews'. Select the 'Reviews I'm in' tab. This will display the table of all the documents
available (Figure 16). Next, locate the document you want to access the review control panel,
then select then choose “Select’ in the Details column for that document (Figure 27). This will
open the review control panel (Figure 28).

Figure 27: Indicating the location of the ‘Details’ link, which will open the review control panel
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Figure 28: Showing the Review control panel, and indicating where to download quick Microsoft Word
and Excel reports

CODEX ALIMENTARIUS - OCS  auien
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p i review control panel - Test Workshops with all sharing all
wpleasereview p p d
review Test Workshops with all sharing all (id 135)
my reviews Description Secretariat invites all CCPs and Regional Accounts with sharing all mede; CCPs do their draft comments in
sub-reviews and publish on master the semi-final ones; the semi-final ones are reviewed in the regional
workshop
Review Overdue (Due: 31 May 2016 23:45; Started: 16 May 2016 16:30)
Status
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Name Status Role Summary Comments
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Create Sub-Review
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16. Reports

The Codex OCS allows you to download various types of reports, which contain summary
information on the review and all comments for the document.

To produce reports, login to the system, select the 'Review tab', then 'my reviews'. Next, select
the 'Reviews I'm in' tab. This will display the table of all the documents available (Figure 16).
Next, locate the document you want to access the review control panel, then select then
choose “Select’ in the Details column for that document (Figure 27). This will open the
review control panel (Figure 28).

To run a quick, complete report in Microsoft Word or Excel, go to the review control panel
(Figure 28), and select the Excel icon EJ to download the report as an Excel document or the

word icon Bl to download the report as a Word document and follow the prompts on your
screen.

To run more customized reports, login to the system, select the 'Review tab', then 'my
reviews'. Next, select the 'Reviews I'm in' tab. This will display the table of all the documents
available (Figure 16). Next, locate the document you want to access the review control panel,
then select then choose “Select’ in the Details column for that document (Figure 27). This will
open the review control panel (Figure 28). Select ‘View Report’ (Figure 28) to open the report
window. The first table in the report window (Figure 29) shows the summary of the document
under review, including the end date of the review and the user’s current review status. The
second table in the report window lists the participants in the review, including their status,
role, and number of comments entered to date. The third table in the report window lists the
comments on the draft, indicating the paragraph number, the original paragraph text, the
comment type, the comment with proposed change, the comment status, and the Author
(Contact Point) comment.
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Figure 29: Showing the report window, and indicating the select comments button, summary,
participants, and comment summary tables
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To customize the report, choose ‘Select Comments’ (Figure 29), which will open a new
window (Figure 30). This will allow you to customize the report to include and exclude
various comments. Note that all comments are shown by default. After you have customized
your report, select ‘OK’.

Figure 30: Showing the window in which you can customize your report
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To download the document as a Microsoft Word file, select the link ‘download report as
word’ and follow the prompts on your screen.

You can also download the document with paragraph numbers. In this version, the paragraphs
each have a paragraph number added in square brackets to and coloured blue - for example
[1], [2]- This allows you to match the comment paragraph in the report to its exact location in
the document. To download the paragraph numbers document, select the link ‘download
document with paragraph numbers’ and follow the prompts on your screen (Figure 29).

17. Delegation

Authors (Codex Contact Points) can delegate their role on the review to a Deputy Author.
Note that the Deputy Author can do all of the actions of the Author, excluding submitting the
final comments to the Codex Secretariat.

To delegate, the Author must login, then select the 'Review tab', then 'my reviews'. Select the
'Reviews I'm in' tab. This will display the table of all the documents available (Figure 16).
Next, locate the document you want to choose a Delegate, then select then choose “Select’ in
the Details column for that document (Figure 27). This will open the review control panel. To
delegate a Deputy Author for this document, select the *‘Delegate’ link (Figure 31).

Figure 31: Indicating the location of the ‘Delegate’ link, which will open the Delegate page
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my reviews Description Secretariat invites all CCPs and Regional Accounts with sharing all mode; CCPs do their draft comments in
sub-reviews and publish on master the semi-final ones; the semi-final ones are reviewed in the regional
workshop
Review Overdue (Due: 31 May 2016 23:45; Started: 16 May 2016 16:30)
Status
participants

Name Status Role Summary Comments
Test countryl contact point = In Progress Reviewer 2

your comments

Document Open Accepted Closed withdrawn
) cxS_003e_2011.doc 2 0 0 0

Create Sub-Review
Status Download copy Delegate Copy Emails

View Report |9 |7

In the Delegate screen, you can search for users individually or display all available users in
your Workgroup. The user you are delegating must already be in the current workgroup. To
find users to delegate, you can use the dropdown menu or use the search field (Figure 32).
When using the search field, locate users by entering part of either their user name, email
address or full name and select *‘Go’. This will list the users starting with the value you
entered. If you want to search for users containing certain characters, use (*) as a wildcard.
For example, entering (*jones) will return users ending in ‘jones’; entering (*jones*) will
bring back all users containing ‘jones’.

Figure 32: Indicating the location of the drop down menu and the search field where you can find users
to delegate

CODEX ALIMENTARIUS - OCS

Logged in as: Test country1 contact point in Workgroup | » Test-Countryl M

Review

wpleasereview Delegate

review
my reviews

Go

Delegate User

12 fo must already current workgroup. Locate them by entering part of either their user
CESS O T Mame and pressin his will bring back users starting with the value you entered.

for users containing cer
ones; entering *jones® will

acters, use * as a wildcard. for instance, entering®jones will return

ck all users containing jones.
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Locate the user you want to delegate the role of Deputy Author and choose “‘Select’ next to
his or her name (Figure 33). Next, confirm the user you selected and provide special
instructions (optional). Selection “OK’ to confirm the selection of the Delegate (Figure 34). It
is important to note that once you have completed the delegation, you will not be able to
reverse it and will no longer be active in the review for this document. Your status in
this review will be set to *Completed'.

Figure 33: Indicating how to select a user to delegate in the Delegate window

CODEX ALIMENTARIUS - OCS s
Logged in as: Test countryl contact point in Workgroup | » Test-Countryl v
wpleasereview Delegate
Everyone v
review ) Name # Email Delegate User
iy reviews Australia codex.contact@agriculture.gov.au Select
Bahrain enoor@MUN. GOV.BH Select
Brazil codexbrasil@inmetro.gov.br Select
Cameroon etabicodex@yahoo.fr Select
Canada codex_canada@he-sc.ge.ca Select
Chile codex@achipia.gob.cl Select
Costa Rica alasso@meic.go.cr Select
Donatella Mari Donatella. Mori@faoc.org Select
Egypt CodexPoint@eos.org.eg Select
Ghana codex@gsa.gov.gh Select
India codex-india@nic.in Select
Iran codex_office@inso.gov.ir Select
Kazakhstan kazcodex@gmail.com Select
Kenya info@kebs.org Select
Lebanon libnor@libnor.org Select
Netherlands info@codexalimentarius.nl Select
Philippines pilipinascodex@gmail.com Select
Poland kodeks@ijhars.gav.pl Select
South Africa cacpsa@health.gov.za Select
Thailand codex®@acfs.go.th Select
Tunisia codextunisie@ctaa.com.tn Select
usA uscodex@fsis.usda.gov Select
Vanuatu vtovu@vanuatu.gov.vu
The user you are delegating to must already be in the current workgroup. Locate them by g either their user
name, email address or full name and pressing "go". This will bring back users starting with tl you entered.
If you want to search for users containing certain characters, use * as a wildcard. for instanc a*jones will return
users ending in jones; entering *jones® will bring back all users containing jones.

Figure 34: Indicating where to enter special instructions and to confirm the delegate
CODEX ALIMENTARIUS - OCS .uiew

Logged in as: Test countryl contact point in Workgroup | » Test-Countryl M
;op|ease review delegate to participant
review Name Egypt
Email CodexPoint@eos.org.eg

my reviews
Special Instructions

i

Warning: once you have completed the delegation, you will not be able to reverse it and
will no lenger be active in this review. Your status in this review will pe set to
'Completed'.

18. Optional internal review

Authors or Deputy Authors have the option to coordinate the internal review of documents,
which the system calls a ‘sub-review’.

To create a sub-review, first login to the system. Then select the 'Review tab', then 'my
reviews'. Select the ‘Reviews | own' tab (Figure 35). You should then see a drop down
selection with Codex and below that another group. Select the group below Codex (see Figure
8). Locate the document in which you want to create a sub-review. Under the ‘Details’
column to the far right of that document, choose the link ‘Select’ (Figure 35). You will be
taken to the review control panel, where you will select the ‘Create Sub-Review’ link” (Figure
36). Next, you will be asked to confirm whether you want to create a sub-review. Select ‘OK’
to continue.
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You will be asked to follow a series of steps to set up the review (Figure 37). Step 1 is to
specify the review details, such as the title, type and dates for the review:

- Title: The system will automatically fill in the document title with ‘[Sub-review]’ at the
end. You can modify the title as you wish

- Description: You can add any description you wish

- Review Type: The options are None, Default, Poll, and Question. If you want to simply
gather comments on a document, set the review type as ‘Default’

- Review Flow: Leave unchecked

- End Date: Set this as the date you want your reviewers to provide comments to you.
Make sure you leave enough time to review their comments and submit your
organizations final comments to the Codex Secretariat.

When you completed the review details, select ‘Next’ (Figure 37).

Step 2 is to upload documents (optional, Figure 38). If you do not want to upload any
documents, select ‘Next’ to go to the next step. The first table will indicate documents already
uploaded for the review (such as the draft standard). You can upload additional documents
here for your reviewers to consider, such as journal articles. To upload a document, select
‘Browse...”, and locate the file on your computer. You can change the title of the file as
displayed in the table by modifying it to the right of the “Title’ field. If you want the system to
recognize the Table of Contents (TOC) levels in your Word document, indicate whether you
have ‘None’ or “All’. Finally, indicate whether your document is a reference or feedback
document. When finished, select ‘Upload’. Repeat for each document. When you are finished
uploading documents, select “Next’ to go to the next step.

Step 3 is to specify the participants you want for your sub-review (Figure 39). The first table
will indicate users already involved in the review (such as the Author and Deputy Author).
The second table is where you can search for users. Use the drop-down menu to search for
reviewers. For example, to search for a specific user, select ‘Find Users’ from the drop-down
menu and search using their name, then select ‘Go’. Or, you can select ‘Everyone’ from the
drop-down menu, then select ‘Go’ to see a list of all users available to you. Once you have
identified the user you want to add to the sub-review, select the check-box next to their name,
and identify whether you want them to be a ‘reviewer’ or ‘viewer’ on the draft (Figure 40),
then select ‘Add’ to add them to the list of reviewers for your sub-review. Note that a ‘viewer’
cannot enter comments on the documents. Now you will see these newly added reviewers and
viewers added to the first table on the Step 3 window. After you have added all your users,
select “Next’.

Step 4 provides you with options for the review (Figure 41). Carefully review each option and
determine which options you want to incorporate into your review. When you have finished
selecting your options, select “Next’.

Step 5 of the review is to verify the details of your sub-review and either start the sub-review
or put it on hold (Figure 42). Review the details of the sub-review. You can edit the details of
the sub-review by selecting ‘Edit” next to each of the elements. If you are ready to begin the
sub-review, select ‘Start Review’. If you want to start the sub-review later, select “Place
Review on Hold’.
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Figure 35: Indicating the location of the ‘Reviews | own’ tab, and the location of the ‘Select’ link to
create the sub-review

Review
Version 5.2.12 ed in as: Test countryl contact point in Workgroup | Codex
i my reviews
wpleasereview y
review Reviews I'min (1) (13) Reviews I own Search for reviews Recycle bin
my reviews
Review status is ¥ Not started ¥ In progress ¥ Closed ¥ Completed Include: ¥ All workgroups
refresh

Due Date ¥ Review Title Status Details Review
30 May 2016 23:45 8] Test Workshops with all sharing all [Sub-review] Overdue Select Enter
29 Apr 2016 23:45 5] Test Review A [Sub-review] for Regional Workshaps test Not Started Select
29 Apr 2016 23:45 8] Test Review A [Sub-review] for Regional Workshops test 1 Overdue Select
3 Apr 2016 23:45 ] Test Review A [Sub-review] - AL Completed  Select
3 Apr 2016 23:45 W Test Review A [Sub-review] - A2 Overdue Select

printable view

Figure 36: View of the Review control panel, indicating the location of the ‘Create Sub-Review’ link

Review

'Version 5.2. Logged in as: Test countryl contact point in Workgroup | = Test-Countryi
mp|ease review review control panel - Test Workshops with all sharing all [Sub-review]
review Test Workshops with all sharing all [Sub-review] (id 136)

new review Description Secretariat invites all CCPs and Regional Accounts with sharing all mode; CCPs do their draft comments in

my reviews sub-reviews and publish on master the semi-final ones; the semi-final ones are reviewed in the regional
workshop
distribution lists Review Overdue (Due: 30 May 2016 23:45; Started: 16 May 2016 16:33) Extend deadline
manage lists Status
participants
Name Status Role y C
Test countryl contact point Review Owner Owner 2

comment summary

Document Open Accepted Closed ‘Withdrawn
#)cxs_003e_2011.doc 0 2 0 o

Printable View Show URLs Email Status Edit Details Delete Review Create Sub-Review
Status Download copy Copy Emails

View Report |3 | T Review Closeout

Figure 37: Creating a Sub-Review Step 1: Specifying review details

Review

Wersion 5.2.12 Logged in as: Test countryl contact point in Workgroup | » Test-Countryl
5°p|ease review new review step 1: specify review details
review Title

‘Tast Waorkshops with all sharing all [Sub-review] 1

new review

_ Description
my reviews

distribution lists
manage lists

Review Type Default v

ReviewFlow Creates a multi-phase review

End Date date : 29 May 2016 |« May 2016 >

Mon Tue Wed Thu Fri Sat Sun
tries 25 26 27 28 29 30 1
2 3 4 56 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28

30 31 1 2 3 4 5 l
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Figure 38: Creating a Sub-Review Step 2: Uploading documents

Admin Review & ? E)
Version 5.2.12 Logged in as: Test countryl contact point in Workgroup | = Test-Countryl v
zoplease review new review step 2: upload documents

review documents already attached to this review:
new review

¥ File name Title TOC Levels (Word only)  Uploaded Preparation
my reviews ) CxS_003e_2011.doc CXS_003e_2011.doc Al 16 May 2016  Successful Delete

distribution lists
manage lists

File Cheose File | Mo file chosen

Title |

TOC Levels (Word only)

Onone @l Otimittor[i |

Document use in review Reference document ¥ Upload

Figure 39: Creating a Sub-Review Step 3: Specifying participants

Admin Review # ? E’
Version 5.2.12

Logged in as: Test countryl contact point in Workgroup | = Test-Countryl v
i new review step 3: specify participants
wpleasereview p 3: specify particip
review participants already included on this review:
new review
my reviews Name Email Role Details Participant
Test countryl contact point test-cepl@fao.org owner Edit Remove
distribution lists
list: L.
manage st add new participant
|Find Users ¥ | ‘ |
Name Email Selected
Change workgroup Distribution lists Add Users

Figure 40: Creating a Sub-Review Step 3: Specifying participants, selecting reviewers

Admin Review & ? E)
Version 5.2.12 Logged in as: Test countryl contact point in Workgroup | » Test-Countryl v
”p|ease review new review step 3: specify participants
review participants already included on this review:
new review
my reviews Name Email Role Details Participant
Test countryl contact point test-cepl @fao.org Owner Edit Remove
distribution lists

manage lists add new participant

Everyone ¥

Name # Email

test-cmit11@fao.org

+P?
Commenter 1 of Test Countryl

Commenter 2 of test Country 1 test-cmit12@fao.org

Commenter 3 of Test Country 1 test-cmtl3@fao.org

Deputy of Test Countryl test-dptl@fao.org

Test Country 3 Contact Point test-ccp3@fan.org

Test countryl contact point test-ccpl@fao.org

Change workgroup Distribution lists Add Users

| Previous J Next |
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Figure 41: Creating a Sub-Review Step 4: Review options

-~
7]

Admin Review ﬁ
Wersion 5.2.12 Logged in as: Test countryl contact point in Waorkgroup | = Test-Countryl v

mmease review new review step 4 : review options

review Review Options | Email Options  ReviewZone Options

new review
my reviews offline settings
distribution lists Allow reviewers to download a copy of the document |
manage lists Allow reviewers to review documents offline ¥

independent review

Reviewers do not see each others comments =l
allow proposed changes

Allow proposed changes in review “
allow sub-review

Allow review participants to create a sub-review from this review ]
delegation

Allow review participants to delegate? |
mandatory categorization

Force review participants to select a comment category ()
auto-update accepted changes

automatically update with accepted changes from the master review O

Save
| Next |

Figure 42: Creating a sub-review Step 5: Verify details and start review, or put it on hold
Admin Review # ? E

Version 5.2.12 Logged in as: Test countryl contact point in Workgroup | » Test-Countryl v
mmease review new review step 5: verify details and start review or put it on hold
review review details | Edit |

new review

Title Test Workshops with all sharing all [Sub-review] 1
my reviews

Description
Status Not Started
End Date 15 Jul 2016 23:45

distribution lists
manage lists

participants | Edit |
Name Email Role

Commenter 1 of Test Countryl test-cmitl1@fao.org Reviewer
Commenter 2 of test Country 1 test-cmtl2@fao.org Reviewer

Test countryl contact point test-ccpl@fao.org Owner

documents | Edit |
File name Title Preparation
E)CxS_003e_2011.doc CXS_003e_2011.doc Successful Preview

Delete Review Review Options

Put Review on Hold Jj Start Review

19. Searching for reviews

The “Search for reviews’ tab allows you to search for a specific document that is or was open
for review (consultation).

To search all reviews available to you, first login to the system. Then select the 'Review tab’,
then 'my reviews'. Select the ‘Search for reviews' tab (Figure 38). You should then see a drop
down selection with Codex and below that another group. Select the group below Codex (see
Figure 8).

Enter a word or phrase in the search field and select ‘Go’ to begin searching. The search will
return all reviews whose title starts with the value you entered. If you want to search for
review titles containing certain characters, use * as a wildcard. For example, entering *design
will return reviews ending in design; entering *design* will bring back all reviews containing
design. Enter an asterisk (*) in the field to return the list of ALL reviews.
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Figure 43: Indicating the location of the ‘Review’ tab, ‘my reviews’ link and ‘Search for reviews’ tab

CODEX ALIMENTARIUS - OCS Review

Logged in as: Test countryl contact pgj

Workgroup | » Test-Countryl v

wpleasereview my reviews

review nin (1) (13) Reviews I own Search for reviews

new review

my reviews Go Include: Deleted reviews All workgroups

distribution lists refresh
manage lists Review Title Review Owner iew Status Details Review

No reviews t

printable view

The search will return all reviews whose title starts with the value you entered.
If you want to search for review titles containing certain characters, use * as a wildcard. for instance, entering
*design will return reviews ending in design; entering *design™® will bring back all reviews containing design.

20. Accepting and closing comments

It is important to note that IF NO INTERNAL REVIEW IS AVAILABLE all comments
inserted by, or shared with and later accepted by, the Author (Codex Contact Point) are
automatically sent to the Codex or Host Country Secretariat when the commenting
period is over. The Author does not need to manually publish (submit) the comments to
the Secretariat.

If an internal review is available, the Author must manually select the “Publish” icon at
the top of the screen in the Document actions toolbar. Otherwise, the comments WILL
NOT BE PUBLISHED (submitted) to the Codex or Host Country Secretariat.

To accept or close comments, the Author or Deputy Author must login to the system, then
select the 'review tab’, then 'my reviews'. Select the 'Reviews I'm in' tab (Figure 16). This will
display the table of all the documents available for you to review. Locate the document you
want to comment on, then select 'Enter’ to the far right (Figure 16).

To accept or close a comment, go to the review pane, locate the paragraph that contains the
comment you want to accept or close, and select the paragraph. All of the comments for that
paragraph will open in the comment pane. Locate the comment you want to accept or close
and select the 'Accept Close’ link for that comment (Figure 43). The comment will be opened
for you to reply, accept, revise, close, or merge with another comment. Select 'Apply’ to save
your changes. Select 'Cancel' to not make any changes.

The Author or Deputy Author next locates the comment in the review pane (Figure 17) the
comments window as if making or viewing a comment. In addition to standard functionality
available to Reviewers, the Author will have ‘Accept’ and ‘Close’ options for each comment
and proposed change.

Figure 44: Indicating the location of the ‘Accept Close’ link

@Comment (4) by Demo Reviewer 1 on 18 May 2009 13:16( Accept Close

Category : Minor Last Updated: 18 May 2009 16:37

Demo Reviewer 1 (18 May 2009 13:16) Reply
This is a comment

Demo Reviewer 3 (18 May 2009 16:37) Reply
This is my reply
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Figure 45: Indicating the location of the ‘Accept Close’ link

DPrnpn viewer 3 on 19 May 2009 15:09
Replf Accept Revise Close Merge
.

Category !

Before these documents are locked in as policies, they must be researched to
verify that thev will be compliant with all federal, state, and local laws. These
documents should also elearlystatesvhatthis is mv change is expected from
emplovees and what the result of noncompliance will be.

Once accepted or closed, the Author receives the option to enter a reconciliation comment

(i.e. reason).

Figure 46: Optional reconciliation comment explaining why comments were accepted, closed, revised

or merged.

@Eomment {4) by Demo Reviewer 1 on 18 May 2009 13:16
Minocr Last Updated: 18 May 2009 16:37

Enter 5 reconcilistion comment (reason):

Closed e

Category @

Rejected

Revized
Superseded

MNoted

Mo Action Required
<Blank=

=gory below:

Close

Cancel

If an Author makes a new comment, proposes a new change or revises as existing change they
have the additional option of ‘Apply+Accept’. This means that the comment or change will

automatically be accepted as soon as it is applied.

Figure 47: Apply+Accept option

Category: Minor -

=
| OK | Apply € Apply+Accept |
e

Figure 48: Document page look after accepting a comment made by a reviewer
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Cmax ‘An accepted proposed change to the document by blood and blood products, donor
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find genetic variations indicative of the disease. The kit will be used to help diagnose
cystic fibrosis in children and to identify adults who are “carriers™ of the gene variations.

““This test represents a significant advance in the application of genetic technology and
paves the way for similar genetic diagnostic tests to be developed in the future,” said
Daniel Schultz, MD, director of FDA’s Center for Devices and Radiological Health.

Table 1 Statistical comparison of ED(1-80)and Cmax in subjects with impaired
hepatic function relative to subjects with normal liver function
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21. Retrieving comments

First, login to the system, then select the ‘review tab’, then 'my reviews'. Select the 'Reviews
I'm in' tab. This will display the table of all the documents available for you to review. Locate
the document you want to comment on, then select 'Enter' to the far right. Next, you will be
taken to the commenting area for that document.

To see all the comments for this document, select the 'view report' icon. This will open a new
window where you can view all the comments (general, editorial, substantive, technical, and
translation) for this document.

To see a selection of comments, for example only substantial and technical comments, select
the 'view report' icon. Next, choose 'select comments’, which will open a new window where
you can select which type of comments you want to display in your report. Select 'OK' to run
the new report.

To save or print a report of the comments, select the 'view report' icon. Next, select 'print’,
where you will be able to print the file into PDF and save it for your records.

The review closeout screen allows the Review Owner to download reviewed documents,
complete with aggregated comments and proposed changes, and access a report for other
formats.

Figure 49: Download documents with comments
download documents with comments marked as tracked changes

Select Comments

File name Title Details
#)sample policy document.doc Sample policy document.doc Download
= sample ls.pdf sample |s.pdf Display
B Intro to pleasereview (demo short).ppt Intro to pleasereview (demo short).ppt Display
| Folder 3 Image Docs only.zip Folder 3 Image Docs only.zip Display

Download All

The document/report is retrieved by selecting the 'Download’ or ‘Display' link. Selecting the
‘Download All’ option will download a zip file containing all documents available in the
system which have the download option.

It is possible to define which comments, etc. appear in the document/report using the 'Select
Comments' link, as shown below:

Figure 50: Select comments (to sort comments inserted in the system)

Select comments by:

S [Jal Clclased [ accepted [l open
TiES o ST [ 21l [4] General [7] comment [ Proposed Change
EmmET T [ 21l [F] Minor [¥] Major ] Cosmetic [¥] <Blank=
Participant Al
[ peme Author 1 & Made a comment
Deme Author 2 O Participated in discussion
[¥] peme Contributor 1
Demo Contributor 2
[ peme Owner
[¥lpemo Reviewer 1
[¥] peme Reviewer 2
[¥lpemo Reviewer 3
[¥] Deme Reviewer 4
pate @ail
O since I | entered the review 2 Jun 2000 10:46  |w
O Since:

date : < June 2009 >
Mon Tue Wed Thu Fri Sat Sun
time: [00 »[|00 ¥ 35 36 27 28 29 30 31
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 1e 17 18 19 20 21
22 23 24 25 26 27 28
29 30 1 2 3 4 5
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The default position is shown above. So, by default, the downloaded document/displayed
report does not contain closed comments, but does include all open and accepted comments
from all participants.

22. Workgroup administration

Authors manage the Workgroup in each country. These Workgroup Administrator manage the
participants in a Workgroup. Select ‘Workgroup management’ and this will list the
Workgroups of which you have administration permissions. If you are a Codex Contact Point,
you will be able to add up to one OCS Deputy and three OCS reviewers.

Figure 51: Workgroup management

workgroup management
Root » Sales (ID:100)

sub workgroups

Workgroup ID Workgroup Name MNotes Public All
monitors

177 sub-sales Select
178 ¥ray-1 Select

Review Types Settings Edit Copy Emails License Delete

"Add New ] Members | Back

Selecting “Members” will list all members of the Workgroup and from that list you are able to
edit (including Workgroup role) or remove the members.
23. Creating and managing distribution lists

Review Owners (by default those with Author permissions) have the ability to create and
manage personal distribution lists as do users with a Workgroup role of Delegator. Shared
distribution lists are created and managed by Workgroup Administrators.

Select ‘manage lists” under “distributions lists’ from the left hand menu when not in a review.

Figure 52: Distribution lists

distribution lists
Editing workgroup | demo L

personal distribution lists

Title
my persenal list Edit belete

Add New List

Select ‘Add New List’ then enter the list title (do not call a list “Everyone’ as the system
automatically creates a list with this title). You can search for users individually or select the
‘Everyone’ list from the drop down:
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Figure 53: New personal distribution list
new personal distribution list

distribution list

Title: another list

distribution list members:

Name Search for individual
users or select the

‘Everyone’ list

Role +P 2

Select default Back |

review role
workgroup
[=]

Email Selected +P 7
contrib2@demo.com CDntrihutOl’EI
Clare Reviewer reviewer2@demo.com B
Dave Reviewer reviewer1@demo.com Reviewer[=] ]
Jason Contributor contribl@demo.com Author

allowed to add other
participants to reviews

Sue Author autd Users with Workgroup
T REReNEr = role of Delegator can be

[ Select all | [ Deselect all |

Select the participants to be included on the list, and their default list roles. Then click ‘Add’.
Once you have all the required participants with their appropriate roles shown in the top half
of the screen under “distribution list members’, select ‘Save List’.

Once the list is saved it will appear under *personal distribution lists’. Selecting ‘Edit” will
permit you to edit the list, and selecting ‘Delete’ will delete the list.

Note: It is also possible for Authors to create and maintain personal distribution lists from a
list of review participants created while setting up a review.
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