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Classification guidelines and schedule
Guidelines
The workflow managers will need to run the classifier after the prompt and baseline procedure to have a base classification and because the first classification after starting the servers can take longer to run. Additionally, the classifier should be run each morning before 10 am to keep the changes volume down and so a recent classifier suggestion list would be available to the editors every day. Terry has volunteered to run the classifier every morning between 6 and 7 am. This would just be a single run, if there are inconsistencies found, the workflow managers and domain editors (if applicable) for the affected concepts should be notified. I think we should also keep one of the noon workflow manager classification runs to have a check on other potential modeling issues. Other runs of the classifier should follow the run-time classification guidelines.

Run-time classification should probably be restricted in timing. If someone wants to check their modeling they could do it between 3 and 5 pm on Wednesday, Thursday or Friday. They would have to send an email in advance so they could alert the other editors to the possibility that the classifier could be run 2 or 3 times in the hour after the start time to account for modeling fixes and double checking. Also, if there are other editors interested in seeing the results of the classification, they would know when it was being run. The editor that is checking their modeling should restrict themselves to an hour from their advertised start time to remodel concepts and rerun the classifier. Using these guidelines, editors would not be able to run the classifier at will but they could potentially have access later in the week but not so late that they couldn’t deal with issues before the end of the week. Again, if there are inconsistent classes found the workflow managers and domain editors (if applicable) for the affected classes should be notified.  
Schedule

Monday after Prompt before editing is open (Workflow Manager)

Tuesday - Friday between 6 and 7 am (Terry). If Terry is unavailable, this will change.
Thursday noon (Workflow Manager)

Run-time between 3 and 5 pm, Wednesday through Friday, by request only (requesting editor)

Notes (all times listed are Eastern Time) 
IMPORTANT- Two editors should not run the classifier at the same time.
Regularly scheduled runs will not be announced, so be aware of the schedule.

Special requests for run-time classification will always be announced and will be restricted to one hour from the start of the requested time. 

If there are inconsistencies found, the workflow managers and domain editors (if applicable) for the affected concepts should be notified. Otherwise notification of other potential issues may only occur after classification runs by the Workflow Manager.
Normal editing does not need to stop during classification (Tuesday - Friday); however, there could be a few minutes where saving actions will freeze until the classifier has finished. 
Batch files are prohibited during classification.

Batch Edit/Load guidelines
No batch files should be run at the same time a classification is run. So if Terry is going to run the classifier between 6 and 7 am in the morning Tuesday-Friday, then batches need to be finished by 6 am Eastern Time. If someone requests a runtime classification on Wednesday, Thursday, or Friday afternoon, batches would have to be run after that time.

For the most part, we should run batches after 5 pm with prior notification of a batch file run. However, running a batch load of less than 50 concepts or a batch edit of less than 200 concepts should not impact general editing and will be allowed during normal work hours, an email announcement is required before the batch run. If emergencies come up and a larger batch needs to be run to get into the publication baseline during working hours, we will deal with those on a case by case basis.
IMPORTANT - Notification is required for all batch runs. Batch file runs cannot overlap with classification.
The Prompt process is considerably slowed down when a single editor does batch editing that touches a lot of concepts. I would recommend that editors try to limit their total batching to <3000 concepts/week/editor, unless they have a special circumstance. (Multiple edits to one concept can be counted as one.) Please let the Workflow Managers (Nicole and Liz) know well in advance of special circumstances that require >3000 concepts edited.

Notes (all times listed are Eastern Time)

No batch files are to be run if there is a classification scheduled or run-time classification has been requested.

All large batches (>50 loads or >200 edits) should be run after 5 pm and must finish by 6 am.

Batches should not be scheduled to run in proximity to 4 AM because the NCI Remote Apps terminal server is rebooted at that time to free up memory and get rid of stale connections.
Notification is required for ALL batch file runs.
Special circumstances where more than 3000 concepts/week need to be edited must be discussed with Workflow Managers. 
Special note on batch file sizes. 
I recommend keeping each batch load file under 300 concepts and each batch edit file to around 1000 concepts. The editor can run multiple batch files in one session after working hours. These recommendations for file sizes are meant to assist with troubleshooting and to minimize the impact of unforeseen issues (i.e. someone is running a file of 3000 batch edits or 1000 or more loads and the power goes down or some internet connection is lost, then that editor has to screen a large file for where the stoppage occurred) and are not meant to limit the volume in a single session. I would recommend, if you are running multiple files, that you logout between every other or every third file for the same reasons. 


