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1. Introduction to the Codex Alimentarius Online Commenting System

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
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- User: everyone holding an account.

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
CODEX ALIMENTARIUS - OCS

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

The Codex OCS resource page is available nere. The PleaseReview Help page is available nere

Remember me Reset Password

Codex Alimentarius Online Comment System. Contact Us: Codex-OCS@fao.org

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

The Codex OCS resource page is available here. The PleaseReview Help page is available here.

\J;s\-'wa‘“%

Reset Password

Remember me

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 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

& ?BE
Logged in as: Codex Alimentarius Secretariatin Workgroup (R IEY €N

Admin

review

my reviews

new review
REVIEWS | OWN

SEARCH FOR REVIEWS RECYCLE BIN

REVIEWS I'M IN

my reviews

flight mode Review status is ¥ Not started ¥ In progress ¥ Closed ¥ Completed Include: [ All workgroups

distribution lists refresh
manage lists DUE DATE REVIEW TITLE STATUS £ DETAILS, REVIEW
15 Now 2017 23:45 &) French - Test all emails sent by system address and templates Overdue Select Enter
3 Now 2017 23:45 8] Spanish - French - Test all emails sent by system address and templates Overdus Select nter
15 Feb 2019 2345 ] Test all emails sent by system address and templates QOverdue Select nter
6 Mar 2017 23:45 ] Test CCPRMRL's table Overdue Select nter
@ PleaseReview 21 Mar 2018 23:45 8] Test emails and languages Overdua Select nte

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

Codex Alimentarius Secretariat
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PROFILE REVIEW

edit your own user details

specify user details

USER EMAIL ADDRESS Codex-OCs@fan.org

USERNAME Codex-0OCS

USER FULL NAME Codex Alimentarius Secretariat
LANGUAGE English (United Kingdom) ¥
USER TYPE Default ¥

SEND ME A DAILY DIGEST EMAIL

OLD PASSWORD
NEW PASSWORD

CONFIRM PASSWORD

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

o Loy ] o |

Figure 5: Indicating the where on the ‘profile tab’ to change your password

PROFILE REVIEW

edit your own user details

specify user details

USER EMAIL ADDRESS Codex-0OCs@fao.org

USERNAME Codex-0Cs

USER FULL NAME Codex Alimentarius Secretariat
LANGUAGE English (United Kingdom) ¥
USER TYPE Default v

SEND ME A DAILY DIGEST EMAIL

OLD PASSWORD
NEW PASSWORD

CONFIRM PASSWORD

Password policy: minimum of 8 characters including atleast 1 number and 1 letter. Politica de
contrasefias: minimo de 8 caracteres, incluyendo al menos 1 namero y 1 letra. Palitique relative au
mot de passe: minimum de & caractéres dont au moins 1 chiffre et 1 lettre.

[ ox | rony | oo |

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
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Admin Logged in as: Codex Alimentarius Secretariat in Workgroup €159

review my reviews

new review

REVIEWS I'M IN REVIEWS | OWN SEARCH FOR REVIEWS RECYCLE BIN

my reviews
flight mode Review status is # Not started ¥ In progress ¥ Closed # Completed Include: [ All workgroups

distribution lists refresh

manage lists DUE DATE REVIEW TITLE STATUS % DETAILS, REVIEW
15 Nov 2017 23:45 &) French - Test all emails sent by system address and templates Overdue Select Enter
3 Nowv 2017 2345 ] Spanisnh - French - Test all emails sent by system address and templates Overdue Select Enter
15 Feb 2019 23:45 & Test all emails sent by system address and templates Overdue Select Enter
6 Mar 2017 23:45 @] Test CCPRMRL's table Overdue Select Enter
@ PleaseReview 21 Mar 2018 2345 8] Test emails and languages Overdua Select Enter

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.

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”. Review title

The review descrption is: This is the review description.

Review
description

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

the review is due by Review due date

to start reviewing the document, follow the link below:
Link 1

Special
instructions
) o 1 (if any)
aspxaction=loaddocument&reviewid=268

of to see details of the review, follow the link below:

m aspx’action=doreview&reviewid=268

Please note: If vou 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.

Codex Alimentarius Secretariat Page 7 of 37
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- 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

o E
ogged in as: Codes tarius Secreta orkgroup [ChE] v
. Root =
my reviews
ode
REVIEWS I'M IN REVIEWS | OWN SEARCH FOR REVIEWS ~ RECYCLEBIN » Afghanis
» Albania
ode Review status is ® Not started ® In progress ¥ Closed ® Completed » Algeria
» Angola
DUE DATE REVIEW TITLE » Antigua and Barbuda
» Argentina
15 Nov 2017 23:45 8 French - Test all emails sent by system address and templates
» Armenia
3 Nov 2017 23:45 ] Spanish - French - Test all emails sent by system address and templates o AsElE
H . H . : ‘ ) ‘ T ‘ ’
Figure 9: Indicating the location of the ‘Admin’ tab, ‘users’ link, and ‘Add new user’ button
9 E
ogged in as: Codes ? ec orkgroup [&51=4 v

user administration

Find user | Find

e repo Display users who are not enabled

If the user is already known to the system, locate them by entering part of either their username, 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’.
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Figure 10: Showing a sample of the page of where to enter the user details

2dd User
Each organization is

allowed a maximum of
EEEIRLIBEES L five user accounts: one
Author, one Deputy
Author and three
Reviewers. Authors and
Deputy Authors can
manage the accounts.
First, in the upper right
SEFALLT HORKGROUP v corner of the system
home page, ensure the
Author login is

LnsussE Set st next login v 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
noTEs group below Codex
(see Figure 8). To
manage how many user
e PASSIIORD accounts you have,
select the 'Admin’ tab,
and select the 'license’
pontsend 2 weicems ema link (Figure 11). The
it number to the right of

um de 8 caracter u ins 1 cl T tire.
nmﬁ 'Total Available' will

display how many user

specify user details

USERMAME

S USER ENABLED? s

HOME WORKGROU? Codex T

'WORKGROUP ROLE Pleaze Select ¥ | Monitor Delegator

USER TYPE Default ¥

MAXIMUM ROLE

CONFIRM PASSWORD

Password policy: minimum of 8 cf
necluyendo al menos 1 numero y 1 e

rs including st least 1 number a

Politique relative 3u mot de pa

accounts you can assign (Figure 12).

Figure 11: Indicating the location of the ‘Admin’ tab and the ‘license’ link
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ogged in as: Codes 2 ec) Sl Codex M

WOFKgFC up management

Root » Codex » Test-Country1 (ID:103)

sub workgroups

'WORKGROUP ID WORKGROUP NAME NOTES ALL MONITORS

Figure 12: Indicating the location of the number of user accounts available to assign, indicating one
user is available to assign

License management
Root » Codex » Test-Country1 (ID:103)
Current Workgroup
LICENSE USED Sub License (ID: 103)
'WORKGROUP Test-Countryl
AVAILABLE LICENSE LICENSE TYPE LICENSED IN USE AVAILABLE
STANDARD Named 3 2 1
ENHANCED Named o 0 0
POWER Named 1 1 o
TOTAL AVAILABLE 1
l Edit ] [ Delete Sub License

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

OoCs

user details

edit your ow

specify user details

USER EMAIL ADDRESS Codex-OCS@fao.org

USERNAME Codex-0CS

USER FULL NAME Codex Alimentarius Secretariat
LANGUAGE English (United Kingdom) ¥
USER TYPE Default ¥

SEND ME A DAILY DIGEST EMAIL

OLD PASSWORD
NEW PASSWORD
CONFIRM PASSWORD

Password policy: minimum of 8 characrers including at least 1 number and 1 letrer. Politica de contrasefias:
minimo de 8 caracteres, incluyendo al menos 1 namero y 1 letra. Politique relative au mot de passe: minimum de

8 caractéres dont au moins 1 chiffre et 1 lettre
BE3

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.

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

PROFILE REVIEW

user settings

user settings for Codex Alimentarius Secretariat
review preferences
AUTOMATIC REFRESH & 60 Interval in second(s)
‘GIVE REASON WHEN ACCEPTING/CLOSING COMMENTS (AUTHORS ONLY]? Never v

HIGHLIGHT PARAGRAPH

LOCATION OF COMMENTS PANEL

DEFAULT VIEW

SHOW TRACKED CHANGES IN DOCUMENT VIEW

LEGACY PDF REVIEW

INLINE EDITING AND PARAGRAPH TOOLBAR SETTINGS

SHOW PAGE BORDERS FOR WORD DOCUMENTS

Right of document ¥

Normal View v

Show open changes as tracked v
Review as image v
Toolbar Off v

o Lo [ o]

Codex Alimentarius Secretariat
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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

0 E
ogged in as: Code g ec S Codex M
Ad
Allows you to see the admin menu and perform administrative tasks
REVIEWS I'M IN REVIEWS | OWN SEARCH FOR REVIEWS RECYCLE BIN
ode Review status is ® Not started ¥ In progress ¥ Closed # Completed Include: [ All workgroups

refresh

DUE DATE ¥ REVIEW TITLE STATUS DETAILS, REVIEW

20 Dec 2019 23:45 & restl Overdue Select Enter

8 Dec 2019 23:45 & Test for Codex Webinar - Australia 2 Overdue Select Enter

25 Nov 2019 2343 ) Test for Codex Workshop CCNE10 Completed Select Enter

10 Now 2019 23:45 ] Webinar Jamaica Overdue Select Enter

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

E Opens the user settings window

E 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).

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

o E
ogged in as count: o ct Po gt Codex v
my reviews
REVIEWS I'M IN (2) REVIEWS | OWN SEARCH FOR REVIEWS RECYCLE BIN
My tarted ¥ |n progress ¥ Completed Include: ¥ Closed reviews ¥ All workgroups
refresh

D TITLE OWNER REVIEW STATUS MY STATUS DETAILS. REVIEW

1 0ct 2019 23:45 @] Test revisw in Rome Codex Alimentarius Secretariat Overdue In Progress Select Enter

18Jul 2019 11:00 @ Test Review in Geneva Codex Alimentarius Secretariat Overdue In Progress Select
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Looking in more detail at the 'Reviews I'm in' tab:

‘Due Date' is the date and time after which 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.

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.

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

Codex Alimentarius Secretariat Page 13 of 37




Codex Alimentarius Online Commenting System User Manual

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

To navigate to the document and its 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 document.

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

e 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.

e 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.

e The document is in the center of your screen, Comments and proposed changes
are made inline within the document. Proposed changes can be made to text
directly in the document and comments can be entered in the text box area. A
category can be selected, if required.

Figure 17: The Review Interface, 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

Time remaining

until due date

Document
actions toolbar

Selected paragraph is
indicated

2Ly (#lele

Review pane

Comment
pane

Navigation

pane

TRANSLATION

7720 ell_as other rel
Contre (CXG822013)

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
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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 of
the review control panel and displays the information associated with the review.
0 No actions are available from this view.

Opens download options for the reconciliation report in a new window.

E] - Opens a copy of the original document. This is the same as downloading a 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
Q v 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. _Find

Icon will only show within Sub reviews and will allow publishing to Master Review

The drop-down box allows you to navigate by ‘Contents’, ‘Comments’, ‘Mentions’,

Contents ) \ ) .
and ‘Zones’. It also allows access to the find option.

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

o

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

0

Leave the review.

(»

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.

General comments

Codex Alimentarius Secretariat Page 15 of 37
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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
General Comment dialogue box '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 comment
pane.

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

BQ- % @-0 mriy- & 0 e
« [Comems ]

3 CL2018_75-AMR-GL_e d¢

Test country15 C... 53un 2019 15:56 227
Category: TECHNICAL

This document is generally acceptable sxcept that there
2r2 some taxt changas that would like to make.
0090

Dacument has n table of
LifoRlt
PROPOSED DRAFT GUIDELINES FOR THE INTEGRATED MONITORING AND SURVEILLANCE OF
FOODBORNE ANTIMICROBIAL RESISTANCE
1. Introduction and purpose of the Guidelines.

World-vide recognition of the importance of antimicrobial resistance (AMR) as a public health threat has led Paragraph has accapted changes
to strong international calls for all countries to develop and implement national sirategies and action plans
that incarporate an integrated approach to risk management. The poliical declaration adopted during the I et couns

&) cL 201

ry15C... 53un 2015 15133 =1
High-Level Meeting on Antimicrobial Resistance at the General Assembly of the United Nations in 2015 Category: TECHNICAL
commitied member couniries to developing multi-sectoral national action pians that involve all stakenolders
vithin a “One Health™ approach and to improving national systems of menitering and surveillance of AMR
and antimicrobial use (AMU).

Include monitaring of animals, plants and emvironment
GG

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

General Comment
dialogue box

General Comment

EDITORIAL ~

SUBSTANTIVE
STECHNICAL
TRANSLATION

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 within an inline editor. (Figure 20).

Figure 20: Indicating where to select a paragraph in the review pane (red arrow points to the inline
editor allowing proposed changes to the text to be recorded and or comments made in the “Enter your
comments here” in the review pane), and view the text in the comment pane
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limit the emergence spread of
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el fundamental part of national AMR and an important component Category: TECHNICAL

of a comprehensive national
Lurveillance of foodborne AMR and e
AMU along the food chain 1 L5 This should be informed by all ;
available knowledge on priority TS0 T =TaFing into consideration the intenational GeQo
dimension of AMR and the need for datax@fparability between countries and sectors.
Neuw scientfic knowledge should be incorporated into integrated monitoring and surveillance programs as it
becomes available to improve the design of the programs and to enhance analysis and utiity of existing
information and data. Design and implementation of programs should also evolve as AMR policies and

Document has no table of contents

)

Each country should design 4

L:i]

priorties change at the national and international level Comment
National AMR scenarios are likely to vary betwasn countries and thess guidslines should be used to foster =

a gradual implementation of monitoring and surveillance systems at the national level. |dentification and

implementation of priorlty activities should be followed by enhancements as the natlonal situation permits. A pane

gradual approach to monitoring and surveillance should take into account broader capacity issues e.g
availability of information on AMU in humans, animals and crops, human health care infrastructure, human
data and reporting, availability of food consumption and agriculture production data, and cross-sector
laboratory proficiency and quality assurance

Enter your comment here

In the comment pane, under 'enter your comment here' provide your comment, or
justification, for your proposed change. Within the inline editor 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 proposed changes in the review pane
as coloured text 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.

Figure 21: Inline editor 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

Inline Editor where text is modified to
reflect proposed change
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Mational AMR scenarios are likely to vary between countries and these guidelines should be used to foster =
a gradual implementation of monitoring and surveillance systems at the national level. Identification and
implementation of priority activities should be followed by enhancements as the national situation permits. A
gradual approach to monitoring and surveillance should take into account broader capacity issues e.g.
availability of information on AMU in humans, animals and crops, human health care infrastructure, human

data and reporting, availability of food consumption and agriculture production data, and cross-sector
laboratory proficiency and quality assurance.

Enter your comment here...

to the development and implementation of Mational Action Plans (NAP) on
of available resources at the national level, with the goal of continuous

SUBSTANTIVE knowledge, technical capability, data and funding becomes available.

TECHNICAL should be in conjunction with the Code of Practice fo Minimize and Contain
61-2005). Design and implementation aspects of these guidelines should

TRANSLATION & Guidelines for Risk Analysis of Foodborme Antimicrobial Resistance (CXG

evant Codex texts including Principles and Guidelines for National Food
Uontrol Systems [UAG 62-2U13) whenever appropriate.

Figure 22: Review pane indicating the proposed change and how this is detailed within the Comment
pane

It also contributes to the pj = < = &ljc health by providing information to risk managers
about, how resistant inf jons, and the impact of interventions designed to
limit the emergence spr

These guidelines are in
surveillance systems fo
fundamental part of nati
of a comprehensive nati:

Each country should design and ement a system for monitoring and surveillance of foodborne AMR and
AMU along the foed chain that is appropriate to national circumstances. This should be informed by all
available knowledge on priority foodborne risks due to AMR while taking into consideration the international
dimension of AMR and the need for data comparability between countries and sectors.

New scientific knowledge should be incorporated into integrated monitoring and surveillance programs as it
becomes available to improve the design of the programs and to enhance analysis and utility of existing
information and data. Design and implementation of programs should also evolve as AMR policies and
priorities change at the national and international level

Natiuna\‘AMR scena(ios are \ikel\y to vary betweer:w countries and these guid:e\ines should h.e ulsed to foster a “Tesl country15 C... 13 Jun 2019 11:42 =30
gradual implamentation of monitoring and surveillance systems at the national level which in tern should Category: EDITORIAL

ilter down to the regional level. Identification and implementation of these priority activities should be _ ——
followed by enhancements as the national situation permits. A gradual and systematic approach to -at the national level which in tern should filter down
monitoring and surveillance sheuld-must take into account broader capacity issues e.g. availability of o the regional level Identific and
information on AMU in humans, animals and crops, human health care infrastructure, human data and implementation of these priority activities should be
reporting, availability of food censumption and agriculture production data, and cross-sector labof followed by enhancements as the national situation
proficiency and quality assurance. permits. A gradual and systematic approach to

monitoring and surveillance sheuld-must take into
These guidelines will contribute to the development and implementation of National Action Plans (N account g
AMR that make the best use of available resources at the national level, with the goal of continuous
enhancement as more scientific knowledge, technical capability, data and funding becomes available

Application of these guidelines should be in conjunction with the Code of Practice to Minimize and Contain
Antimicrobisl Resistance (CXC 61-2005). Design and implementation aspects of these guidelines should

Comment

Review pane

e design and implementation of monitoring and
hain at the national level. Such programs are a
e foodborne AMR and an important component

G090

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 Review Pane for that document.

To change a comment, go to the comment pane, locate the comment that you want to
change, 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)
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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

Comment
measures to minimize any public health risk due to Tesistance |T:icmorganisms and resistance determinants. Pane
It also contributes to the promotion and protection of public health by providing information to risk managers
about, how resistant infections differ from suscaptible infections, and the impact of interventions designed to
limit thiyemergence spread of AMR
lines are intended to assist governments in the design and implementation of monitoring and c g tryl5 C... 5 Jun 2019 15:41 - E
ystems for food-borne AMR along the food chain at the national level. Such programs are a -C:fe;,“,';:‘#‘i.,m;;? Siumsne e |
part of national strategies and plans to minimize foodborne AMR and an important component & Repl
rehensive national food safety system These guidelines | Py
Each country should design and implement a system for monitoring and surveillance of foedborne AMR and esfabllshmg ownT - # Edit
AMU along the food chain that i nstances. This should be infermed by all LeR R i Delete
available knowledge on priority f taking into consideration the international
dimension of AMR and the nesd ReVieW pane untries and sectors. Show Paragraph History
New scientific knowledge should nitoring and surveillance programs as it
becomes available to improve th enhance analysis and utility of existing
information and data. Design an hould also evolve as AMR policies and

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

It also contributes to the promotion and protection of public health by providing infermatien to risk managers
about, how resistant infections differ from suscaptible infections, and the impact of interventions designed to
limit the emergence spread of AMR.

guidelines are intended to assist governments in the design and implementation of monitoring and
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mprehensive national food safety system.
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Category: TECHNICAL
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sovl

Each country should design and implement a system for monitoring and surveillance of foodborne AMR and
AMU along the food chain that is appropriate to national circumstances. This should be informed by all
available knowledge on priority foodborne risks due to AMR while taking into consideration the international
dimension of AMR and the nesd for data comparability between countries and sectors

TECHNICAL ~

New scientific knowledge should be incorporated into integrated monitering and surveillance programs as it
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To delete a comment, locate the comment you want to change and select drop down menu
on the right-hand side and select the 'Delete’ link for that comment (Figure 23). The system
will ask you to confirm whether you want to delete the comment. Select 'yes' to delete the
comment.

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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becomes available to improve the design of the programs and to enhance analysis and utility of existing
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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)
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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

finish review

update your participant status
Select a value to indicate your status to the author

Notstarted @ In progress Completed Offline

Enter an optional summary comment to appear on the review control panel

Send me an email notifying me when there is activity on:

don't send emails ~

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.
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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).

% ? B

Logged in as: Test country15 Contact Point |n'anIyuq:

Review
review my reviews

my reviews
REVIEWS I'M IN (2) REVIEWS | OWN SEARCH FOR REVIEWS RECYCLE BIN
flight mode

My status is ) Not started @ In progress ¥ Completed Include: ¥ Clo fws ¥ All workgroups

refresh

DUE DATE ¥ TITLE OWNER REVIEW STATUS MY STATUS S REVIEW

1 Oct 2019 23:45 ] Test review in Rome Codex Alimentarius Secretariat Overdue In Progress Select Enter

Figure 27: Indicating the location of the ‘Details’ link, which will open the review control panel

Figure 28 Showing the Review control panel, and indicating where to download quick Microsoft Word
and Excel
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% ? B

lugedhnT-mwﬂsmhiminkayum

Review
review review control panel - Test review in Rome

my reviews . N .
Test review in Rome (id 247)

flight mode

REVIEW STATUS Overdue (Due: 1 Oct 2019 23:45; Started: 3 Jun 2019 12:48)

P articipants
NAME STATUS ROLE SUMMARY e

Test country15 Contact Point In Progress Reviewer 5

your comments

DOCUMENT OPEN ACCEPTED MERGED CLOSED WITHDRAWN

&) CL 2018_75-AMR-GL_e docx 5 0 0 0 0
& CL 2018_75-AMR-GL_f.docx 0 0 0 0 0
& CL 2018_75-AMR-GL _s.docx 0 0 0 0 0

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 E to download the report as an E document or

the Word icon El to download the report as a Word document and foll
your screen.

e prompts on

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

Select Comments_J Print |
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Test countryl4 Contact Point In Progress Reviewer a 11 Jun 2019 11:32
Test countryl5 Contact Point In Progress Reviewer 5 13 Jun 2019 12:51
Test country4 Contact Point Not Started Reviewer 0
Test countryS Contact Point Completed Reviewer TerminadoS 2 5Jun 2019 16:14
Test country6 Contact Point Completed Reviewer 6 5Jun 2019 16:16
Test country8 Contact Point In Progress Reviewer 4 5Jun 2019 16:14
testl MNot Started Reviewer 0

T (Type) - B = Bullet, C = Comment, P
S (Status) - A = Accepted, C = Closed,
download all reports

report for CL 2018_75-AMR-GL_e.docx (CL 2018_75-AMR-GL_e.docx)

download document with paragraph numbers

roposed Change, R = Rating
= Open, W = Withdrawn, M = Merged

download report as word

sectoral national action plans that involve all stakeholders within a “One Health” approach and to
improving national systems of monitoring and of AMR and antimicrobial use (AMU)

adopted during the High-Level Meeting on Antimicrobial Resistance at the General Assembly of the
United Nations in 20452015 committed member countries te developing multi-sectoral national action
plans that involve all stakeholders within a *One Health” approach and to improving national systems of
monitoring and surveillance of AMR and antimicrobial use (AMU)

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

Para | Text T | Comment Author
Comment
3 World-wide recognition of the importance of antimicrobial resistance (AMR) as a public health || Proposed Cha imentarius Secretariat on 5 Jun 2019 16:05 e
threat has led to strang international calls for all countries to develop and implement national | | C3t2891¥ * £DITO . . . Secretariat
i i i i i World-wid of the of resistance (AMR) as a public health threat cretartat
strategies and action plans that incorporate an integrated approach to risk management. The n " e p n (5Jun 2019
poiitical declaration adopted during the High-Level Meeting on Antimicrobial Resistance at the | | 1as led to strong intenational calls for all countries to develop and implement national strategies and | | 16:05);
General Assembly of the United Nations in 2016 committed member countries to developing multi-| | action plans that incorporate an integrated approach to risk management. The polifical declaration | | accepted

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

review control panel - Test review in Rome

Test review in Rome (id 247)

REVIEW STATUS In Progress (Due: 1 Oct 2019 23:45; Started: 3 jun 2019 12:48)
participants
NAME STATUS ROLE SUMMARY cc

Test country5 Contact Point Completed Reviewer Terminados 2

your comments

DOCUMENT OPEN ACCEPTED MERGED CLOSED WITHDRAWN
@]CL 2018_75-AMR-GL_e docx o] 0 0 0 o}
@) CL 2018_75-AMR-GL_f docx 0 0 0 0 ]
@)CL 2018_75-AMR-GL_s.dogx 2 0 0 0 ]

e EE m

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.
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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

Delegate
Find Users Go
NAME EMAIL DELEGATE USER
The user you are ting to must already be in the current] roup. Locate them by entering part of

either their username, 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.

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

Delegate
Everyone v
NAME % EMAIL DELEGATE USER
Action Contre |a Faim chienfait@actioncontrelafaim.org Select
ADMIN TEST giuseppe.fao@fao.org Select
AESGP info@aesgp.be Select
Afghanistan codex_afghanistan@hotmail.com
AIPCE-CEP aipce@agep.eu
AIPG francis.thevenet@orange.fr Select
Albania |_pite@hotmail.com Select
Algeria cncodex algerie@mincommerce. gov.dz Select
Angola codexangola@yahoo.com.br Select

Figure 34: Indicating where to enter special instructions and to confirm the delegate
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delegate to participant

NAME Action Contre la Faim

EMAIL chienfait@actioncontrelafaim.org

SPECIAL INSTRUB

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

m) o

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.

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
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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). Those users
already involved in the review (such as the Author and Deputy Author) are noted in the table
entitled ‘participants already included on this review’. To add other participants, select the
relevant role e.g. ‘Reviewer’ or ‘Viewer’ and within the search box start typing their name.A
list of possible matches will be shown in a dropdown list. Note that a ‘viewer’ cannot enter
comments on the documents. When the appropriate person is listed click on their name to
add. Multiple participants may be added within the search field and to finalise their inclusion
select ‘Add’ (Figure 40). 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'.

Figure 35: Indicating the location of the ‘Reviews | own’ tab, and the location of the ‘Select’ link to
create the sub-review

% ? B

quuihnT-wsc-lmhimiankyum

Review
review my reviews

my reviews

REVIEWS I'M IN (2) REVIEWS | OWN SEARCH FOR REVIEWS RECYCLE BIN
flight mode

My stau ot started ¥ In progress ¥ Completed Include: ¥ Closed reviews ¥ All workgroups

refresh

oul TITLE OWNER REVIEW STATUS My STRTUS DETAILS REVIEW
1 0ct 2019 23:45 ) Test review in Rome Codex Alimentarius Secretariat Overdue Select Enter
18 Jul 2019 11:00 ] Test Review in Geneva Codex Alimentarius Secretariat QOverdus In Prgress Select Enter

Figure 36: View of the Review control panel, indicating the location of the ‘Create Sub-Review’ link
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% 7B

- Logged in as: Test country15 Contact Point in Workgroup (S S
review review control panel - Test review in Rome
Iy renens Test review in Rome (id 247)

flight mode
REVIEW STATUS Overdue (Due: 1 Oct 2019 23:45; Started: 3 Jun 2019 12:48)

participants

NAME STATUS ROLE SUMMARY cc

Test country15 Contact Point In Progress Reviewer 5

your comments

DOCUMENT OPEN ACCEPTED MERGED CLOSED WITHDRAWN
&) CL 2018_75-AMR-GL_e docx 5 0 0 0 0
@ CL 2018_75-AMR-GL_f.docx 0 0 0 o 0
&) CL 2018_75-AMR-GL_s.docx 0 0 0 0 0

T S

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

new review step 1: specify review details

TITLE Test review in Rome [Sub-review]
DESCRIPTION
o
REVIEW TYPE Default v
date: 30Sep 2019 [« September2019 =]

MON TUE WED THU FRI SAT SUN
26 27 28 29 3031 1
2 3 4 5 6 7 8
9 10 11 121314 15
16 17 18 15 20 21 22
23 24 25 26 27 28 29

1.2 3 45 6

time : 23 v 45 v
END DATE
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Figure 38: Creating a Sub-Review Step 2: Uploading documents

new review step 2: upload documents

documents already attached to this review:

TITLE TYPE STATUS

) CL 2018_75-AMR-GL_e docx Review Successful
1 CL 2018_75-AMR-GL_f.docx Review Successful
#1CL 2018_75-AMR-GL_s.docx Review Successful

Prmom m

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

review participants - Test review in Rome [Sub-review]

Reviewer

Add roles A Other roles v Distribution Lists v

partucipants a cluded on this review

NAME EmaL ROLE DETALS PARTICIPANT
TestCP10 testcpl 0@ideagen com Reviewer
TestCP3 testcpa@ideagen.com Owner

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

new review step 3: specify participants
e rticipants
Reviewer: au
Add roles Australia (codex contact@agriculture gov.au)
Austria (bettina brandtner@bmifuw.gv.at)
articipants already included o
NAME EMAIL ROLE DETALS BARTICIPANT
Test countrys Contact Point test-ccpS@fan.org Owmer
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Figure 41: Creating a Sub-Review Step 4: Review options

review options - Test review in Rome [Sub-review]

REVIEWOFTIONS  EMAILOPTIONS  SUBTEAMS

offline settings

ABOw reviewers o downioad a copy of te document

ABow reviewers [0 review documents affine
ndependent review

Reviewers do Ot see each others comments. Authors see all comments. =
allow proposed changes

Aow proposed changes in review =

allow sub-review
ABOw revicw Participants (o create a sulb-review from this review

Jelegatior

Alfow review participans o delegate?

mandatory categori n
Force review particpants to select a comment category

i changes

auto-update ac

automatically update with accepted Changes from the Master review O

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

new review step 5: verify details and start review or put it on hold

review details E
TITLE Test review in Rome [Sub-review] 1
DESCRIETION
STATUS Mot Szarted
END DATE Z0ct 2019 5:45PM

participants m
NAME EMAIL ROLE
Test CP10 testcp10@ideagen.com Reviewer
Test CP8 testcpB@ideagen.com Cwmer

documents m
FILE MAME TITLE PREPARATION
4] 2014-002_DraftlSPM_AuthorizationEntities_En_2018-06-01.docx 2014-002_DraftlSPM_AuthorizationEntities_En_2018-06-01.docx Successful Preview Delete
4] 2014-002_DraftlSPM_AuthorizationEntities_Fr_2018-07-02.docx 2014-002_DraftSPM_AuthorizationEntities_Fr_2018-07-02.docx Successful Preview Delete
&) 2014-002_DraftlSPM_AuthorizationEntities_Es_2018-06-29.docx 2014-002_DraftSPM_AuthorizationEntities_Es_2018-06-29.docx Successful Preview Delete

e l [ Revie
Put Review on Hold 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).
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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.

CODEX ALIMENTARIUS - OCS

Codex

review my reviews

my reviews

REVIEWS I'MIN (2) REVIEWS | OWN SEARCH FOR REVIEWS RECYCLEEBIN

Enter title or "1‘ ‘ Go Include: [ Deleted reviews [ All workgroups

DUE DATE REVIEW TITLE EW OWNER REVIEW STATUS DETAILS REVIEW

No reviews to display

The search will return all reviews whose title starts with the value you entered.
If you want ta 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.

Figure 43: Indicating the location of the ‘Review’ tab, ‘my reviews’ link and ‘Search for reviews’ tab

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 comment pane. There are three ways to move
quickly to each comment or proposed change.
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Accepting and Closing using the Toolbar

Figure 44: Indicating the location of the ‘Accept’ and ‘Close’ functions within the toolbar

v . x .
4 K4
¥ Acceptwithout reason and move to next X Close without reason and move to next
% Acceptwith reason and move to next X+ Close with reason and move to next
¥ Acceptall X Close all

The Author or Deputy Author should first set their preference to prompt for a reason or not
to prompt for a reason using the options available.

o Selecting the ‘Accept with reason and move to next’ will allow the Author/Deputy to
accept a comment or change, enter a reason and then move to the next open comment or
change in the review;

. Selecting the ‘Accept without reason and move to next’ will provide a ‘one-click’
action for accepting comments and proposed changes, allowing the Author/Deputy to
accept a comment or change without giving a reason and move to the next open
comment/change in the review;

. It is possible to change the ‘prompt for a reason’ preferences as required, and
therefore the Author/Deputy can alternate between settings if appropriate;

o The ‘Accept all’ option will allow the Author/Deputy to accept all open comments
and changes at once. See Accept/Close All;

. The settings for ‘Close’ work in the same way as described above

Once the preference has been set, the Author/Deputy can simply click either the ‘Accept’
icon () or ‘Close’ icon () on the toolbar for each comment/change in the review. As soon as
a comment or proposed changed has been accepted/closed, OCS will automatically jump to
the next open comment/change in the review. This allows the Author/Owner to move
quickly through all open comments and proposed changes in the review, based on their filter
settings.

Accepting and Closing using the Quick Accept/Close Icons

The ‘Quick Accept’ icon and ‘Quick Close’ icon displayed on each open comment or proposed
change can be used to quickly accept/close comments and proposed changes in the review.

The quick accept and close icons can be seen in the bottom right corner when the
Author/Owner hovers over or selects a comment or proposed change in the review pane.
See figure 45.
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Once the quick accept or quick close icon has been selected, the Author/Owner may have
the option to enter a reason depending on their ‘Give Reason’ setting. To change the setting
select the settings icon * and select the appropriate ‘Give reason when accepting/closing
comments’ see figure 46

Figure 45: Indicating the location of the Quick ‘Accept’ and ‘Close’ functions within the

Test country15 C... 13 Jun 2019 11:42 - -
Category: EDITORIAL

...at the national level which in tern should filter down
to the regional level. Identification and
implementation of these priority activities should be
followed by enhancements as the national situation
permits. A gradual and _systematic approach to
monitoring and surveillance should must take into
account...

Govo B
Comment/ Proposed change

Figure 46: Indicating the options available using the Quick accept/close icons

User Settings

User settings for Test country5 Contact Point

Give reason when accepting/closing comments? ‘ Always »

Always

Display headers and footers in Word review
Never

Close Only

Accepting and Closing using the Actions Menu

The actions menu is a drop-down menu which can be seen in the top right corner when the
Author/Deputy hovers over or selects a comment or proposed change in the review pane.

Figure 47: Optional reconciliation comment ‘Give reason’ explaining why comments were accepted,
closed, revised or merged.

Test country5 Co... 14 Jun 2019 15:45 4
Category: ENTTADIAL

Last Updat¢ -« RED|V
...antimicrobial # Edit
G090
I Delete
Show Paragraph History

Test count

Category: E
Closed by: ©
15:44 « Accept
Reason: Re; N
« Accept with reason
Is the case?
%X Close
G0GQ0
% Close with reason
mest COUNTL g et ——
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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 48: Apply+Accept option

Enter your comment here..

EDITORIAL ~ Apply Apply+Accept ) Cancel

Figure 49: Document page look after accepting a comment made by a reviewer

Accepted Proposed change
L paragraph will reflect changes

PROPOSED DRAFT GUIDELINES FOR THE INTEGRATED MONITORING AND SURVEILLANCE OF

FOODBORNE ANTIMICROBIAL RESISTANCE = |
1. Introduction and purpose of the Guidelines Paragraph has accepted changes
World-wide recognition of the importance of antimicrobial resistance (AMR) as a public health threat has led n Test countryS Co.. 14 Jun 2019 15:45 #4
to strong international calls for all countries to develop and implement national strategies and action plans Catagory: EDITORIAL
that incorporate an integrated approach to risk management. The political declaration adopted during the Last Updated: 14 Ju
High-Level Meeting on Antimicrobial Resistance at the General Assembly of the United Nations during 2016 __antimicrobial use (AM Open Proposed
committed member countries to developing multi-sectoral national action plans that involve all stakeholders R
within a “One Health" approach and to improving national systems of monitoring and surveillance of AMR G050 Chan e
and antimicrobial use (AMU).. g
For the purpose of these guidelines, “monitoring of AMR and AMU" is the systematic, continuous or Test country5 Co... 14 Jun 20aGi5:43 7z
repeated, measurement, collection, collation, validation, analysis and interpretation of AMR and AMU related Category: EDITORIAL
data in defined populations when these activities are not associated with a pre-defined risk mitigation plan or Closed by: Test country5
activity. “Surveillance of AMR and AMU" refers to the same activities when these are associated with a pre- ;::om Rejected closed
defined risk mitigation plan or activity.
An integrated monitoring and surveillance system includes the coordinated and systematic collection of Is the ﬁase: comment
samples at appropriated stages along the food chain and the testing, analysis and reporting of AMR and G050
AMU, including the alignment and harmonization of sampling, testing, analysis and reporting methodologies
and practices and the integrated analysis of relevant epidemiological information from in humans, animals, “"ﬂﬁ country5 Co... 14 Jun 2019 15:44 #3

Category: EDITORIAL
Accepted by: Test co
The data generated by integrated monitoring and surveillance systems provide information for the risk 2019 15:44
analysis of foodbome AMR. It provides essential input to risk assessment and data for epidemiological
studies, food source attribution studies and other operational research. It provides information to risk
managers about AMR and AMU trends and for the planning, implementation and evaluation of risk mitigation

measures to minimize any public health risk due to resistance microorganisms and resistance determinants.

foods, crops and environment to the greatest extent practical.
ntryS Contact Point 14 Jun

Is this the case
G050

Accepted
Comment

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.
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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 50: Download documents with comments

download documents with comments marked as tracked changes

Select Comments
FILE NAME TITLE DETAILS
E1CL 2018_75-AMR-GL_e docx CL 2018_75-AMR-GL_e.docx Download
®]CL 2018_75-AMR-GL_f.docx CL 2018_75-AMR-GL_f.docx Download
HICL 2018_75-AMR-GL_s.docx CL 2018_75-AMR-GL_s.docx Download

Complete review Close review m

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 51: Select comments (to sort comments inserted in the system)
Select comments by:

Status [Jan Clclesed [¥]Accepted [¥]open

TEE o SammEs [¥] 21l [¥] General [#] comment [¥]Proposed Change

e [ all [l Minor [¥] Major ] Cosmetic [¥] <Blank>

Participant o0
Demo Author 1 (& Made a comment
[¥pemo Author 2 O Participated in discussion

[¥] eme Contributor 1
Demo Contributor 2
[l Deme Owner

[l Demo Reviewer 1
[l peme Reviewer 2
[l Demo Reviewer 3
[l Deme Reviewer 4

Date @ all
O since 1 | entered the review 2 Jun 2008 10:456 %
O since:
date : < June 2008 >

Mon Tue Wed Thu Fri Sat Sun

tme: (00 ™[00 ¥ 55 26 27 28 29 30 31
1 2 3 a4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 1 2 3 a4 5

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
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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 » Codex (ID:100)

sub workgroups

WORKGROUP ID WORKGROUP NAME NOTES ALL MONITORS
369 Zambia Sele
370 Zimbabwe Sele

ey

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 ~ Codex v

personal distribution lists

TITLE

shared distribution lists

TITLE

francis Copy Emails Edit Delete
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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:

Figure 53: New personal distribution list
new personal distribution list

distribution list

distribution list members:

NAME EMAIL ROLE +p?

Search for individual users or select

. Save List m
the “Everyone” list -

workgréap member:
[

Find Users demo Go

Crau EMAIL

SELECTED

Dem & D Reviewer v
Users within Workgroup role of Delegator can bM

D allowed to add other participants to reviews. J O Reviewer v

Select All Deselect All Add

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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