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	General Guidelines


The Editing Management System and Worklist Management System are two tools used to manage and track work for the NCI Metathesaurus.

Try to put approximately 100-300 items on a worklist, depending on the type of list. For example, “demotions” come in sets of two or more concepts, so usually we limit a given worklist to 100 or less. On the other hand, “leftovers” are just single concepts, so we often generate worklists of 200-300 concepts.
Stamping – this is done when you want to approve an entire worklist at one time. Usually, this is because you have gone through it on paper and do not have to make any changes to it.


To stamp a list:

1. Go to WMS
2. Find appropriate list using the search

3. Click the Stamp link

Approving – this action is done on each concept in Jekyll as edits are completed on each record. To approve an entire worklist on which no changes were needed, see STAMPING.

	Editing Management System (EMS)


The Editing Management System is used to figure out what work needs to be completed. You can use the EMS to create worklists, checklists, see what items need to be QA’d and more.

To access EMS:

· Go to MEME Intranet page: http://cbioapp513
· Under Tools, on the left-hand side of the page, click EMS. This takes you to the Editing Management System page.

Workload is generated from three kinds of editing bins: 
Mutually Exclusive (ME) bins – within this are a number of “defined” bins.
· Concepts listed in an ME bin are “locked” and cannot be put onto another worklist or checklist.

· Bins within ME:

· Specific defined bins – these are defined/named as needed.

· Demotions – keep in mind to generate smaller lists for this because they come in pairs or more. E.g., 100 at a time instead of 200 or 300.
· Leftovers bin – shows leftover concepts not in any of the other bins within ME.

· Embryos – Do not edit. This should always be zero
· Norelease – Do not edit.

· Noreview – Do not edit. We do not use this anymore.

· Reviewed – Do not edit. To be rel. to users (??)
Quality Assurance (QA) bins

· ALWAYS make sure you click Generate before creating a worklist or checklist from a QA bin.

· Concepts in here can be on multiple worklists.
· Scripts can be written to check for specific QA issues. For example, one can be written to find missed synonyms
Ad-Hoc (AH) bins

· Similar to QA bins]
Within each broad bin category appears a table listing the various bins that are defined for that category. 
We can create bins for specific purposes. Ask the Alameda staff to create any bins that are needed.
Bin Table
Within a given bin, there is a table that shows the subcategories of available editing and the total number of concepts within each.
The # Clusters column is split into three sub-columns:
1. All – shows the total number of concepts in that defined bin

2. Uneditable – shows the total number of concepts that are currently on a worklist

3. Editable – shows the total number of concepts available to be put on a worklist

Within a row for a defined bin are three sub-rows:

1. All – shows the total number of concepts in that defined bin

2. Chem – shows the total number of concepts in this bin that are chemical concepts (including genes, food, etc.). This is based on STYs.

3. Non – shows the total number of concepts in this bin that are non-chemical, i.e., clinical

4. NOTE: At NCI, we do not separate chemical editing by editor, so anyone may edit chemical or non-chemical concepts.

The Actions column is where you can generate Worklists or Checklists for a particular bin.
NOTE: In the beginning, change to the Test database while learning how to do this. To change to the test database:

1. Go to the main EMS page

2. Click on Change MID on the left-hand menu

3. Choose Testdb from the drop-down menu

Worklists

Making a Worklist
· Click Worklist in the Actions column of a given bin table. For example, to create a Leftovers worklist, go to the Leftovers row, either Chem or Non-Chem, and click Worklist.
· The following table appears:
· Worklist name – automatically generated. Write down the name so you know which worklist to edit in the database.

· Maximum number of clusters – usually choose between 100-300, depending on the size of concepts. NOTE: you can generate a checklist first to see a sample of the type of concepts in a cluster. This can help when deciding what type of worklists to make.
· Do NOT include the top – this allows you to exclude certain concepts from your list
· Use clusters ID's between (inclusive) –
· Click the Make Worklist button – takes several minutes to generate. When done, the worklist is created and can be accessed immediately in Jekyll. However, in order to generate the report to get the paper copy to print out (which is how we usually edit), you need to follow the steps below.
· When finished, there will be a table with four choices:

· View – don’t usually need to choose this one.
· Make more worklists

· Refresh counts – can do this, but don’t have to.
· Enter Worklist Management System – CHOOSE THIS ONE 
1. Click the Update button 

2. Choose Group = MSD
3. Choose Editor = choose your initials if assigning to yourself…or someone else’s initials if assigning to another person.

4. If assigned to another person, you can just finish here by clicking on Update. You would then need to follow the steps below for creating a report of the worklist and download it from the FTP site.
5. If assigning to yourself, choose Status = Being Edited

6. Exclude column – ignore 
7. Click Update WMS
8. Click Worklist Management Link
9. Click Update link (on left-hand menu of main page)

10. Choose Names with Prefix – this is the easiest option since there usually is not a long list. Choose the name of your worklist from the drop-down menu.
11. Click Submit Query
12. Click Report – a table will appear. Choose the following information in each row:
1. Start the Report Generator at: Now
2. Enter your email address
3. Type of Report: Full
4. Report Format: Text
5. Limit Reviewed Relationships to: 5, unless there is a specific reason to view more. NOTE: Any relationships marked ‘needs review’ will show up and are not counted in the ‘reviewed relationships’ limit, so you don’t have to worry about them being excluded.

6. This report will be printed with jenscript, so preserve UTF-8 characters: ignore this row
7. Click Submit Query
8. Click View Status – it will take you to a page showing you that the report is GENERATING. It also should email you, but that function may not be working properly.  Refresh the screen periodically to see when it is finished.
9. It will say DONE when finished.

10. To obtain the report for printing:

· Go to FTP client (if using FSecure – choose the File Transfer one) – use Laura’s Login (DOES THIS STILL WORK? Carol has own login): 
· rothla 
· !htFdc31
· Choose open Quick Connect: cbioapp513.nci.nih.gov

· Follow path that shows on Web screen when you generated the report in the WMS. NOTE: you will need to type in the path – usually something like /site/umls/ems/reports
· Want the .rpt file

· Right click that file and choose Download
· Save to C:\ -- the file name will not appear. That’s OK – just click OK to download

· Then find the file where you saved it and open/print from there.
Retracting a Worklist
Sometimes, it may be necessary to retract a worklist. This may be due to the fact that there was a data problem when the worklist was generated. To retract a worklist:

1. Go to the WMS

2. Click the Update WMS link on the left-hand menu

3. Choose the appropriate worklist prefix from the Names with a prefix drop-down menu

4. Click the Submit Query button

5. Go to the appropriate worklist in the table that appears

6. Click the Retract link

7. The system will ask you to confirm the retraction – click the button to officially retract the list.
Batch Worklists

Several worklists can be created at once using the Batch worklist function. This helps save time so that they do not have to be done separately. 
1. Go to the EMS
2. Go to the bin you wish to use, for example the ME Bins
3. Choose the bin you wish to make a worklist from and click Batch worklists
4. Fill in the options you wish to use on the table that appears

a. Use the drop-down menu to choose the number of worklists you wish to generate.
b. Choose the maximum number of clusters to include from the drop-down menu provided.
c. Enter your email for notification (this function does not currently work, but we enter anyway in case it works someday).
d. Choose 5 under the Limit Reviewed Relationships To drop-down menu. This saves space on the worklists by limiting the relationships listed.

5. Click Make Worklists
6. Follow steps above to finish the worklist process
Checklists

NOTE: If Alameda creates a checklist for us, we can view it from the WMS page, or within Jekyll.

ADVANTAGES to a Checklist:

· They are not tracked in the EMS.

· Can use to check the contents of a given set of concepts to decide if you want to make a worklist of them.

· Easy to do quick edits of one or two concepts.

To make a Checklist

· Click Checklist in the Actions column of a given bin table. For example, to create a Leftovers checklist, go to the Leftovers row, either Chem or Non-Chem, and click Checklist. NOTE: Checklists can be created and the concepts are not locked, which means they can still be put onto a worklist. So, creating a checklist does not affect editing.
· The following table appears:

· Checklist name – these can be named by the individual generating the list. Again, make a note of it so you know which checklist to edit in the database.

· Maximum number of clusters – usually choose between 100-300, depending on the size of concepts. 

· Do NOT include the top – this allows you to exclude certain concepts from your list

· Use clusters ID's between (inclusive) – This 

· Exclude clusters that are currently being edited? – Default is set to No since items on a checklist can be on multiple lists.

· Click the Make Checklist button – this can take several minutes to generate.
· Checklists do not need to be assigned as they are not tracked in the system. Once you generate your checklist, you can go into Jekyll and edit it. You can also just view the checklist report that appears on screen (e.g., this was helpful when we were checking out why the ambi_no_rel bin was problematic…)

Checking the Bin Count

There are two processes that we run to make sure that the count in each bin is accurate and up-to-date. Be sure to run these in the order below:

1. Matrixinit (usually takes 10-20 minutes) – run from the Additional Online Tools Index link from main MEME Editing News page. Click on MID Maintenance and then Matrixinit.
· Checks the status of a given concept. If it has changed, i.e., is edited and approved, then it will reallocate it to the correct bin.
2. ME partition (usually takes several minutes) – run from the EMS page. The link is on the left-hand side. DO NOT CLICK this link unless you intend to run the process.

· Ensures that concepts are in the correct bins.

	Freezing the Meta database


When we need to send the database to Alameda to be processed, we do a “freeze” on the database.

Before the freeze

The goal when preparing to freeze is to have all ME Bin counts to 0. This means all columns! Be careful that all lists are QA’d, stamped and cleared out – there may be 0 to edit, but we have to make sure all editing is also completed.

There are also several QA bins to check:
Once the ME bins are at zero (that includes both the editable and uneditable bins), look at a few QA bins to make sure we catch anything really ugly. Those bins are:

· Nci_pt_merge - this will not get to zero. But look at what is in the bin and make sure any concepts that are in there have a concept note explaining the merge. If a concept does not have a note, review it (or have Al and Lori review). If it needs splitting, split. If the merge is okay, make sure a concept note is written (by the appropriate editor) and then thesaurus is fixed (again, by the appropriate editor).
· Deleted_cui - if possible, get this edited down to zero. In this export, we can't do that because there are over 18,000 concepts in it. But, on normal Meta exports that don't have the UMLS build in them, the number should not be high. First looked to see if there are concepts that can be merged with existing concepts and if not, create Bequeathal rels. Lori and AL can do this work too. WE CAN WORK ON THIS BIN WHILE REGULAR EDITING IS GOING ON. SEE: Meta Editing Guide for details on how to create Bequeathal relationships.
To start, you could:

· Make a checklist of these. 
· Then, first, put the NCI Code into the SEL screen, bottom of screen there is a place to search on code. See if you can find matches and merge. 
· Next do searches with words to see if you can find concepts to merge with. 
· Then, we can talk about the remaining ones that don't have anything to merge with.

· Cbo_merge - this should be at zero. There should not be any merges across CBO codes. A concept is not supposed to have 2 CBO codes in it. We would need to split one out or have a concept note explaining why they are together. Again, see who edited record last and contact them with questions or “did you mean to leave these together? If so, please add a concept note.” Have them add appropriate notes, if needed, and make changes in NCIt.
· Nci_sub_split - these are NCI codes split across concepts. You have to pay attention to these because sometimes the subsources like FDA, CDISC are not split out with their NCI PTs. But, the bin may not be at zero...again should be concept notes if a split occurred and then was reported to thesaurus. Like right now there are 4 concepts in the bin.

· sct_sepfnpt - this should be at zero. These are concepts where the SNOMED FN and PT are split apart. They never should be. Keep them together, even if it is ugly.
· Multiple_pn - should be at zero. We cannot release the database if it is not to zero. There should only be one NCIMTH PN, but it is OK to have two MTH PNs in a concept. Either split, or remove extra PN – if I cannot do that, request Alameda to do that.
· Multsty - should be looked at. Concepts with more than 3 STYS. Chemical concepts might be OK with 3 STYs, but other concepts (i.e., clinical ones…) should only have one.
· The rest of the QA bins can be edited but don't have to be down to zero.
· Styisa: This is where a concept has more than 1 STY and the STYs are parent/child. We generally do not assign that. So, make small lists from this and edit the STYs. Probably a good idea too to just skim concept to make sure all the atoms are in the right place.
· NOTE: Have Brian run script to check and see if there were any concepts left with Clinical Drug and another STY. DO THIS ONLY AFTER MAJOR BUILD (i.e., UMLS), not regular builds.
To check the counts on the day of freeze:

· Run Matrixinit and ME partition several times during the freeze day, and see if the numbers end up at 0. See the Checking the Bin Count section above.
· NOTE: In EMS version 3.0, we now use the Matrixinit from the MID Maintenance section of the MEME Intranet:
· Go to: http://cbiodapp513 
· Choose Apelon Online Tools Index (http://cbioapp513/apelon.html) 
· Choose MID Maintenance

This ensures that anything else in the background, etc., will be taken care of and the database is clean. 
· Once this Matrixinit is run, then run ME partition from the EMS page, like you normally would.
· Once we get the right 0 numbers, and check all the appropriate QA bins, then we can freeze the database, email all editors to stop editing, and tell Alameda on the NCI-MEME listserv that the database is ready for them to take for export. For example:
	

From: Creech, Carol (NIH/NCI) [C] 
Sent: Monday, December 04, 2006 2:23 PM
To: NCI-MEME@LIST.NIH.GOV
Subject: [NCI-MEME] NCI Meta is ready
Hi Brian,


The NCI Meta is done editing. It is ready for you to take and process.

Can you give an estimate on when we can start editing again?

Thanks,
Carol


Editing Cutoff

Once the editors are finished, go to EMS and click the Editing Cutoff link on the left-hand menu. Click the button to cutoff editing.

Once the database is returned and everything is repartitioned, make sure to enable editing again.
After the database is returned
We must make sure to:

1. Run Matrixinit from Additional Online Tools Index link on main MEME Editing News page.
2. Run ME partition from EMS page.
3. Look at the bin counts – make sure they are close to what Brian indicated in his message. E.g., 

a. NCI_need_review is usually 0

b. NCI_Merges – are things marked needs review and will show up for editing in the bin.

4. Check the nci_mrg (used to be nci_pt_mrg, but in EMS 3.0 use nci_mrg) bin to make sure only a handful of items are there (usually 8-10 or so). These should all have concept notes in them explaining why they are there and should disappear after a few cycles due to the fixes appearing in NCI Thesaurus. If things linger, contact the editor to see if changed in NCIt. 

5. If the bin count is very high, contact Alameda staff and ask if they ran that integrity check to make sure two NCI PTs are never merged in a single concept.
6. Maybe spot check the leftovers bin to make sure things look OK.
7. Go to EMS and make sure to enable editing again using the Editing Cutoff link.

8. Contact the editors to see if they need NCI Meta work – make lists accordingly.
	Worklist Management System (WMS)


The WMS is a system for managing the editing workload for the UMLS Metathesaurus. NCI manages the worklist creation, workload assignment and batch approval, while editors themselves manage other aspects of the worklists they have been assigned.

To access:
1. Go to MEME Intranet page: http://cbioapp513/
2. Under Tools, on the left-hand side of the page, click WMS. This takes you to the Worklist Management System page.

Use WMS for:

1. Tracking worklist assignments.
2. Updating the status of a worklist, i.e., when it is completed.
3. Creating a report of an existing worklist so that it can be sent to the appropriate editor for editing.

4. Stamping completed worklists for approval.

The main WMS page has the following options:

1. Query WMS – Use a variety of criteria to select the worklists of interest. You can then view their WMS information, constituent concepts, generate reports, etc. 
2. Custom Queries – Some canned queries for finding the worklists you want, e.g., all worklists currently being edited. 
3. Report Queue – View the status of requests for generating worklist reports.
4. Documentation – Some documentation in question/answer format, however it appears to be written from a programming/technical perspective, so it will need to be updated.
When finished editing a worklist
1. Go to WMS web site
2. Click Update WMS in the left-side menu

3. Under Names with a Prefix, choose the worklist you have completed
4. Click Submit Query
5. Under the Action column, click Update
6. Under Return Date – choose Now from the picklist
7. Under Edit Time – enter the hours and minutes it took you to complete the list. If more than 12 hours and 45 minutes, choose that (it is the max listed.)
8. Click Update
9. EMAIL Laura  - with name of worklist and note that you are done. This reminds her to QA the list.

