Submission of Editor’s Change Sets for Inclusion 

in the NCI Thesaurus Baseline
1.
Log into the Ontylog Editor program.

2.
Click on Tools.

3.
From the pick list that appears, click on Export Change Set.

4.
A new window will open showing all of the concepts that have you have added and/or edited and saved to your schema. At this point, you have two choices:


a)
Click on Select All if you want to export all concepts.


b)
Highlight individual concepts if you only want to export some concepts.

5.
Click on Export
6.
A new window will open asking if you want to E-mail these changes. Click on No.

7.
Navigate to the folder C:\Program Files\TDE Professional\bin

8.
Locate the most recent .cs file (i.e., the changes you just uploaded). The file name will have the following format (as an example): Your.Name.Jun 19, 2006.000.xml.cs. The file name indicates the editor, date of upload, and the number of the change set uploaded that day (i.e., 001.xml.cs would be the 2nd change set uploaded by an editor on a particular day).

9.
After locating the current change set, right click on the file name and select WinZip.

10.
From the pick list, select add to “file name.zip” where the file name is the name of the .cs file identified in step 8.
11.
Copy the .zip file (not the .cs file) to your desktop in order to facilitate locating your attachment in the next step.
12.
Send an E-mail to NCI EVS CHANGESET (which can be found using the Global Address Locator) or ncievschangeset@mail.nih.gov with the .zip file attached to your message.

13.
If you have changes in your schema that you do not want included in the new baseline, please do one of the following:


a)
Export the unwanted edited concepts and delete them.


b)
Send an E-mail to the mail box in step 12 indicating that un-exported 
changes will be present in your schema during the baseline update and 
should be ignored.
Important Note: All change sets (.cs files) must be saved as .zip files (using WinZip) prior to sending them as E-mail attachments. This ensures integrity of the information in the .cs file during the E-mail process.
