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Getting started

Logging in to the Central Coding application

1 Launch the Central Coding application.
2 In the User Name ficld, type your system login name.
3 In the Password ficld, type your login password.
This password is used in conjunction with your user name to authenticate you to the system.
4 Click Login.

You are prompted to change your password. Proceed to step 5.

Note: You are always prompted to change your password the first time you log in to the
Central Coding application.

In the User Name ficld, type your system login name.
In the New Password ficld, type your new password.

In the Confirm Password ficld, retype your new password.

o I N, |

Click Login.

Logging out of the Central Coding application

1 In the Main window, click Logout.

A confirmation dialog box appears.

2 Click OK.

Changing your password

1 In the Main window, click My Profile.
The My Profile dialog box appears.
2 Click Change password.

The Change Password dialog box appears.

Note: This link appears only when an administrator sets the account type to SuperUser or
User. It does not appear if the account type is Machine.

3 Complete the following fields:
e User Name—Your system log in name. This field is read-only.
e  0ld Password—The log in password you are currently using. REQUIRED.

e New Password / Confirm Password—The new log in password you want to use. REQUIRED.
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Getting started

Note: Passwords can be from 1 to 32 characters. For security reasons, Oracle
recommends using a combination of letters and numbers and a minimum of 6
characters. Passwords are case-sensitive. Passwords cannot be reused for a
configurable amount of time.

4 Click Save.

Getting help

The Central Coding application provides extensive online help to give you easy access to procedural,
conceptual, and detailed task-related information.

Central Coding Help Center—Provides access to the Central Coding documentation from the
user interface.

To open the Central Coding Help Center page, click the Help text link ( H&IB' ) in the top right
corner of the main application window. The page appears in a second browser window that you
can resize and move for easy viewing,.

Page-level help—Describes the page function(s) and fields for each page in the user interface.

To open a help page, click the Help link ( ' ) button in the top right corner of any page or
dialog box. The page-level help is part of the User Guide. The page-level help opens in a second
browser window that you can resize and move for easy side-by-side viewing with other pages.

Note: The popup blocker in your browser may prevent the help pages from opening. If this
occurs, either turn off the popup blocker or press the Ctrl key before you click the Help
button.

Hover Help—Provides a brief description of what the selected menu item, action, button, or
icon does, what, if any, keyboard shortcuts exist for the item, and displays the E2B data element
if it is a field that appears in an E2B report.

To display hover Help hold your mouse pointer over the item and the hover Help text appears in
a popup window. When you move your mouse pointer off the item, the hover Help disappears.
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Coding your coding requests

Coding an item

1 Select a request.
2 Do one of the following:

e To code the item and propagate the value, click the verbatim.

e To code the item without propagating the value, select Actions > Code Single.
3 Do one of the following:

e To code an item in the coding browser in Browse mode, expand each level of hierarchy as
needed until you find an acceptable term and code value.

e To code an item in the coding browser in Search mode, continue to step 4.
In the Search for field, type the text that you want to code.
In the In field ficld, select the hierarchy level of the dictionary that you want to search.

To display all the matched terms in the coding browser, select Return All Matches.

g4 o o A~

Do one of the following:

e To run a search for matches that start with the text entered in the Search for field, click the
Starts With button.

e To run a search for matches that contain the text entered in the Search for field, click the
Contains button.

e Optionally, to display only terms that match the verbatim in its entirety, select the
Contains whole words only option.

e To run the autocode algorithm associated with the request, click the Aute button.

e Optionally, if you want the system to ignore the step in the coding algorithm that looks
for an auto-suggested code value, select the Exclude Auto Suggestion step option.

8  Optionally, if you are coding a verbatim at the Trade Name level in the WHO-DD dictionary,
select the link in the Drug Code or Trade Name column to display the Medicinal Product
information for the verbatim. The Medicinal Product information can further clarify which code
is appropriate for the verbatim.

9 Select the Use as Auto Suggestion option if you want the system to use the new code value you
accept for all new incoming requests with the same verbatim, dictionary, coding definition, and
context information.

10 Click the Accept link to the left of the code value that you want to accept.
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Resending an undeliverable request

1  Select Coding Requests.
The Coding Requests page appeats.
2 Select one or more requests with a delivery status of Undeliverable, retry (*/ ).
View the hover Help over the icon to view the reason the delivery was unsuccessful.
3 Select Actions > Retry Delivery.

The delivery status of the request changes to Completed, awaiting delivery ( ~" ).

All requests with a coding status of Completed, awaiting delivery ( "' ) are available for
delivery to the InForm application. The job queue picks up the requests and delivers them to the
InForm application at the next scheduled time.
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Working with queries

Status icons in the user interface

You can view the status of a coding request or a query in the Central Coding user interface by
viewing the associated icon. The following is a complete list of the status icons for coding requests
and queties, and the icons' associated meanings.

Icon Status

Description

Coding requests

g

Uncoded

The item is not coded.

A

£

Partially coded

If coding to a primary autocode target and a secondary autocode
target, the application found a single match for the primary target
and multiple matches for the secondary target. You must manually
select the code you want to use.

Needs review

The request is successfully autocoded but must be reviewed.

Recode

The request must be recoded. Requests with this status have been
disapproved by an approver. By default, the disapproval reason
appears in a note associated with the request.

Coded, awaiting
approval

The request is successfully coded but needs an approval.

Completed, awaiting
delivery

The request is successfully coded and approved, but is not yet
delivered to the source application.

Autocoded

The request was successfully autocoded.

Completed, delivered

The request is successfully coded, approved, and delivered to the
source application.

Undeliverable, retry

The request may be successfully coded and approved, but the
Central Coding application cannot deliver the request to the soutrce
application because of a communication issue.

Queries

o

Open/Open Pending

Entered in the Central Coding application by a Central Coding user
to be addressed by an InForm user.

e A query can enter the Open state if it is manually created by a
Central Coding user or automatically created by the Central
Coding application using the Allow Auto Query setting.

e A query can enter the Open Pending state if the query is
opened in the Central Coding application, but the change has
not yet been transferred to the InForm application.

|_.§ b}

Candidate

Entered by a Central Coding user. A Central Coding administrator
can assign a Candidate query to the Open or Deleted state.

Answered

Open query that was addressed by an InForm user.
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Icon Status Description

Q Closed/Closed Pending Query on a verbatim that was successfully coded.

e A query can enter the Closed state if it is manually closed by a
Central Coding user or automatically closed by the Central
Coding application using the Allow Auto Close Query setting.

e A query can enter the Closed Pending state if the query is
closed in the Central Coding application, but the change has
not yet been transferred to the InForm application.

Deleted Candidate query that was deleted by a Central Coding user with the
Issue Candidate Query right.

Note: Only queries in the Candidate state can be deleted.

Undeliverable, retry The Central Coding application cannot deliver the query data to
the source application because of a communication issue. The
Central Coding application will retry delivery when the next Get
Requests job runs.

Undeliverable, cannot ~ The Central Coding application cannot deliver the query data to

retry the InForm application because the form is unable to accept
queries. This could happen if a form is locked or deleted in the
InForm application. As a result, the query is closed in the Central
Coding application.

Note: For each query, the hover Help displays the state of the query, the state of the query's
delivery process to the InForm application, and the reason associated with the query.
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Viewing queries and their statuses

1 Click Queries.

The Queries page appears.

2 Optionally, filter the list of queries to identify the items that you want to view, and click Apply.

You can do any or all of the following:

e In the Study filter field, select a study for which to view the associated queries.

e In the Status filter field, select one of the following:

All—Displays requests associated with queries that are assigned any status.

Candidate—Displays requests associated with queries that are assigned a status of
Candidate.

Opened—Displays requests associated with queries that are assigned a status of Open.

Answered—Displays requests associated with queries that are assigned a status of
Answered.

Closed—Displays requests associated with queries that are assigned a status of Closed.

Deleted—Displays requests associated with queries that are assigned a status of
Deleted.

Send Failed—Displays requests associated with queries that are assigned a status of
Undeliverable, retry or Undeliverable, cannot retry.

e In the Issuer filter field, select the name of a user to view all queries that the user entered in
the Central Coding application.

e In the Form filter field, select a form to view all queries that were entered on items on that
form.

For more information about the query status icons and their descriptions, see Status icons in
the user interface (on page 5).
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Creating a query from the Coding Requests or Approvals page

1

Select Coding Requests.

The Coding Requests page appeats.

or

Select Approvals.

The Approvals page appears.

Select a verbatim.

Select Actions > Create Query Single.

or

Click Create Query.

The Create Query dialog box appears.

Enter the following information:

a

From the Reason drop-down list, select a reason for creating the query.

Note: The options that appear in the Reason drop-down list are configured by an
administrator.

or

Click other, and specify the reason for creating the query in the Other text box.

Optionally, click the Copy icon (IE) to copy the reason from the Reason drop-down list to
the Other ficld.

Optionally, if you have the required rights, click Add as standard reason to add the reason to
the standard list that appears in the Reason drop-down list in the Create Query dialog box.

In the Query State field, click:
e  Open—~Creates the query in the Open state.
e Candidate (if you have the required rights)—Creates the query in the Candidate state.

For a description of each query state, sce Viewing queries and their statuses (on page
7).

Optionally, if you have the required rights, deselect Auto Close Query upon Coding Complete to
indicate that you do not want the Central Coding application to automatically close the query
if the verbatim successfully coded, or if it is deleted in the InForm application. If you
deselect this option, you must manually close all queries.

Optionally, if you have the required rights, deselect Add to auto query list to indicate that you
do not want the Central Coding application to associate the query with every new instance of
the associated verbatim that is entered in the Central Coding application.

The query appears for each instance of the verbatim in the study group.

Note: If you create a query on a hidden verbatim, an error may occur, and you must create the
query manually in the InForm application.
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Creating a query from the coding browser

1  Select Coding Requests.

The Coding Requests page appears.

or

Select Approvals.

The Approvals page appears.

2 Select a request.

3 Select Actions > Code.

or

Click the Code button.

or

Click the Verbatim link.

The Coding Browser dialog box appears. By default, the coding browser opens in Search mode.
The dictionary elements that appear are configured for the coding definition in use.

4 C(lick the Create Query link.

The Create Query dialog box appears.

5 Enter the following information:

a

From the Reason drop-down list, select a reason for creating the query.

Note: The options that appear in the Reason drop-down list are configured by an
administrator.

or

Click other, and specify the reason for creating the query in the Other text box.

Optionally, click the Copy icon (E) to copy the reason from the Reason drop-down list to
the Other field.

Optionally, if you have the required rights, click Add as standard reason to add the reason to
the standard list that appears in the Reason drop-down list in the Create Query dialog box.

In the Query State field, click:
e Open—~Creates the query in the Open state.
e Candidate (if you have the required rights)—Creates the query in the Candidate state.

For a description of each query state, sce Viewing queries and their statuses (on page
7).

Optionally, if you have the required rights, deselect Auto Close Query upon Coding Complete to
indicate that you do not want the Central Coding application to automatically close the query
if the verbatim successfully coded, or if it is deleted in the InForm application. If you
deselect this option, you must manually close all queries.
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f  Optionally, if you have the required rights, deselect Add to auto query list to indicate that you
do not want the Central Coding application to associate the query with every new instance of
the associated verbatim that is entered in the Central Coding application.

The query appears for each instance of the verbatim in the study group.

Note: If you create a query on a hidden verbatim, an error may occur, and you must create the
query manually in the InForm application.

Adding a flag to a request

1  Select Coding Requests.
The Coding Requests page appears.
or
Select Approvals.

The Approvals page appears.

2 Select a request.

3 Click Actions > Add Flags.
The Please select flags to add dialog box appears.
4 Select the checkbox for the flag to associate with the request.

5  Click Accept.

Removing a flag from a request

10

1 Select Coding Requests.
The Coding Requests page appears.
ot
Select Approvals.
The Approvals page appears.
2 Click the flag icon to delete.
The Remove Flag confirmation dialog box appears.

3 Click OK.
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Approving your coding requests

Approving a request

1

2
3
4

Select Approvals.

In the Show filter field, select To Do, and click Apply.

Select one or more requests.

To approve the request and propagate its status, select Actions > Approve.

or

To approve the request without propagating its status, select Actions > Approve Single.

Disapproving a request

S N ]

Select Approvals.

In the Show filter field, select To Do, and click Apply.
Select one or more requests.

Do one of the following:

e To disapprove the request and propagate its status, select Actions > Disapprove.

e To disapprove the request without propagating its status, select Actions > Disapprove Single.

A dialog box appears.

In the Reason field, specify a reason for disapproval.

Optionally, to attach a note that contains the reason for disapproval to the coding request, select

the Add as notes checkbox.

The coding statuses of the requests change to Recode ( “* ). The disapproved requests are
returned to the codet's queue, and the disapproval reason appears in a note attached to the

coding request.
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Viewing the job log

Viewing the job log for a specific adapter

1  Select Administration > Management > Studies.

2 Click the Results Exists icon ( B ) in the Get Verbatims or Return Codes column for the adapter
whose job log you want to view.
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Keyboards shortcuts

To facilitate rapid data entry, you can use keyboard shortcuts instead of using the mouse to select
folder pages, actions, and buttons. Keyboard shortcuts appear next to the corresponding command
in the hover Help text. Information about additional keyboard shortcuts is also included in the page-
level Help. For more information, see Getting help (on page 2).

Date or search fields

Shortcut Description

= Current date—Populates a date field with the current date.

* Asterisk—Matches any sequence of characters when used in a search field. For
example, if you type *aceta* in the Verbatim field, the search returns any word
that contains aceta, such as acetaminophen.

% Percent sign—Matches any sequence of characters when used in a search field.
For example, if you type %oaceta% in the Verbatim field, the search returns any
word that contains aceta, such as acetaminophen.

Admin folder
Shortcut Description
Alt+1 Opens the Users page, from which you can view information about the users that

are defined in the application, and activate, deactivate, and terminate users.

Alt+2 Opens the Roles page, from which you can view information about the roles
defined in the application, and remove roles from the application.

Alt+3 Opens the Work Teams page, from which you can view information about the
work teams defined in the application, and remove work teams from the
application.

Alt+4 Opens the All Requests page, from which you can view the complete list of

coding requests in the Central Coding application, view the work teams assigned
to requests, and run an audit history report for a request.

Alt+5 Opens the Study Information page, from which you can view and manage
information about the adapters in the application and their associated studies.

Alt+6 Opens the Study Group List page, from which you can create and edit study
groups.
Alt+7 Opens the View Job Log page, from which you can view detailed information

about the get verbatims or return codes jobs, and to stop a running job.

Alt+8 Opens the Locks page, from which you can view the list of items in the
application that are locked.

Alt+9 Opens the Adapters page, from which you can view information about the
InForm Adapters that are defined in the application.
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Admin folder

Shortcut Description

Alt+0 Opens the Reconciliation Options page, from which you can view the default
selection options that appear on the Reconcile Verbatims page, which you use to
reconcile the verbatims after running impact analysis.

Ctrl+1 Opens the System Configuration page, from which you can view the
authentication, application, lock management, and impact analysis configuration
options.

Ctrl+2 Opens the System Information page, from which you can view version

information for the Central Coding product, the Oracle database, and the
Windows system. You can also view copyright information for the software
products used with the Central Coding application.

Ctrl+3 Opens the Query Standard Reason List page, from which you can manage the
reasons that appear in the Reason drop-down list in the Create Query, Cancel
Query, Close Query, and Reissue Query dialog boxes.

Ctrl+4 Opens the Coding Flags page, from which you can view the definitions
associated with each coding flag.
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