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Welcome to the RevMan Tutorial. This tutorial is designed to give Cochrane review authors an
introduction to the process of writing a Cochrane systematic review of a healthcare intervention
using RevMan.

XA H] RevMan fiR . X AMEFIES Cochrane ZEA1E# S AW ] RevMan 5¢ i fi
TR B R LRk

The tutorial does not provide all the information necessary to write a Cochrane review, and does
not address other types of Cochrane systematic reviews such as reviews of diagnostic test
accuracy studies or overviews of reviews. For detailed instructions on how to conduct a Cochrane
systematic review of an intervention, please refer to the Cochrane Handbook for Systematic
Reviews of Interventions, available from the RevMan Help menu.

AR A RIS — 5 Cochrane ZRA TR WA E K, WA LM TN R 4
ZEIR, Wiz WORE 6 (diagnostic test accuracy studies ) A ZER [ PFM Coverviews of

reviews)o SRELUHA S — & T 744 i) Cochrane ZALAR N 215 &, 155 % RevMan T B
(Help) ZZH.F [fJ*“Cochrane Handbook for Systematic Reviews of Interventions”.s

Later parts of this tutorial rely on activities completed in the earlier sections, so we recommend
you start working from the beginning. If you would like to skip ahead, click on the section you
would like to read in the Contents list.

AP 5 P 10 i T T Y P A A T T R ), BT AR I AT AR S o S RARAN
ARG Y, A2 H s PR R/ EY .

If you have technical questions regarding RevMan software, please contact the Cochrane
Information Management System team at www.cc-ims.net/RevMan. Other questions related to
preparing protocols or reviews in RevMan should be directed to the relevant Cochrane Review
Group.

WA T RevMan BAFHFI A @, 157E www.cc-ims.net/RevMan Bt & Cochrane 15 B
ARG/l (Cochrane Information Management System team) . H:Ath ¢ T RevMan #E£ 7 %
SRR A, IE R A KM Cochrane PP/ (Cochrane Review Group)o

Note: The results reported in this tutorial are fictional and were created by the authors. To find
current information on the effects of an intervention, please refer to www.thecochranelibrary.com.

VER: AR R PR g SRR BN, A iR B A A0 H AT T I

REE R, 1583 www.thecochranelibrary.com.

PART 1 — Getting started
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Setting up user details
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The RevMan 5 interface
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Saving a review
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Adding authors to a review
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Opening your review

F TR SRR

All Cochrane reviews are stored in Archie, The Cochrane Collaboration’s online database. When
you have registered a review with a Cochrane Review Group, they will set up a user account for
you in Archie. To work on your review, you will need to find your review online in Archie and
check it out into RevMan using the Check Out button on the toolbar.

T4 i) Cochrane ZiI& #1741 Cochrane WMEALA W L E——Archie 1o 4 RVE A HE
A~ Cochrane £t /M1 (Cochrane Review Group) B i, FRE3RAFE S Archie 1K) . 4
TIHRIRIIERIE, IRTEEAE Archie BT KR BIRIEEE, THAE RevMan ], F81K
Ji P oS T HAE E“Check Out” #4481 AR5k

For this tutorial we will use a sample review called ‘Caffeine for daytime drowsiness’. Instead of
checking the review out of Archie, it has been provided as an additional file with RevMan 5.
EARZRES, FADRAE H 44 4 Caffeine for daytime drowsiness” 7~ . ‘& /& RevMan 5 [FJfif}
InscAE, AFFEEMN Archie H R

1. From the File menu, select Open, or click the Open button  on the toolbar.

1 jii3eft (File) 390K “Open”, B0 il THAE EfI“Open™ %4

2. Find the folder where RevMan was installed on your computer. If you are using Windows and
accepted the default installation location, this will be C:\\Program Files\Review Manager 5.

2 #k % RevMan 7EVR LR P 022206 H sk o WRARAEAI /2 Windows F4E, BRNZeAe H 5%
4 C:\\Program Files\Review Manager 5.

3. Open the doc folder, and then the tutorial folder.
3 4797 “doc” A, SRJE 4T I “tutorial "33k o

4. Select the file ‘Caffeine for daytime drowsiness.rm5’.
4 EF A “Caffeine for daytime drowsiness.rm5” .



5. Click Open.
5 siii“Open”,

Note: It is possible to create a new review in RevMan by selecting New from the File menu, or
clicking the New button  on the toolbar. Be aware that if you create a review yourself, you
cannot check it into Archie or use it for publication in The Cochrane Library.

TR AE3CHE (File) SR G FENew” B sl THAFZ L “New 424, W {E RevMan € —
MBI ZRR . R, WR R H OB ZHE, TR BRI 8 L AL E] Archie 80K K AL
Cochrane | 11EH .

Setting up user details
B WEMHIER

If you will be using RevMan regularly on the same computer, you may wish to enter your user
details (such as your name). RevMan will attach these user details to any editing done using track
changes so that co-authors and editors can easily identify who has made the changes. Open your
user details by selecting Preferences from the Tools menu. Enter your name directly or click
Choose to find your details in Archie.

W RARZ AL [ — & WU _LAE T RevMan , URE I AR ] VRIS B CRLtn, IR 44 ).
fE RevMan ', ffHJIBELNAE (track changes) ZwiRINRERT, R ESMHEREA A I,
IXFE AR IE AR 28 R A R B . /2 T H (Tools) SEHL N 4% “Preferences” ]
PAGwARAR IO 5 B e B AR 2 44 503 il “Choose™E Archie R AR 7 45 &L .

enter details
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—or search e
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Note: You will need to set up RevMan access to Archie via the internet. In the Preferences window,
open the Connection tab. Click the Wizard button to set up your connection, or enter your Archie

user name and password directly and click the Test button to check the connection. You may need

to enter proxy server details. Consult the RevMan 5 Help or your local IT support for more
information.

VER: RevMan iy B L&A BEIEN Archie. 7E“Preferences” X iHHE, £ “Connection” %
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The RevMan 5 interface
H =7 RevMan 5 5



When a review is open in RevMan 5, you will see there are two separate window panes that
interact with each other as you navigate through the different sections of a review. The pane on the
left hand side shows the outline of a review. This is referred to as the outline pane. The area on the
right hand side shows all the information contained in a review. This is referred to as the content
pane. The content pane will usually show the text of your review, but can also contain additional
tabs for results, figures, etc.

N ANEURTE RevMan 5 TG, SRR BEZRIR AN B I8, 2 R IA P A AH B R (H
53 B TR (window panes) o 232 I THIAR 5 7~ 23348 1) K AN o A ITARORR A KA T A Coutline
pane). AIAMTHIHCE/RZER P I ITAE R RPN WA TR (content pane). P Z¥HIAR

(content pane) I W/RZEIRN A, (HEWAFEHIMIbRZE T, g g. KB%E.
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In the outline pane, you can use the key icon  next to each heading to expand and collapse

subheadings. In the content pane, use the  symbol.

FER YA B Coutline pane) , 3 ] AAE FHI 5 55 34 B b B A T 21 5 R idle /£ N A TR
(content pane) ', WM FHFRE 5532 (1) 05 &I H5 o

RevMan allows you to change the appearance of the interface by selecting Preferences from the
Tools menu and going to the Interface tab. The default Look and Feel of the interface is Metal. All
screen captures presented in this tutorial display the Metal look and feel. It is also possible to set
language and spelling options in the Preferences window.

PRATLLAE T H (Tools) 3 H. N “Preferences” [\ “Interface” £ 1K 1 H & . RevMan [ 5[ o
BRIAE)“Look and Feel” I A “Metal” o ASZ0RE H1 48 1 #1542 “Metal " F- /8 o 1:“Preferences”H,
PRI P LA FETE 5 A S

By default, your new review is at the protocol stage, indicating that you are planning the methods
for a review. Sections of a review that are not required at the protocol stage (but will be needed

later for your completed review) appear as inactive (light grey) in both the outline pane and the



content pane.

TEBNE LR, RIVZER AT 7 ZB Bt (protocol stage) , IX WL VRTE N LIRSS Tk —
SRR AL T M BE (protocol stage) HATEE ((HIE, {E5E#EMLER R 47 1), H
ERHMIHR Coutline pane) FIP AR (content pane) HE R MIEPIRES (KD,

When you undertake a Cochrane review, the protocol must be completed and submitted for
publication before moving on to the review stage. For this tutorial, to convert the file from the
protocol stage to review stage, use the following directions:

MR $EESE Cochrane ZEIAR, TELZRAMIBL (review stage) I, VRDAZNSE AR AZ TT 5. 1EA
BT, MHLLIN PR, HLad W7 EHr B (protocol stage) He A ZEIRKTEL (review stage):

1. Click the Properties button in the top-right of the content pane.
1 miidi AR (content pane) A7 I [1)“Properties %4l »

2. In the Properties window, select the General tab.
2 fE“Properties” % 1 H1, HEHE“General "L

3. Note the automatically generated Version Number — this number will change each time the
review is checked into Archie. Note that you do not need a separate Review Number unless your
Review Group provides one.

3 VERILE F 3 A AN S (Version Number) —— % 5 W AESEIARER AL F Archie 54
MR . FEBRAERIIZEA /N (Review Group) {45 1RZ7A S (Review Number), REiA
DS %

4. Enter the Version Description ‘First draft’. When choosing a version description, make sure it is
brief and clearly indicates what’s different about this draft, e.g. ‘Edited by [your initials]’ or
‘Methods section complete’.

4 {r“Version Description” H14ij N“First draft’. 7EEFEMARER (version description) Y, 1
iff DA T 6 T 0 A O 0 UG RO A AT 4 2032, bl “Edited by [your initials]” BY

“Methods section complete”.

5. For the Stage, select Full Review.
5 {E“Stage”, EFE“Full Review”.

6. Click OK. Note that all of the section headings of the review are now activated for inclusion
(there are no light grey section headings).

6 M OK” . F R LHE R /A58 (section headings) BN NG T CINFFALALEIR K I3 7
PR

Saving a review
BT PRAFLEE

When you have finished working on a review from Archie, we recommend that you always save

the review by checking it back into Archie using the Check In  button on the toolbar. This



ensures the most recent version of your review is safely stored and can always be accessed from
Archie by your co-authors and editors.

ARTEMM Archie N #CTF R IIZRIE T, Bl A H] T A [ “Check In 5 H1K He_EA%[H] Archie.
XA AT DL AR UEAR R £33 B do BT AN A 22 A i DR AT, A L [ 4 22 F 2 48R T A Archie T
LEREAZS

We recommend that you do not keep saved reviews on your computer, to avoid confusion with
different versions. Be careful not to use a version of your review from your computer if a more
recent version is available in Archie. If for some reason you do need to save a review to your
computer, such as this tutorial review which is not from Archie, go to the File menu and select
Save As, or click the Save  button on the toolbar. You can open a saved review by going to the
File menu and selecting Open, or clicking the Open button  on the toolbar.

FA AR VAR LR RAAAE AR NN T, — A ERRATEEL . QTR AT LU Archie 3843
BT IRAS, AN AR AR LI P RS . FERELEIE DN, VR IHE SRR A AE VR LI

tetn, AR LRIRA LK A Archie, mii3CfF (File) SiEHL R “Save As™, B i T.A
L ReSave 24 . WA EFT FF— AN BRSO, sl S SCfF (File) 28R [“Open”,

B sl T RFE B “Open %4 .

RevMan also creates automatic backups of your review. See the Help menu for information on

retrieving a backup file.
RevMan 2 H QI LEIR 4. BB WD) (Help) SR8, SRAFUAPKEL £ 0y SCAF AR OGS
S|
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Adding authors to areview

B ISINGER

For a real review, your Review Group will add your name as an author of the review when they
create the file, along with any known co-authors. You may wish to add additional authors later.
TERSEgRR T, RIZEIR /N (Review Group) TERIEZEIART, SHOIRI 44 7RI A 2 %0
SLRMVER A F ISR EER Ve o A2, RV A s 1 .

There are two ways to add authors to a review:

FE—NERIR IS IAE A PRI T

* Add an author based on their record in Archie — this option allows you to add authors who are
already listed in the Archie database. You will need to have internet access and an Archie user
account for this option.

F£T Archie "SR B ——IX SR VFURES N Archie 0 P CAT 1R . R 22 0 iR 34
HA Archie K ORIEAT IEITTERAR .

* Add a local record (name only) that can be linked to Archie later — this option allows you to add
authors that are not yet listed in Archie.

TEAMEIEAEE A4, BEAHERE] Archie
A .

XASAE SCVFURESIN Archie FH5CH




1. In the content pane, click the  icon next to the Review information heading to show further
subheadings.

1 fEWNANIH (content pane), Jiiiti“Review information” /e 1 ft) N5 AR e 1 @il

2. Click the icon to open the Authors section. Note that three authors have already been added
to this review.

2 i s AR ETT<Authors™ i 7y« VERAEALRE, O = MEH.

3. In the outline pane, click the key icon  next to Review information.

3 fERANMIHAR Coutline pane), siili s ii“Review information” 5% 1/ I EH L K A% o

4. Select the Authors heading.
4 EFE“Authors”Hrl

5. Click the Add Author  button on the outline pane toolbar to open the New Author Wizard.

5 m KRN T E A2 Coutline pane toolbar ) _[[1)“Add Author”$% 4, F]Jf“New Author
Wizard % G HE .

6. Select Add a local record (name only) that can be linked to Archie later. Click Next.
6 EF“Add a local record (name only) that can be linked to Archie later”, siidi F—2F (Next).
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7. Enter your name in the First Name and Family Name fields.

7 BNRI A

8. Click Finish. You will now see your name listed next to the other authors of the review. Note

that no affiliation is available for your name. Affiliations can only be added from records in
Archie.



8 sitisEp (Finish)o PRI T AIZRA AR SIAE il 1o JERARIIA 7 T TAER
Bz, TARRAL A K EH Archie ik EH A A .

Under the author details in both the outline and content panes you will note that a Contact person
can be specified for the review. By default, this is the first author, but another person (who may or
may not be an author of the review) can be nominated by selecting the Contact person heading in
the outline pane and clicking the Edit Contact Person  button on the outline pane toolbar. The
contact person must be listed in Archie.

TERNA PN 2T Coutline and content panes) R FJ/EZ AT, RS R ILA] LLES SR S Iy 52
A HAEE ( Contact person). M%), EXMEFNE—EE, HEHAEE (TR A2
SEREE) WREVE NIEIRAESE ( Contact person). EF KA Coutline pane) ' HJ“Contact
person” bR, ST AR T 2L A% (outline pane toolbar ) _IfJ“Edit Contact Person” %41 ,
BRI HEFEIE HAES ( Contact person). M HAE# ( Contact person) Hfg /& Archie H' A 1)
(P

Note: To add new people to Archie or to make changes to contact details, please contact your
Review Group Co-ordinator.

TER: {E Archie "FIRIFTEH H U CHEE MG, ERARITELSE N (Review
Group) Pl i,

PART 2 — Working with text
B iSO

Adding text to a review
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Formatting text

S UK

Making changes to headings
GRS

Adding notes
IR IE ST

Tracking changes in the text

ST BB U

Checking your spelling
BN PR A

Adding text to a review

B AELRIR NI SR



Text can be copied and pasted from a word processor document, imported as an html file or typed
directly into RevMan.

£ RevMan ", AR 7] LU HIATEE LG Word SCRS AR SCA . SN HTML SOl EARH A SCA

1. In the content pane, if it is not already expanded, click the  icon next to the Background
heading.

1 7ENZETHH (content pane) 1, U1 FRFFEFIF A BEA RETF, miidi“Background br il 2r 121 1)
- ElFz.

2. Click the icon next to the Description of the condition heading. A blank line will open under
the heading.
2 pidi“Description of the condition Frdl /e i N5 bR . AR T B I —N 2 A7

3. Click to place the cursor in the blank line and type “Daytime drowsiness is a common problem
that affects productivity and quality of life.”

3 kR BRI 1T, Hi A\ “Daytime drowsiness is a common problem that affects productivity
and quality of life.”

Formatting text

B SRR

RevMan text formatting options are available from the toolbar, including bold , italics
underline , superscript , subscript , and highlighting text similar to most other word
processing software. You cannot change the font or type size, as these are standard for all
Cochrane reviews.

RevMan H ) SCAKS A0a) DLAE T BA EiEHE, WA (bold). MR (bold). &Ik
(underline)+ L#% Csuperscript). F#r (subscript) AI5%iH Chighlighting), XA Word 1))
RERML. (HZ, IRABESAR A, Pl Cochrane Ziid oy HoAT HiLE «

The Insert Symbol button  allows you to insert symbols into the text of the review, including in
tables and author names. You can also insert a non-breaking space.

miti“Insert Symbol™ #%8H A] LI RARAERAE  AEF SF LR A AT 5 . fH “Insert Symbol”,
PRIE ] LA AAS AT 25 4% (non-breaking space) .

RevMan also allows bulleted and numbered lists , including multi-level lists.
7t RevMan 1, AR0] DMEH I H 755 F14 5 413 (bulleted and numbered lists ), ra] L4
2SRRI

Making changes to headings
W R bR

RevMan includes the standard headings for a complete Cochrane review, but new headings can be

added and some standard headings can be deactivated.
RevMan 24035 584 Cochrane £33 It 75 BIARERR &, (H & RIS n] LLAS I % L,



B /G R AR ey 8

1. In the outline pane, click the key icon  next to Main text to reveal the subheadings.
1 fERMNNH Coutline pane), fiidi“Main text” 551 I RL bR, EoRPbRiE,

2. Click thekey icon  next to Background.
2 slih“Background” 551 (1) EH 2L T BR

3. Any heading with the  icon is optional and can be deactivated. Right-click the How the
intervention might work heading and select Deactivate Heading (alternatively, select the heading
How the intervention might work then click the  button on the outline pane toolbar and select
Deactivate Heading from the drop down menu).

3 WA B RS bR S A AT, AT AR . Ao i“How the intervention might work” A5 @,
1EFE“Deactivate Heading”, (87, % “How the intervention might work #rill, 4R J5 fithi K
4T H# Coutline pane toolbar ) | d5 i [ 1) /N = A b, AR 2 AHE 7 3 £ “Deactivate
Heading” . )

4. Note that the heading appears deactivated (light grey) in the outline pane and the text of the
heading has been removed from the content pane.

4 FERAERMNmE Coutline pane) 1, IXAbrdl UHUH U EL GRAOD, I H A A
#% (content pane)iH§ 2k .

5. In the content pane, click to place the cursor at the end of the text in the Description of the

condition section and press Enter to create a new line.
5 {E W 2% 1B (content pane), H A% B T “Description of the condition”#87 If) f J5 » % T
“Enter” B 61 BT ) —147 .
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6. On the toolbar, you will see a drop-down box showing the text style currently in use. By default,

text is in the Normal style. Click the drop-down arrow and select Heading 3.

6 (L THAEL, ARA]LAE B — AT hrEAE B0 SCA H a7 foke e BRURE 00 53 4 X
(Normal style). sifi F7AE, U “Heading 37,

7. Type the text ‘International context’. Note that formatting of Heading 3 is bold and italics.
7 i N\ SCA“International context”. ¥ & “Heading 3”#F 2 A MkH AR .

8. Press Enter again. Note that the new blank line is in the Normal style again.
8 FFIRI% N “Enter” . VRPN 472 AT 20 (Normal style) .

Adding notes
P A

You can add notes to assist in drafting the review. These notes will not appear in the published
version of the review.

PRAT LA AL R I G At . X EEEALA S ARG M Zid b L.

1. In the content pane, make sure the cursor is still in the Background section.
1 fEAZEIHI (content pane), HGHRHE )2 “Background i 47

2. Click the Notes button on the outline pane toolbar (NOT the Notes button in the content pane).
This will open the Notes window.

2 s RN T H A2 (outline pane toolbar ) [ H“Notes %4l (A~ N AT AR I F“Notes”
F D)o X 2T I “Notes & H .

3. Enter a note, ‘This text needs revision.” You will see the user details you entered in the
Preferences window at the beginning of the tutorial appears at the bottom of the Notes window.

3 i NZEC “This text needs revision.’ 7F “Notes” & [ JEE#1 ¥4 B IZ BUE — 4R sk AN B9
JHUER.

4. Click the Close button to save the note and close the window.

4 ihi“Close”1%4l, RAEFEIIE 1.

5. A yellow Note icon  appears next to the relevant heading in both the content pane and outline
pane.
5 —ANE g iC BBk HILLE N 2R T AR (content pane ) FIKZNTHIHR (outline pane) [IAH xR

55 .

6. To see all the notes for a review while you are working, go to the View menu and select Notes.
A separate window pane will appear below the content pane showing the notes for each section.

6 TEBEHAN, WLMESS (View) P FIEFEEIL (Notes) HHFHMEIL. fENAET
B (content pane) T H IR J3 B (1 & 1 7R AN [R50 IR 2B



7. In the content pane, click to place the cursor back in the Background section. The notes area
will automatically display the note you have entered in that section.

7 AR BN TR (content pane ) [1“Background’ #1453, X #B7r M2E 10K H 8 ILAE
N R E

8. Click the icon at the top left of the notes area to minimise it, or go to the View menu and

select Notes to close the notes pane.

8 sy B N LA ERR B MBI XL, SEEEE (View) SR TEFEIL
(Notes) KFRHZEICHIM (notes pane).

9. In the content pane, click the Note icon  to open the Notes window again.
9 NN (content pane) I [1*“Note 42 4l F X ¥T H“Notes % H .

10. Click Delete to delete the note.
10 di“Delete”HIER 2
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Tracking changes in the text

BT BRI

RevMan has a Track Changes system to help you manage editing in the text.

RevMan #AHBELNCE 240 (Track Changes system) K3 B URIEAT g 45 SCAS I 1) 2E

1. From the Tools menu, select Track Changes, or click the Track Changes  button on the toolbar.
Note that the Track Changes button is now activated.

1 /£ H (Tools) EH. T &+ “Track Changes” B i i T H A~ L f#)“Track Changes ™ #% 4 . ¥+
H“Track Changes %4l EL g BT -



2. In the content pane, go to the Background section and replace the word ‘problem’ with the word
‘condition’. The old text will appear in red with a line through it, and the new text will appear in
green.

2 fEN ¥R (content pane) ff)“Background”i#fi43, Hf ¥iid“problem” ¥ 4 “condition”. [H H.
TR AR N 2L, I MRS, TR S I 7 o R

3. In the same section of the review, change the word ‘productivity’ to ‘function’. Leave the cursor
in the text after your changes.

2 FELEIRIMIFARET 3, FE 5] “ productivity B4 “function” » ZEAF H XU J5 K b B A5 SCARH

4. From the Tools menu, select Accept or Reject Changes. This will open the Accept or Reject
Changes window.

4 7£ 71 H (Tools ) SZ 5. NIk FE “Accept or Reject Changes”. IX 2] 7 Accept or Reject Changes ™
=z

i H o

5. In the window you just opened, click the Find button with the arrow pointing left  to search
backwards toward the beginning of your document.

5 TEATFFIE i, e 20 7 Sk (0 “Find > ) 48 2R B SCR 1Tk
I T T ame
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6. The first change found will be the word ‘function’. The word will be highlighted in the content
pane. You may need to move the Accept or Reject Changes window out of the way to see the
highlighted section of text. Click Accept to accept the change.

6 B4R B by B “function” . XA HLIALE N XTI (content pane) HHE5R I R .
YR 7] e 75 ZE R 8 “Accept or Reject Changes” & K 2 & 5 1) 307 o sl ihi“Accept ™ #52 1X AN 4

7. RevMan will automatically find the next change and highlight the relevant text. Click Accept
again to accept the deletion of the word ‘productivity’.
7 RevMan £ 1K HE) T8N —DEUE, JFmiHZoc T i “Accept™ 2 52 M [ #. ia)

“productivity”.



8. Reject the rest of the changes you made by clicking the Reject All button.
8 niifi“Reject Al ZHIRAEL AR T I L

9. Click OK.
9 ,I{—:_';EE‘“OK” R

10. In the content pane, change the word ‘problem’ to ‘condition’ again.
10 7ENZTHHR (content pane), HLHLii]“problem” X A “condition”.

11. Hover the mouse pointer over the change. A popup message will appear showing the user

details and when the change was made.

11 B RbRE A AR A S o AN R 2 s T 403 AT AR I 1)

12. Right-click each change (both the added word and deleted word) and select Accept Change.
12 AR ede CHGIATNER B 5], % 4E“Accept Change™.

13. Turn off the Track Changes feature by clicking the Track Changes  button on the toolbar.
13 i T HA L A9“Track Changes™ %4, KHIEESNAS (Track Changes) jfig.

Checking your spelling
BT PFERA

RevMan can either check your spelling as you type, or check all the spelling in your review at the

one time.

RevMan nJ LA ST Skt sCEERERUa — RPE T It S E .

1. From the Tools menu, select Preferences.
1 ET.H (Tools) JZH. T %P Preferences”.

2. Select the Spell Checking tab.
2 %EFE“Spell Checking LI+ .

3. Select which dictionaries you would like RevMan to use, including UK, US or Canadian

English. You can select more than one dictionary if you wish.
3 GEREIREAT RevMan K74, UG UK. US 8¢ Canadian 978 . QURIRFTEE, AR1TEL
R AT

4. Click OK.
4 Riii“OK”,

5. In the content pane, create a spelling mistake by deleting an ‘m’ from the word ‘common’.
5 FEH IR (content pane), #iA“comon” (“common”/> T /4~m”).,



6. Open the Tools menu and select the Check Spelling option. This will open the Check Spelling
window.
6 7E 1. H (Tools) ZEH. NIEFE“Check Spelling”. XHFT FF—~“Check Spelling” % I

7. Depending where your cursor was placed, RevMan may ask whether you wish to continue
checking from the beginning of the document. Click Yes.
7 POLKRIIALEPTE, RevMan A RESY MRS 7 BN SR ITIak & . middi“Yes™.

8. RevMan will highlight the spelling mistake and suggest ‘common’ as the correct spelling. Click
Change.
8 RevMan £t il HF 54515%, A “commom” K IEIHF S . siii“Change”.

Note: The Check Spelling tool cannot correct spelling errors in some sections of the review text,

such as author’s names and contact details or the Data and Analyses section.
TR ESRINELEE Sy, PIER A (Check Spelling) T HAFEHH, Lhlnf & 24 FEk
Z N4 B 5 “Data and Analyses” #5475 o

9. A notice will appear to say that the spell check is complete. Click OK.
9 —MHRERIHERETER. Mili“0K”.

10. Click OK again to close the Check Spelling window.
10 FOSTH“OK”, KH]“Check Spelling” % I

11. To check spelling continuously while you type, go to the Tools menu and select Check
Spelling as You Type, or click the Check Spelling as You Type  button on the toolbar.

11 fESERTHTPRER A, EH T H (Tools) M R H“Check Spelling as You Type”, BL#
s T HA Eff)“Check Spelling as You Type $% 4l .

12. Delete the ‘m’ from ‘common’ again, and click to place the cursor elsewhere in the text. The

spelling mistake will be underlined in red.

12 TR “common”H [f«“m”, s SCARF At Ty . PEE G H L6 RIZbr .

13. To correct the word, right-click it and select the correct spelling from the options available.

13 A ], EREAIR TR IR R, RIS IEDF S R

PART 3 — Adding studies and references
9 U IEN S 25 SR

Adding studies to a review
S ARG TS IS

Adding references to a study
BT SRS INZ T SR



Editing an existing reference

B iR CA SO

Importing references from a text file

VYT WSSO HL 5 NS 2% SRR

Moving references

BT BB

Adding links to references in the text

SN AESCR IR NS 2 SOk

Removing a link

LT PR

Adding multiple links automatically
BT B2 Ak

There are two kinds of references that can be added to areview:

FELEIR A, T LA I P FfAS [ JE 5K 2 25 SR -

+ References to studies — these are references to studies that have been either included or
excluded from your review. A study can have more than one reference, for example if there has
been more than one published paper, or if you have received additional information from the study
author.

WL 22 SCHR——R M ZR IR P N HEBR I T 25 k. — M A 2455 3
BR, Lot AR R 2 R SO RIS R AR NS

¢+ Other references — these are any other source you would like to cite in your review, such as
background articles, methodological references, software, etc.

FCAt (9 27 SOIR——AE VRIS, VR VT Re 5 285 1 LAt RIS O 2 25 SOk, e, 195 Bk
TiEA SR AR

Adding studies to a review
S ARG TS IS

When you are ready to add included and excluded studies to your review, you will need to create a
Study ID for each study, and then add the associated references. For Cochrane reviews, the Study
ID is usually the name of the lead author of the main published paper and the year of publication.
If you have more than one reference with the same name and year, you can add a letter to the year
to differentiate them (e.g. Morrocona 1998a, Morrocona 1998b).

A PRAE AT A FIHERRBIFTTES I B UK 2538 i, Uk 75 200 B MFFTBEFST ID(Study ID),
SR G INAH N (1) 226 30K . % T Cochrane ZRIASK 3, 9T 1D (Study ID)I# #2258 —1E 3 Fl
RATFEO AL G o WHRAT 258 HATAH R 2k 2 RAEAR ORIEST, 4R ml DU AE AR 00 J5 78 N 7 REK



XA'EA] C(Het, Morrocona 1998a, Morrocona 1998b).

1. In the outline pane, click the key icon next to Studies and references.
1 7ERNMNIH Coutline pane), fiidi“Studies and references” 5512 it EH L FE b o

2. Click thekey icon  next to the Reference to studies section.
2 Hii“Reference to studies” #1523 55121 F 47 RL B FF

3. Select Included studies and click the Add Study  button on the outline pane toolbar. This will
open the New Study Wizard.

3 EFE“Included studies”, #RJ5H KRNI T HA: (outline pane toolbar) _I fii“Add Study”
T‘_ﬁ%ﬂ o

4. Enter the Study ID ‘Morrocona 1998’ and click Next.
4 B AWFFYID (Study ID)“Morrocona 19987, siddi F—#5 (Next).

5. From the Data source drop-down list, choose Published and unpublished data. Click Next.
5 fE“Data source” N H/AEHL, 1%EFE“Published and unpublished data”, s5iii N2 (Next),

6. The year the study was conducted will by default appear ‘1998°. Click Next.
6 WFFAFAMGERIN BoR<1998”, riii F—25 (Next),

7. If your study has an ID number, such as a trial registration number or document ID, you enter it
here by clicking the Add Identifier button, selecting an ID type from the drop-down list, and
entering the ID.

7 WRARHIFEA 1D 15, iR yE M-S (trial registration number ) 8¢ 304 ID (document
D), PRATLLdi“Add Tdentifier” RN X LEfEE, AP HzAE IESE ID KA (ID type), A
JEA 1D,

8. Click Next.
8 miii F—2 (Next).

9. Select Add another study in the same section and click Finish.
9 I%EF$#“ Add another study in the same section”, Jfiiti5¢% (Finish).

10. Repeat steps 4-9 and add the following studies to the tutorial review:
Norscafe 1998

Oohlahlazza 1998

Kahve-Paradiso 2002

10 AP 4-9, IR

Norscafe 1998

Oohlahlazza 1998

Kahve-Paradiso 2002



11. When you have added the details for the last study, instead of step 9, select Nothing and click
Finish.
11 HORA e T wiot G, fE088 o, #$%“Nothing”, i€ (Finish).

12. In the outline pane, click the key symbol  next to Included Studies to see the new studies
listed.

12 £ERNHH Coutline pane), fidi“Included Studies” 55321 [ AHRL bR i wh 1l LLE 58 4\
FIBFFE T

Adding references to a study
S AN NS5 SOk

1. In the outline pane, select the Morrocona 1998 study.
1 7R Coutline pane), EFF“Morrocona 199857 .

2. Click the Add Reference button on the outline pane toolbar. This will open the New
Reference Wizard.

2 FE R T H A~ Coutline pane toolbar) I+, 557 “Add Reference” 444l . IX 24T FF — 4~ New
Reference Wizard X} 1 AlE .

3. By default, the Reference Type is set to Journal article (click the drop-down list to see the other
options available). Click Next.

3, ZHECERIEAY (Reference Type) BRI HITICE (Journal article) (xfiili NH7AEN]
DL FEHARZRAD . midi T (Next)o

4. Enter the following details in the form provided (note that fields appearing in bold are
mandatory):

Authors: Morrocona MM, Smith A, Jones FH

English title: The effects of caffeine on alertness: a randomised trial
Journal/book/source: Journal of Caffeine Studies

Date of publication: 1998

Volume: 12

Issue: 4

Pages: 1033-6

4 15 RPN TR L GRS A -
Authors: Morrocona MM, Smith A, Jones FH

English title: The effects of caffeine on alertness: a randomised trial
Journal/book/source: Journal of Caffeine Studies

Date of publication: 1998

Volume: 12

Issue: 4

Pages: 1033-6

Note: You can right-click in the Joumal/book/source field and select Choose from list to select



your journal from a list of titles.
ER: FE“Journal/book/source” A2, ARA] LAAT ik FE“Choose from list”, #R 5 AR HIE
BREE T,

(3 T LAl

fhe G0 farmsl Muw (sl [obie oedow bl
Dal &= & «+ "~ IDe ¥Fe

j{ﬂ-ﬁ"r . J—:_T"—" references can be added manually
= r A E | 1 T
Te e TR mm— (fields in bold are mandatory)
A Moy |
W . |8 Morrgcona 1698
Wesbpiupdnns
Aoy concininna L1 Mot Pl w WA f B
§ Aeiraminy e Pt W w o . -+
B Combibeficon of auan ™ . I e T u

W Dwgiarsbong of wieee
B Do e it . =
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= ) Tewws B 1 T Tree eFechy Of Cafere O FErNeE s 3 ranoDT ed
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-
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R emibet e Pages Frery
ﬁ Madid i Faadrag et ud -
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~a - CancH “aci P = Frau F
A T T e
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= W honmren of pompert | ] ]|y
Lt ewanen B
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5. Click Next. As for a study, you will have the option to add an ID number for the reference, such
as a MEDLINE reference number.

5 midi B (Next)o XFFHFFOREL, RATBAZS 2 2% SCERVS IN ID 584 (ID number), LGN,
MEDLINE )% k"534 (MEDLINE reference number )

6. Click Finish. The reference will now appear in the content pane. In the outline pane, click the
key symbol next to Morrocona 1998 to see the new reference listed.

6 riiiseh (Finish)o 27 SCHRRF HILAE T (content pane) H1o 7 KZNIHIAR Coutline
pane), riifi“Morrocona 1998 5% 11 ¥ 4H RL bR nT LAFE BTN N 1) 2 2% SCHR

Note: To add an Other reference to your review, select Additional references in the outline pane
and follow steps 2 to 6 above. You will need to give your reference a Reference ID, which should
have the same format as a Study ID (first author and year of publication).

R ERIZER I A 22 SCik  (Other reference), 7EKZNIHIH Coutline pane) 1k
#“Additional references”, FH IR 2-6., 1R T LRI S CR—>2 2% SCHik 1D (Reference
ID), HAMWFFTID (Study ID) # AL CR—1EZFIRATEDRD .

Editing an existing reference

BT iR CAT IS5 S0k

1. In the outline pane, double-click the reference listed under the Morrocona 1998 study (or
right-click and select Edit Reference). This will open a new tab in the content pane showing all the

details you entered.

1 7E KT Coutline pane), Xili“Morrocona 1998”157 | (K52 ik (m%4 A i ik $%Edit



Reference”). X2 {EWN A (content pane) "] FF—ANHTHIFRZE L, W~ IREAK T A
075 .

2. Open the Reference Type drop-down box and change the type from ‘Journal article’ to ‘Book’.
Note that the fields have changed and some rows are now shaded. Shaded rows will not appear in
your published review.

2 fE“Reference Type” I HAE {2 Joumal article” A “Book”s ¥ EUES % SR 5, —
HXAHMART, —HHEKT . K17 (Shaded rows) A& IR KR GHLZEEH

3. Change the reference information to the following (you will need to scroll down to see some of
these fields):

Authors: Morrocona MM, Smith A, Jones FH

Journal/book/source: The effects of caffeine on alertness

Date of publication: 1998

Publisher Name: Grinder Press

City of publication: London

3 S SCIRE BBO) NI (IR ) FIRBIRE R L5 HD:
Authors: Morrocona MM, Smith A, Jones FH

Journal/book/source: The effects of caffeine on alertness

Date of publication: 1998

Publisher Name: Grinder Press

City of publication: London

4. At the bottom of the reference tab, note that the reference is displayed as it will appear in the
published review. Note that this display changes as you make the changes to the reference. Check
that the reference appears correctly.

4 FEZ SRR ZE BT, 275 SCHR L IAE AR S v BT AU I TR SR 2 7% 3
BRAE RS, XA SR tiae . Wi 22 SRS 15 HE .



click here to close the reference

| e S i szl
L —— - and return to the text of the review
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the citation of the reference as it
will appear in the review j

5. Go to the tab header and click the  button next to the first author’s name to close the reference
tab (do not click the button at the top right comer as this will close the review).

5 RUTTARRE DU — A 2o B BIRR R AR A8 0 CANEE e An A OGP, 3XFE 2 KA
AR

Note: For further details on how to enter different reference types, see the RevMan Help or the
Cochrane Style Guide, available from the Help menu.

T RAHMAA RS E SRR E2E R, HS% R (Help) 34K )“RevMan
Help”8%# “Cochrane Style Guide”.

Importing references from a text file

VYT WSSO B NS 2% SRR

If you have already entered your references in another program, you can avoid typing them in
again by importing them from a text file. A sample text file has been provided with RevMan 5 for
this tutorial.

I RAR CARAETAB A PR TURKIZ 530K, 8 NSRS BV AS 25 STIR, AR A 2
£F RenMan " F{KHI N . RevMan 5 A ZHFEFEAE T /-] SCA S

Note: For details on how to generate a text file, see the help files in your reference management
software. RevMan can read text files created from most major reference management software
using the RIS format. You may need to check that you are using a RevMan filter when exporting
your references to a text file.

HE: RT U S SCARSE, WS IR SCHERE BREX P (reference management software)



B S . RevMan 1] LT K 22 80 3 OSCHRET AR 1 (reference management software )
B RIS #% XS0 o AHART AR 226 SCER B SCASTAEIN , AR AT LLFT 22 $E RevMan 1 )8
#% (RevMan filter).

1. Go to the File menu and select Import, then References. This will open the Import References
Wizard.

1 7E3CAF (File) RHT, EFESFA mport), RGESS % ik (References) . XTI
“Import References Wizard X 1 #E

2. Click Next.
2 i F—20 (Next).

3. RevMan should automatically open the same folder we used to open the sample review:
c¢\\program files\review manager 5\doc\tutorial. Select the file ‘Study References.txt’ and click
Open.

3 RevMan 3T FF 7R B SR P e 1 SC A J2: - c:\\program files\review manager 5\doc\tutorial » 1%
$E“Study References.txt” 3, riii4TIF (Open).

4. You will see a preview of the text file. Click Next.
4 PRAT AT SCASA o fiai R 20 (Next).

5. By default, RevMan Format is selected as the format of the text file (other options include RIS
or PubMed MEDLINE formats). Click Next.

5 3%, RevMan K32 SCASCAF ERIAE RS CHAlILFE (L FE RIS B PubMed MEDLINE 4%
e sl h—2 (Next).

6. By default, RevMan will save references to the Classification pending references section, under
Other References in the outline pane. References in this section will not appear in the published
review (for this reason they are shown in grey). Click Next.

6 ¥, RevMan ERVUCKEZ 2% S0k A7/ KNI B Coutline pane) [f]“Other References ”H [
“Classification pending references” 73

7. If you wish, you can assign different locations for each individual reference, or exclude specific
references from the text file while importing the rest. For this tutorial, leave the settings as they
are and click Finish.

7 WERARTTEL, ARAT LUHEEEAN S5 SO BC B AN Ty, B HERRRELE S 30k, LA
RN P TABREKD, FZENBCE, midisei (Finish).
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8. RevMan will report that 6 references have been imported. Click OK.
8 RevMan 5 i B A 6 D25 BT A . Ridi“OK ™,

9. In the outline pane, use the key icons  to open the Other references section and then the

Classification pending references section. You will see the references you imported.
9 s KA Coutline pane) ' “Other References 5514 IEHRL i, SR J5“Classification
pending references” 55 14 [ PHRL EIbR . ARk AT AR B2 NS 3T T .

Moving references

BT BB S

There are several ways to move references to the appropriate study.

S SO B RIRT MRS N A7 LUK LRy i

1. In the outline pane, in the Classification pending references section, select the reference
Norscafe 1998.

1 fE R Coutline pane) H1*Classification pending references " 53, £+ “Norscafe 1998”
22 ko

2. From the Edit menu, select Cut or click the Cut button on the toolbar.
2 {EgwHE (Edit) S, B Cutml bl T AR B Cut” kxR .

3. Use the key icons  to open the Included studies section, and open the Norscafe 1998 study. An
[Empty] reference has been added here. To add a reference manually, you can edit the empty
reference using the instructions in the previous section.

3 sl R bR T “Included studies™#53, I 27~ “Norscafe 19987 5% . —/~“[Empty]” %
RGN . TEhIR NS5 30K, W LS5 AT i B 1 25 SR

4. Select the Norscafe 1998 study.
4 1%kFENorscafe 1998 157



5. From the Edit menu, select Paste, or click the Paste button on the toolbar.
5 7E49mth (Bdit) SZH., P Paste”im o T HAA L Paste”EIbx .

6. The reference will be deleted from the Classification pending references section and added to
the Norscafe 1998 study. Note that the [Empty] reference has gone.

6 “Classification pending references 73 FIAH M. 1 2 2% SCHREG I 2K F£#% 5 2] “Norscafe 19987
o FEEEmpty]"ZE HC A AR T

7. Go to Classification pending references and right-click Deliciozza 2004.
7 #E N\“Classification pending references “##%3, 47 i“Deliciozza 2004”,

8. Select Move to, then Included studies. As there was no study with a name matching the
reference, RevMan will automatically create a new study in the Included studies section with the
ID Deliciozza 2004.

8 IEFE“Move to”, HRJFIEF: “Included studies” . KABAIITILACI%S % Lk, RevMan &
H 37t “Included studies™#53Glli ID 4 “Deliciozza 2004 HT T

9. Go to the Classification pending references section and select Kahve-Paradiso 2002.
9 it N\“Classification pending references "7, i+ “Kahve-Paradiso 2002”,

10. Click and drag the reference to the Kahve-Paradiso 2002 study.
10 ¥ HHizh | “Kahve-Paradiso 2002 5T H

11. Repeat step 10 to move the remaining references to the corresponding studies. Note that more
than one reference can be moved to the Morrocona 1998 study.

11 FEPER 10 5225 S0k 3 B AH AT T - 7 A LA 225 3k T LA 5)) 3 “Morrocona
19987 5EH

12. In the outline pane, click the key icons  to open the Included studies section, and then open
the Morrocona 1998 study.

12 72 R Coutline pane), £t EIA% & I “Included studies” #1453, L& JT“Morrocona
1998 157

13. Select the first reference and double-click to open the reference tab.

13 LR ASH IR, AT TS SCRBREE UL

14. In the content pane, check the This is the primary reference for the study box.
14 fEN AR (content pane), “2Ji%* This is the primary reference for the study” /5 #E

15. In the outline pane, note that the book icon beside the primary reference appears in black
and the icons beside the other references are grey .

15 {E RN Coutline pane), VI & 2% SCHR(primary reference) 5% 1 & 45 ¥ b5 & FE (4
i, FCA 252 SR 55 R I K )
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Adding links to references in the text

SN AESCR RIS 2 SCHR R

Rather than typing citations in the text or including footnotes, RevMan allows you to include
active hyperlinks to references in the text of your review.

FEARINERR SCA, ARAN AL SCAS BIAVE A — AN 2% 30, RevMan m] DLLEARIRA
BN 2% SRR .

1. In the content pane, scroll up to find the Description of the condition section.
1 fENZA MM (content pane), [ FI&Z)F“Description of the condition” 43

2. Click to place the cursor after the word ‘life’.
2 IChrEE B 2 A “life)5 i .

3. From the Format menu, select Insert Link, or click the Insert Link  button on the toolbar. This

will open the Insert Link window.
3 iM% (Format)sz i, JEFE“Insert Link”, 8 fith T HA L “Insert Link” Fbr. X4
FT H“Insert Link % 1 .

4. From the list, select the study Morrocona 1998. Note that you can use this same method to link



to included and excluded studies, figures, tables, sections of the review text and external web
links.

4 fEFFRY, HEFEStudy” F¥“Morrocona 1998, VERL, VRAT LU FH [RIAE K 77 VL BEB A N FI
HEBRSCIR . BR . Rt SRR SCATR 3 AR L

5. Click OK. You will see a blue hyperlink to the reference appear in the text. This link will be
active after the review is published in The Cochrane Library.

5 Wili“OK”. ESCAT, RaE RIS % IR . 458 K RAE Cochrane [&151H 5,
BERR WO -

6. Add a space before the link and parentheses ( ) before and after the link, so that it appears as
“...quality of life (Morrocona 1998).”
6 KR H/NE S HE Rk, AL R .. quality of life (Morrocona 1998).”
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Removing a link

AT PR

To remove a link you have already inserted in a review, you can either delete it as you would any
other text, or use the Remove Link feature.

N T B ERERIEH CAT WHER, ARaT LU R SC 7 PRI R B, B8 A A2 BRBE#E (Remove
Link) Zhfg.

1. In the content pane, click to place the cursor in the link to Morrocona 1998.

1 fENFNIN, FE6hRE 8 E“Morrocona 19985454,

2. Click the Remove Link  button on the toolbar, or right-click and select Remove Link. Note

that the text is no longer blue.
2 g T HEAE BB “Remove Link #%4H,  853#% 4 ik H““Remove Link”. 73 & SUAANFZ
é o



Adding multiple links automatically
T HBhA N2 AR

Instead of inserting one link at a time, RevMan can create all your links automatically by
searching through the text to identify studies and other references.

BR T KA MRS, B SRR R ST A 25 S0k, RevMan fE H 3 61 2
T R e S B

1. In the content pane, select the sentence in the Description of the condition section, including the
text ‘(Morrocona 1998)’.
1 fENZEMIR, P “Description of the condition” 43 3 $5“(Morrocona 1998) ] f] -,

2. From the Tools menu, select Find and Mark Links. The blue reference link
has again been created.

2 fETH (Tools) 3ZH., ¥ Find and Mark Links”. ¥ (OS2 ki X HILT .

Note: If you do not select a section of text before using the Find and Mark Links tool, RevMan
will give you the option to check the whole review. Note that this tool will only search through
text that is expanded (that is, visible in the content pane). Click the  icon next to a section
heading to expand and see the text.

T AR AR FH“Find and Mark Links” T H A, WA EEREAH K SCA, RevMan ¥4 25
HBANCRIR . VERREA TR RIS H 7y (EN BB A W7 ). i &
Pl 55 R AR T LURETT SCA

PART 4 - Tables
FIUTE Rk

Characteristics of included studies table

B MAWIIURFIER

Risk of bias table
5 e MR

Characteristics of excluded studies
B HERWF IR

Additional tables
FEPUAT khrmk

Characteristics of included studies table
A MBI R

The details of each study, such as the methods, participants, interventions and outcomes, should be



described in the Characteristics of included studies table.
LENNWFFTEFIEZR  (Characteristics of included studies table), RN %IRRT BHFFTHI407Y,
Wik, 5%, T4 R.

1. In the outline pane, use the key icon  to expand the Tables heading, then the Characteristics of
studies heading and the Characteristics of included studies heading. You will see a list of the
studies you have created.

1 75 KZMIHIH (outline pane), s iti“Tables” 55 [FIEH L bR, 4K )5 Characteristics of studies”5%
TR RE AR A K “Characteristics of included studies” 5% 10 I EH LI bR o VR 2 2R BT B 26
FHIFE

2. Select the Deliciozza 2004 study.
2 iEH“Deliciozza 2004”57

3. In the content pane, you will see the same study shown. Click the  icon next to Deliciozza
2004 to show the Characteristics of included studies table.

3 FEWNZE AR (content pane), YR FFR#EA “Deliciozza 20047 I [FIAEAF ST » £ Deliciozza
2004”55 I B b e FF AT FTURFIEZR  (Characteristics of included studies table ).

4. Type or copy and paste the following text into the characteristics table:

4 NN T AR B B AE R

Methods Randomised confrolled frial

Participants | B0 participants (40 intervention, 40 confrol) who regulary used
caffeine to improve alertness, fatigue and irritability, aged > 18 years.
Interventions | Intervention: 100mg cup of coffee.

Caontrol: 100mg cup of decaffeinated coffee.

Outcomes Fatigue (VAS 0-100, lower score = improvement)

Irritability (Imitability Negative Affectivity Subscale (INAS) 1-50, lower
score = improvement)

Alertness (reaction time, lower score = improvemeant)

Sleepiness (C-Esta Sleepiness Scale)

Headache

Notes Sources of funding not stated.

Risk of bias table
B W RS

Risk of bias tables are used to describe the methods used in each study, and whether the results are
at risk of bias. For information on assessing this risk, see the Cochrane Handbook for Systematic
Reviews of Interventions, available from the Help menu.

fi ey M52 (Risk of bias table) IR EEMIFFUAEHI 7%, LLGT R 15 i fof KUBS: o BRHX
B2 A K A TE %, 2% (Help) 3 #F 1] “Cochrane Handbook for Systematic

Reviews of Interventions”.

1. In the content pane, under the Characteristics of included studies table, find the Risk of bias
table heading (you may need to click the icon).



1 fEN TR (content pane) 1, ZMAMFFEF{IEZR (Characteristics of included studies table)
TR AT R (Risk of bias table ) (VR T AT 2L fi ki B4R o

2. Click the Properties  icon next to the Risk of bias table heading.
2 miidifhfa KU (Risk of bias table ) A7 1“J& % (Properties) Kl ¥x.

3. You will see a list of items you can select to include in a Risk of bias table. Allocation
concealment has a tick symbol  next to it, indicating it is included in the table by default. Select
Adequate sequence generation from the list and check the Activated box to include it in the table
n your review.

3 PReE EMk AT K 2R (Risk of bias table ) nJ FH )— % sifE . BEALMHCKE5K  ( Allocation
concealment) 55NN, FRIRXAMRME BN 7R XK (Risk of bias table) 7.
FEY| R P IEFEBENL 775 A 1E (Adequate sequence generation) ”, i&H1“Activated” JyHE, IXFE
ARSI BUIRERIE i) iy MBS K (Risk of bias table ) H1 717

4. For Blinding and Incomplete outcome data addressed, RevMan allows you to add separate
information for each outcome or group of outcomes. To Activate these items, first you will need to
add an Outcome Group.

4 XFE (Blinding) FIATE R4 REdE (Incomplete outcome data) ', RevMan fuiF
PRS- AN TR 2 Jry e AN [R] RIS 0 45 e B AN R AR fE . 0 T30E  (Activate) 1XU8FIR, R
BN IN—A45 )41 (Outcome Group).

5. Select Blinding and click the Add button next to the Outcome Group list.
5 P HE (Blinding), riiigimidl (Outcome Group) 5514 [1“Add 444l .

6. Delete the default text, ‘All outcomes’, and enter ‘Self-reported outcomes’.
6 MHERERIAIISCA ALl outcomes”, it A “Self-reported outcomes”.

7. Click Add again and add another group called ‘Objective outcomes’.
7 FRAECAdd L, WS — 45 R4l (Outcome Group) ——“Objective outcomes”s

8. Check the Activated box.
8 EH“Activated” T HE

9. Select Incomplete outcome data addressed and click the Add button next to the Outcome Group
window.

9 EFEATEAM LB (Incomplete outcome data), & ii4E A2l (Outcome Group) 552
fF1“Add 4% 4] o

10. Check the Activated box.
10 iErActivated” T HE .

11. Activate the remaining items on the list and click OK when you are finished.

11 BadE SR PR AR HIARE, eSS, Sd“0K™.



12. In the content pane, the Risk of bias table will now include a row each the activated heading,
including separate rows on blinding for each outcome. Text can now be typed directly into the
table. For this tutorial, leave the table blank.

12 fENZETHHR (content pane) 1, i faf KUK & (Risk of bias table) 47— NS bR,
b, HANEERIZH (Outcome Group) Hik (Blinding) 730 K s . AER AT DL HHA SCA,
ARG, B H A

13. Set each of the drop-down boxes in the table to Yes, No or Unclear.
13 & FHrHEH ESE Yes. No B Unclear.

= Risk of bias table &

LT Judgament | Datorptian

Ll Ence gener alic ik -

galment? Unclear | =

Jtcome Mo -

Note: In the content pane, below the Characteristics of included studies and the Risk of bias tables,
there is a place to add footnotes for these tables.

W (ENAEMH (content pane) 1, EANAMWIFFFAER (Characteristics of included studies
table) Flfii fay KBS & (Risk of bias table ) " /74 7% A AT LA X LER AU INIEIE (footnotes)o

Characteristics of excluded studies

A HEBROT AR IE R

Studies identified in your search that do not meet the inclusion criteria of the review may be listed
under Characteristics of excluded studies, along with the reason each study was excluded. You do

not need to list every study identified by your search, but it is useful to list those which might
appear to readers to meet your inclusion criteria.

K2R BHAS R A 24 AN bR AE (1) STk 7] BLAI N HEBR BF 9047 iE 3 ( Characteristics of excluded
studies) H1, LA ZEAEGHBREH . ALY FTE R B IHERRIFT, (H2 e ml g
INHTFEIAPRUE (inclusion criteria) B SCHk I 51 H .

1. In the outline pane, select Characteristics of excluded studies.
1 fERHMIMH Coutline pane) HY, i%+E“Characteristics of excluded studies”.

2. Click the Add Study  button on the outline pane toolbar and enter the new study ‘Horton



1988°. Click Next.
2 s RN AR T H A Coutline pane toolbar) [ [f)“Add Study”#% 4, %A\ 4 FK“Horton 1988,
mii 2 (Next).

3. Select Published data only, and click Next.
3 I%k$E“Published data only”, fiii F—2 (Next).

4. Accept ‘1988’ as the year the study was conducted, and click Next.
4 FZ BN O A6 4 <1988, £iili F—2 (Next).

5. Click Next without adding any identifiers.
5 HAZMEF 2 (Next).

6. Accept ‘Nothing’ as your next action, and click Finish. In the content pane, you will see the

Excluded studies section and the study you have created.

6 4% Nkt F“Nothing”, iidi5e /i (Finish). fENZ MM (content pane) 1, R4FE FHE
FriF9T (Bxcluded studies) 73 FRA & ISR -

7. In the outline pane, click the key icon  next to Characteristics of excluded studies.
7 FERNIMNAR Coutline pane ), fii“Characteristics of excluded studies” 5512 )47 2L P b o

8. Select the new study Horton 1988. In the content pane, you will see a table under this study
with the heading Reason for exclusion.

8 i%#+¢“Horton 1988 IXASFI LM IT. 7N AT (content pane), FRW] LAF BI/EMFAFRT
A “HEFR L (Reason for exclusion) .

9. In the table, enter the text, ‘Both intervention and control groups received caffeine.’
9 FEXANEKT, Hi N R Z“Both intervention and control groups received caffeine.”

Note: Footnotes can be added below the Table for Characteristics of Excluded Studies.
W EHERHT SR AESR (Characteristics of excluded studies) R r[¥RINEVE (Footnotes) .

Additional tables
FEPUAT khrmk

Additional information can be included in table format either in the text of the review, in an
appendix or as an Additional table.

TELRR IR SCAHLE (text of the review ) ifff 5% (appendix) LAYE£M7E% (Additional table)
s sk T B BEHingE B
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To add atable into the text of the review:

LELER I SC AL (text of the review ) TR N :

1. In the content pane, scroll up to the Background section and place the cursor in the Description
of the condition section.

1 7EN 2T (content pane) 1, [1] ¥R 5) 215 5t (Background) #77, #2645 E T-“Description
of the condition” ¥ 734 .

2. Click the Insert Table button  on the toolbar. A 3x3 table will be created.
2 i T EAE i “Insert Table %41, —™ 3x3 kA& H .

3. Right-click the top left cell. Note the table edit options.
3 Al AT . RAG ML (table edit options) 43 HiHL.

4. Select Toggle Heading/Cell. The selected cell will be shaded, and any text entered will appear
in bold. Text can now be entered directly into the table.

4 HFE“Toggle Heading/Cell”. 1L HITAR 2 UK, ARATHI A B SCACRKE B TR BLAE
SO BE HAEH AR .

To add an Additional table that will appear at the end of the published review:
fli#h 7% (Additional table ) IR & K M £5IA 5 1 -

1. In the outline pane, under the Tables heading, select Additional tables.
1 7E RN Coutline pane ), 7E“Tables” | EFf“Additional tables”.

2. Click the Add Table button  on the outline pane toolbar. This will open the New Additional
Table Wizard.



2 sl K& M T H A% Coutline pane toolbar) I f\J“Add Table”#%4fl . —/“New Additional
Table Wizard X} i HES H o

3. Enter the title, ‘Decaffeinated coffee: chemical information’.

3 i AFr i “Decaffeinated coffee: chemical information”.

4. Click Next.
4 Jiii =2 (Next).

5. Accept the default number of rows and columns and click Finish. In the content pane, you will
see the table in the Additional tables section. You can now enter text directly into the table.

S ERBAOANAT RS L A5 (Finish). fEPRZEMIHR (content pane), R4 KIS N
2 A% HH I AE“Additional tables”#70» RILAE TT DA H B AE R M P o N SUAS .

6. In the outline pane, click the key icon  to see the new table listed under Additional tables.

6 {E RN Coutline pane), riiiPHRLEIbR, KIUHIZFRME CHI7E“ Additional tables™ T [fif .

PART 5 - Data and analyses
SR B S

Adding comparisons and outcomes
ST BB 4 )

Entering dichotomous data

T A R R

Changing outcome properties

T SRS R R

Adding subgroups
Y N

Copying an outcome or comparison

ST 4SS ROt

Adding a continuous outcome
SN RGNS AR A R

Entering data from different scales measuring the same outcome

SRAET ARBRIN AN [R] 45 R A R R ) Kdls

Using generic inverse variance

)\ A5 Z= 81



Adding a figure to your review

BT AR EEA R N 2%

Publication bias and funnel plots

S AR AR

Risk of bias graphs and summaries

b R XU R 4

Once you have described your included studies, you can begin analysing the results.

— BRI AT SRR AL, ot ] DU 23 A1 4R

Adding comparisons and outcomes

T BN LB S R

The first step in analysing data in RevMan is to enter a comparison, describing the intervention
and what it is being compared to. Reviews may include one or more comparisons. For each
comparison, the next step is to enter the outcomes to be measured. For this example, ‘headache’
will be the outcome. This is a dichotomous outcome, meaning there are only two possible results:
headache or no headache.

RevMan H, BTSSR 37— 4L EUBE, 0 BE TS it A S i RN . — A grid
AL 2 A AL @A EBA, DM AN R )5 . e, <377 (headache)”
WOES Ry e Xt RARbS, REWES R RAMRTRE: SRR

1. In outline pane, select Data and analyses.
1 75K Coutline pane), riili Data and analyses.

2. Click the Add Comparison button on the outline pane toolbar. This will open the New
Comparison Wizard.

2 mih R T A2 ) Add Comparison #2451 (¥3#%7F: 478 i 7 Data and analyses, 1%
## Add Comparison A7), 23—~ New Comparison Wizard XJ iFHE.

3. Enter the Name ‘Caffeinated versus decaffeinated coffee’ and click Next.
3 7E4 7 (Name) H A\ “Caffeinated versus decaffeinated coffee”, #RJ5 A F—2F (Next).

4. Select Add an outcome under the new comparison and click Finish. This

will open the New Outcome Wizard.

4 %P “Add an outcome under the new comparison”, #& 5 i 552 i (Finish). — /™ New
Outcome Wizard 23t HH o

5. By default, the Dichotomous data type will be selected. Click Next.
5 EFEERIAEPERAY (Data Type) ~43rJ548 & (Dichotomous) st N2 (Next),



6. Enter the Name ‘Headache’.
6 f£4 5 (Name) H#iA\“Headache”,

7. Enter Group Label 1 ‘Caffeinated coffee’ and Group Label 2 ‘Decaffeinated coffee’. Click
Next.

7 7E Group Label 1 #ij A\ “Caffeinated coffee”, 7E Group Label 2 % A\ “Decaffeinated coffee”,
i F 2 (Next).

8. You will now select the statistical methods RevMan will use. For more information, see the
Cochrane Handbook for Systematic Reviews of Interventions on the Help menu. For this tutorial,
select the following options:

Statistical Method: Mantel-Haenszel

Analysis Model: Fixed effects

Effect Measure: Risk Ratio

8 PRIMAELZNILFE RevMan KA FH I Ge Tt 715 SR SR, WESHEHL (Help) SKHT
] Cochrane Handbook for Systematic Reviews of Interventions. *f T-AflFRK i, -
41171 (Statistical Method) : Mantel-Haenszel

MR (Analysis Model ) : [ R (Fixed effects)

BN 720 (Effect Measure) : AHX GG % (Risk Ratio)

B p Rgmal Ve el Tphie Wl fen

Dl % & e+ = BDs lr:r.-! sslect the method of
=T 4 mrw e "
RIBRE e * 4 Sl ] o | analysis for outcomes in
T T the New Outcome Wizard
N T
= B P rlemin = Data and analyses
— £1 Caffaine versus decaffr
= I e i e 1 APy e
G T p—. |
]t U G e ih G e e
[~ T t 0|
i &, Dl |
3 PR s Eoparin sl
M ampmnat O e - e s
q:_’?: Pstdras aflin
| I'ﬂ_ﬂ_l““’l. |
T v L
& M Dawen |
T copri ' .
o g | ] | e
el o Fgh e
7 o S
-
- ol ] [ ] 3
EF______ =l
il D ] ol

9. Click Next.
9 S P2 (Next).

10. For your next action, select Add study data for the new outcome. Click

Finish. This will open the New Study Data Wizard.

10 £ Rk, P <Add study data for the new outcome”, #& J& s it 56 il (Finish ) . — 1> New Study
Data Wizard XJ iFHESH o

Note: You can also open the New Study Data Wizard by selecting an outcome in the outline pane



and clicking the Add Study Data button.

R FERNIARERE— 45 )5, Siidi“Add Study Data” #31] LLFT JF New Study Data Wizard
XPUEHE . (i e )R b i A B ik $£<Add Study Data” {8 1] LL4T JF New Study Data
Wizard XJ1iHE . )

Entering dichotomous data

N A SRR

1. In the New Study Data Wizard, hold down the Control key and select the Deliciozza,
Morrocona, Norscafe and Oohlahlazza studies.

1 7E New Study Data Wizard X[ 15 HEH , $%{E 8 _1-[1) Control £, £+ Deliciozza .Morrocona,
Norscafe fll Oohlahlazza X 4 M7 .

2. Click Finish. RevMan will open a new tab in the content pane showing a data table for the

Headache outcome. The studies you have selected are listed.
2 ii5E R (Finish) . RevMan 76PN &4 (content pane) 1 H—MNHIIFRZE L, Eong; R
——KJ# (Headache) HJZEA%. VRW LUE 2k BB CAERME H .

3. For dichotomous outcomes, you will need to enter the number of events (in this case, the
number of headaches) and the number of participants in each group. Enter the following data into
the table:

3T T RARERES kU, IR ARG R AR (EAG, R A SR O A
BAM RS B FROEIMARS

Study Caffeinated coffee | Decaffeinated coffee
Events Total Events Total
Deliciozza 2004 10 40 g 40
Morrocona 1998 3 15 1 17
MNorscafe 1998 19 68 o 64
Oohlahlarza 1998 4 35 2 37

4. RevMan will automatically calculate the risk ratio and 95% confidence interval for each study
and the pooled values for all the studies. Use the scroll bar under the data table to scroll right and
see these results.

4 RevMan ¥ H Bl V15 BN FIAEXS f& 56 BE (risk ratio ) AT 95% [¥1°E 45 X [11] (95% confidence
interval ) LA M FTA 9T & FFR0WAE (pooled values). A4 &~ 5 TR 8 4c 1 A VR 511,
A SEelbee 375 S

5. The results are also displayed in a forest plot. The risk ratio for each study is shown as blue
square, and with a horizontal line showing the confidence interval. The pooled result for all
studies is shown as a black diamond.

5 axeegh LA LIARMKIEL (forest plot) HIJEZCEI. REMIFFCIARNT SRS (risk ratio) F
BTN, T HEK PN IR EAF X H] (confidence interval Do T 5T B G H-4h



R BERZERERR.

6. At the bottom of the screen under the forest plot is a sliding scale. Click and drag the white
controller on the scale to change the scale of the forest plot. Set the scale to a range of 0.02 to 50.

6 {EARMRE] (forest plot) MIhFHE T 7 MBS S5 (asliding scale). siiih 31X AN (AT
AT R AR (forest plot) W s A VU il JERIBLE AL 0.02~50,
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7. RevMan calculates a weight for each study (for dichotomous outcomes this is based on the size
of the study and the number of events). This determines how much each individual study
contributes to the pooled estimate.

7 RevMan SRR MFFTRIACE O 1 70 AR S Jaok B, RS IIREAS AT R A ) A4
SR o XK W BN U T A VA (pooled estimate) [1510 7 .

8. At the bottom of the Study or Subgroup column in the results table, RevMan will calculate

measures of heterogeneity: the Chi2 and 12 statistics. For random effects analysis, the Tau2

statistic is also presented. In the top row of the table, use the mouse to click and drag the column

border to show these statistics.

8 1L 453K hStudy or Subgroup”t i~ 77, RevMan v 54 & 7 Btk M AME: R I71H
(Chi2) M Po XFTRENLRA A KA, L2 th 5 Taw i (ERAK A AT, ] AR

RIS URUR IS ST e R (E

9. At the bottom of the screen under the results table is space to enter footnotes. In the results table,
select the Morrocona 1998 study. In the Footnote field, enter the text ‘Unpublished data provided

by author’.

9 RS RRM bR N7, B2 E ] LU A B (Footnote) . 7E45 &K, 1% “Morrocona

1998”IX M5, AR5 FHIEE (Footnote) 4 HL4i A “Unpublished data provided by author”.

10. At the top of the content pane, click the Text of review tab. Note that RevMan has added a



table with a brief summary of the results for this outcome, including the number of studies and
participants and the summary statistic.

10 fEWNZ A (content pane) [ L5, siidi“Text of review 425 i, VER RevMan [ 8%
I ARBK GG R B E LR, WA TIFTRIEH  BEAC R NI NAR -

11. Scroll up to the Results section of the review.

11 i) ERBIR B A AR (Results ) &5y

12. Click the icon to open the Results section, and then the Effects of interventions section.
12 giii“Results” 5512 I EIFR, SR )5 15 s i “Effects of interventions™ 5512 i 5 o

13. Click to place the cursor in the Effects of interventions section, and enter the text ‘Caffeine
significantly increased the occurrence of headache.’

13 K B A5 52 47 21| “Effects of interventions” ¥ 43, i A “Caffeine significantly increased the
occurrence of headache”.

14. From the Format menu, select Insert Analysis Results. This will open the Insert Analysis

Results window.

14 1E#% 30 (Format )32 #L., £ “Insert Analysis Results . 1X 23] JF—> “Insert Analysis Results”
l:l o

15. Select Headache and click OK. RevMan will copy the pooled result of the Headache outcome
into the text of the review. You can edit the text as needed.

15 %+ “Headache”, fiili“OK”. RevMan F4% 45 J5) Headache Y4 FER AR & 1l 2 27 1 SC
AFLIE (the text of the review ) 1o HRAETEK, VRIER] LG4 X L6 0AC,
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Changing outcome properties

B ARG R R

1. In the outline pane, double-click the Headache outcome to go back to the Headache tab in the
content pane.

1 75K Coutline pane), A iti4hiJai Headache iR [FI P ¥ #R (content pane) [ Headache



PR, (BEETE: HEDIHN AR (content pane) [1) Headache #1285 T HAT )

2. Click the Properties button in the top right comer. This will open the Outcome Properties
window.

2 mii B E M (Properties)f&4, i “Outcome Properties” % 11

3. Click the Analysis Method tab.
3 piii“Analysis Method #5255 .

4. Select Risk Difference as the Effect Measure. Click Apply. Note that the results in the table and
forest plot have changed.

4 FERNIE T3 (Effect Measure) "Hik < f& % %= (Risk Difference)” o i ifi Y. H (Apply ).
TR RS I 25 RN AR K (forest plot) AE T o
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5. Click on the Graph tab in the Outcome Properties window.
5 riii“Outcome Properties % TFAE 1 [1)“Graph 4545

6. In the Scale field, enter ‘1’ and click Apply. Note that the scale of the forest plot has changed to
-1 to 1. You can set the forest plot scale to any value, not only the values available using the slide
control in the content pane.

6 FERUE (Scale) i AN“1”, SN H (Apply). ¥R AR E (forest plot) Fr s i B A5 hy-1~
1o BRTAFFHNZAMII (content pane) ¥ B NHUE AL, AR AT LT F X Ao Vo A7 v
(forest plot) (1) Hs ¥ [ 15 5 AT AT 4

7. In the Left Graph Label box, enter ‘Favours caffeine’.
7 7E“Left Graph Label”"', % A“Favours caffeine”.



8. In the Right Graph Label box, enter ‘Favours decaf’.
8 {E“Right Graph Label”#', %A\ “Favours decaf”.

9. Click Apply. Note that the forest plot labels have changed.
9 itk (Apply). =R (forest plot) k2% (labels) 24k,

Note: By default, RevMan assumes that outcomes are bad (e.g. headache). If you are measuring a
good outcome (e.g. alertness), swap the graph labels so that the opposite side favours the treatment
group.

T RevMan BRIMR I ES R/e 3H 00 CHuan, SKD . (H2, W RARIE A2 2 45
), AHREJEARY (graph labels), IXAFEAH I —dm il i) T 141 (treatment group ).

10. Click the Analysis Details tab.
10 Aith“Analysis Details” #5325

11. Under Totals, select No Totals. Under Study Confidence Interval, select 99%.
11 fE“Totals” I, 1E+¢“No Totals” . 7£*“Study Confidence Interval”, JEF<99%”,

12. Click Apply. Note that the lines representing the confidence interval for each study have
become wider.

12 fii N (Apply). HEER RSB MFTENE XA (confidence interval ) fI7K-FLAK T .

13. Check the Swap event and non-event option, and click Apply. RevMan will now display
results for participants who did not have a headache. The forest plot will be reversed, including the
labels at the bottom, and the summary estimate will change.

13 siii“Swap event and non-event” L1, AR5 sidi NV H (Apply ). RevMan ¥ W 7n %A Sk Ji
Mz 5 ME R MM, FRAKE(forest plot) B4 T, QHHIEH AR (labels), & IFAfTH
fii (summary estimate) 248,

14. Click the Graph tab.
14 Ji5“Graph”#5%% .

15. In the Sort By area, select Year of study and click Apply. Note the change in the forest plot.
15 {E“Sort By”[X 38, 1E4%“Year of study” )5 siti N H (Apply). 73 E AR E (forest plot) 1) 42
.

16. Select User defined order and click OK. There will be no change to the forest plot, but you can

now re-order the studies in the outline pane.
16 %&F¥“User defined order” ) s i “OK”. #x#k [ (forest plot) KA LA 484k, (HIEIAE/R AT LA
E RN Coutline pane) SCARW ST .

17. In the outline pane, click the key icon  next to the Headache outcome.

17 {E RN Coutline pane), #iifi4hi )5 Headache T 77 IEHRL Kl bx .



18. Select the Oohlahlazza study and click the Move Up button on the outline pane toolbar. Note
the change in the data table and forest plot.

18 % “Oohlahlazza™ 57, s KNI Coutline pane) 77 T HA K “Move Up %4l (1%
FE: FE“Oohlahlazza W 5% I i 5 47 B L F“Move Up 747 )

Adding subgroups
PR Y IRIAZN

RevMan allows you to divide outcomes into subgroups. You can add the subgroups when you first
create an outcome, or add subgroups to an existing outcome.

RevMan FOVFIRIG 46 )m) 73 NEAL o AR AT LALE B3 45 Jmy InE sliids im0 41 5 75— A S8 N 4 Jm)
JE VS DAL 2

1. In the outline pane, right-click the Headache outcome and select Introduce Subgroup. A
subgroup will appear in the outline pane with the default name ‘New subgroup’. All the included
studies will be listed under the new subgroup.

1 7E R Coutline pane), A7 fiti4hi)s Headache, IEFE“Introduce Subgroup”. 11 K44
4% Coutline pane) LAk HIL—/ Ny 44 4 “New subgroup” N2 o BT @ N BB AL 55
TEIXA AL -

2. In the outline pane, select the New Subgroup, then right-click and select Rename Subgroup.
2 FERMIHAR Coutline pane), %5 “New Subgroup”, A7 i 1% $“ Rename Subgroup”.
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3. Enter the name ‘One caffeine dose’. Click elsewhere to close the editing box.
3 i N BT 44K “One caffeine dose”. Fifi i sl i HA 1 7 3R H 4



4. In the outline pane, select the Headache outcome and click the Add Subgroup  button on the
outline pane toolbar. This will open the New Subgroup Wizard.

4 {E RN Coutline pane), 4L 7 Headache, #R )5 i KM T.HA4* (outline pane
toolbar ) _I*[1“Add Subgroup”$%#fl. —> New Subgroup Wizard X i HE H .

5. Enter the Name ‘Two caffeine doses’ for the new subgroup and click Next.
5 B NHT AL 4 FR“Two caffeine doses”, fidi F—2 (Next).

6. For your next action, select Edit the new subgroup and click Finish. Note that there is now a
separate section in the data table for each subgroup.

6 ¥ Tk, EFE“Edit the new subgroup”, #XJ5 miihisel (Finish)o V3 20 & 4> 4 2
AbFANTAL S 23 o

7. In outline pane, click the key icon  to see the studies listed under the One caffeine dose
subgroup.

7 AERNMIHHR Coutline pane), ridiiHAL KR, & FH A7 T“One caffeine dose” I BT

8. Select the Oohlahlazza study and click the Cut  button on the toolbar.
8 1%"1“Oohlahlazza WF5T, s THA LF“Cut il

9. Select the Two caffeine doses subgroup and click the Paste  button.
9 &1 “Two caffeine doses” W4, riili“Paste” %4 .

10. Click the key icon  to see that the Oohlahlazza study now appears under the Two caffeine
doses subgroup. Note that the study has also moved in the data table in the content pane, and the
forest plot shows separate results for each subgroup.

10 A& bR, & “Oohlahlazza i 5T L&A T“Two caffeine doses”W4LH T o V= AEN
Z5MH Ccontent pane) AR R PSS, HRIKE (forest plot) 73 I BIRA R4
1 EchE o

11. In the outline pane, select the Headache outcome and click the Properties  button on the
outline pane toolbar.

11 7E R M Coutline pane), EFE 4% J5) Headache, sl ohi KNI AR T2 4% (outline pane toolbar)
I “Properties ™44 4l .

12. In the Analysis Details tab, under Totals, select Subtotals only and click OK.
12 7E“Analysis Details” #5254, {1 “Totals” i “Subtotals only”, 2R J5 miili“OK”,

The forest plot now includes two black diamonds showing the summary effect for each subgroup.
Subgroup summary statistics are included in the data table.

LAE, FRARIE (forest plot) FH AN B AOZETE R R BEAN ALK & JF 2N, (summary effect) . WP
AR ST o e &



Copying an outcome or comparison

S RS RO

If you wish, you can avoid typing the information again by copying an existing outcome or

comparison.

URARIERE, T DU B © A 455 e PSRt o i 2SR A5 R

1. In the outline pane, select the Headache outcome.

1 ERYMHIR Coutline pane), EFE4E )5 Headache.

2. Click the Copy  button on the toolbar.
2 il TEE: ER“Copy %

3. Select the Caffeinated versus decaffeinated coffee comparison.
3 PR L “Caffeinated versus decaffeinated coffee”

4. Click the Paste  button on the toolbar. A duplicate outcome for Headache has been created.

4 i T HAF LA “Paste” %4l . 45 )5 Headache R A st gt Gl R T

5. Select the second Headache outcome, then right-click the mouse and select Rename Outcome.

5 P45 R Headache, FlbRA7 8 Ay, 1%+ “Rename Outcome”s

6. Enter the name ‘Migraine’ and click elsewhere to close the editing box.
6 A% T Migraine”, SR miii A AR R U7 IR Hi G4

7. Double-click the Migraine outcome to open the Migraine tab. Note that all the data from the
Headache outcome has been copied across.

7 Xiti4h 7 Migraine, $7JF Migraine Fr%5 0. 71 5 45 )7 Headache H (1) T £ds #5452 il
KT

8. Delete the number of events in each group.

8 MR AEA N FAF &A% (number of events ).
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9. In the outline pane, select the Migraine outcome and click the Move Up  button on the outline

pane toolbar. Note that this outcome is now first on the list, and the list has been renumbered.
9 7E R Coutline pane), EFELS R Migraine, s T HA~ (outline pane toolbar)
_Ef“Move Up” 444l ¥ EIXAN45 J5 Migraine BLAEAT TR ISR —47, HIRPHEH T .

Adding a continuous outcome
BN BN NELEE AR R A )

Continuous outcomes are measured on a scale on which any value is possible, or that can be
reasonably summarised as a mean value and standard deviation. Examples could include height,
blood pressure, pain or quality of life.

A R A S R AR AE T DO — AN VE TR AT (B 8 v DA 2{E (mean value D A
FrUfEZE (standard deviation) K&, thln, Gy MR AREAE W T .

1. In the outline pane, select the Caffeinated versus decaffeinated coffee comparison, and click the
Add Outcome  button on the outline pane toolbar.

1 fERNNNA Coutline pane), IEHFLLH Caffeinated versus decaffeinated coffee”, 7E R I
B T EA* Coutline pane toolbar) fiii“Add Outcome” %% .

2. Select the Continuous data type and click Next.
2 (RS (data type) HOEFRIELLMEAL R (Continuous), siifi F—# (Next).

3. Enter the Name ‘Irritability at 30 minutes (INAS scale)’ and click Next.
3 HIANZ Y (Name) “Irritability at 30 minutes (INAS scale) ”, fidi F—2 (Next).

4. Accept the default settings for statistical measures. The default measure is the mean difference

between the intervention and control groups. Click Next.



4 B2 BOANWIG T Tk e BOAR e T IR 6 21 i 44 2 (mean difference). fiili N —

2 (Next).

5. Select Add study data for the new outcome and click Finish.
5 1%EFE“Add study data for the new outcome”, fii5¢/% (Finish).

6. Hold down the Control key and select the Deliciozza, Kahve-Paradiso, Morrocona and Norscafe

studies.
6 %1¥ Control ##, #£F¢ Deliciozza, Kahve-Paradiso, Morrocona Fil Norscafe fiff 57 »

7. Click Finish. RevMan will open a new tab for the new outcome.

7 riidisek (Finish). RevMan ¥ 4 745 Ja) B8 BT IFRAE T

8. For continuous outcomes, you will need to enter the number of participants, the mean outcome
value and the standard deviation for each group. Enter the following data into the outcome table
for irritability:

8 X TIELLNEAR RS N, (RTINS SEHH . 8RB AEZE . fE4 )RR
H N R AT G Bk Girritability ) 1%

Study Caffeinated coffee | Decaffeinated coffee
Meaan 5D | Total | Maan ] B Toral
Deliciozza 2004 20| 15,18 40 30| 20,24 40
Kahve Paradiso 2002 20 Q.1 %] 30 B.O 67
Mortocona 1998 23 15.1 15 31 15.2 17
Naoracafe 998 19| 15.5 64 s| 173 64

9. You now have summary statistics and a forest plot for irritability. Note that the Norscafe study
shows a stronger effect than the other studies. To conduct a sensitivity analysis, uncheck the box to
the left of the Norscafe study in the data table. This will remove the study from the meta-analysis
without deleting the entered data. Note the difference in the summary estimate.

9 RIAEA T8 Grritability ) R 45 2030 (summary statistics) FIERMK K (forest plot) » 73
= “Norscafe 5T L& —FE MOV AEES K . A T TRUEIE > M7 (sensitivity analysis), X
T e “Norscafe WF 51 55 121 75 HE P (R X AR AN R © fan AN B 15 50 T A Meta 2347
PR BRIX MG FEEA NS (summary estimate) [ .
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Entering data from different scales measuring the same outcome

AT BRI AN [ 45 R AN R KN R A

Some outcomes can be measured on several different numerical scales, and your included studies
may not all use the same scale. RevMan can combine outcomes measured on different scales by
standardising them based on their standard deviations.

LB SR G A ZEAROR, IXFE AT AR N BORIETTAS 2 A F] RIAE M B G . RevMan
" DASE TR AsHE 2% (standard deviations) SEARHUEALAS [] i) 90 -E S R -

1. Right-click the Caffeinated versus decaffeinated coffee comparison, and select Add Outcome.
1 A b3 “Caffeinated versus decaffeinated coffee”, E+f“Add Outcome”.

2. Select the Continuous data type and click Next.
2 EHARETY (data type) MIEFIELLEAFE (Continuous), siili F—# (Next)s

3. Enter the Name ‘Drowsiness at 30 minutes’ and click Next.
3 AL T (Name) “Drowsiness at 30 minutes ”, /i F—2F (Next).

4. Under Effect Measure, select Std. Mean Difference and click Next.
4 LERONIE T7 28 (Effect Measure) ”H, ERhrvEfb 7 (Std. Mean Difference) ”,
i F—2 (Next)o

5. For your next action, select Add study data for the new outcome and click Finish.
5§k, %$8<Add study data for the new outcome ”, iili5Ei (Finish).

6. Hold down the Control key and select the Kahve-Paradiso, Morrocona and Oohlahlazza
studies.
6 {%1¥ Control 8, %#f Kahve-Paradiso. Morrocona fil Oohlahlazza 57 .



7. Click Finish. RevMan will open a new tab for the new outcome.
7 5ERE (Finish). RevMan ¥4 ki 45 = G B K AR 25 0L

8. As for the previous outcome, you will need to provide the number of participants, the mean
outcome value and the standard deviation for each group. Enter the following data into the
outcome table:

8 FIHVIT I JR AR IR, IR R 2 38 N SR B EAARHE 2 . (45 Rk
i N T ) -

Stody Caffeinated coffee | Decaffelnated coffee
Mean 80 | Total | Mean S0 | Totl
Kahve Paradiso 2002 46 323 65 55| A& &7
Qohlahlazza 1598 46 | 25.5 35 37| 3.5 37
Morrocona 1598 26| 18.6 15 33| 2RA 17

9. You now have a summary estimate and forest plot for drowsiness. Note that the summary
estimate is not in units on the outcome scale, but units of standard deviation. See the Cochrane
Handbook for Systematic Reviews of Interventions, available from the Help menu, for advice on
interpreting these results.

9 RILAE XA (drowsiness) ¥/ &5 24 (summary statistics) 1AM & (forest plot) » V=5
FHRNVAE (summary estimate) AN 45 G HIZoR, TS PRAEZEJE 7R . SRIBCE 245 5,

Z W) (Help) .+ [#)“Cochrane Handbook for Systematic Reviews of Interventions”, K
R FEIXBEEE L

Using generic inverse variance

)\ AT Z= 1

The generic inverse variance method in RevMan can be used to analyse other types of data such as
rates, time-to-event outcomes, hazard ratios, ordinal scales, adjusted estimates, difference of
means or ratios of means. The generic inverse variance method requires a single estimate of effect
and its standard error for each study.

RevMan H1 5 ZE {58140 (generic inverse variance) J7iZIH 12 H T3 (rates). W [A] 241145

R (time-to-event outcomes ). KL C(hazard ratios). /748 & (ordinal scales ). %A%
i (adjusted estimates). #JZ (difference of means) ¥4It (ratios of means). 14 /5 Z 13
4§ (generic inverse variance) J7 V275 ZEREMIFFT BN AL THELFI & IAFR#EZE (standard error).

1. Right-click the Caffeinated versus decaffeinated coffee comparison, and select Add Outcome.
1 fiily b4 “Caffeinated versus decaffeinated coffee”, 1EF:“Add Outcome”.

2. Select the Generic Inverse Variance data type and click Next.

2 ERHPEEAY (data type) "7 ZE 18140 (generic inverse variance), i F—2 (Next).



3. Enter the Name ‘Depression at 30 minutes’ and click Next.
3 A4 (Name) “Depression at 30 minutes ”, it F—2F (Next).

4. Under Effect Measure, select Mean Difference. Note that there are additional options available
from the drop-down box under Name of Effect Measure, and you can also click in this box and
type the name of another measure of your choice.

4 LR 2 (Effect Measure) "H1, G452 (Mean Difference) . ¥ & 71 “Name of
Effect Measure™ N b 78 UIETH,  RIE BEAE SCAHE HL 1 32 a0 AR IE R & 7 53U 44 77

5. For your next action, select Add study data for the new outcome and click Finish.
5 BTk, #%H“Add study data for the new outcome ”, fii5g/k (Finish).

6. Hold down the Control key and select the Deliciozza, Morrocona and Norscafe studies.
6 {%1E Control B, %E#f Deliciozza. Morrocona £ Norscafe fiff97 .

7. Click Finish. RevMan will open a new tab for the new outcome.
7 rmidtiseM (Finish). RevMan ¥4 48 45 Ja) G E B R ZE 0L
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8. Note that the data table for the Generic Inverse Variance method only requires one summary
statistic and its standard error for each study. You do not need to enter separate data for the
intervention and control group. Enter the following data into the outcome table:

8 VER, J7ZEf8I4L (generic inverse variance) J5 12N 3R A T BRI — AN B 45 RN,
i (summary statistic) FAHNFFr#AEZ (standard error).

Study EHect measure

Mean difference SE
Delicinzza 2004 0.8 013
Mormocona 1998 3.0 029
Morzcafie 1998 -1LB| 040




9. You now have a summary estimate and forest plot for depression. You may also add the number
of participants to the results table, although this will not affect the results. Click the Properties
button in the top right corner.

9 PRILAEA T 4L (depression) FIESETIE (summary estimate) FIFRAR & (forest plot). K
WA LA R P IRINZ 538 KL B RRXFEHOF A ssgm A R, it BAm
“Properties %41l .

10. Open the Analysis Details tab.
10 ¥JF“Analysis Details” I .

11. Check the Enter number of participants option and click OK. Note that two new columns have
been added to your data table for the number of participants in the intervention and control

groups.
11 ZEH “Enter number of participants option”, #ii7“OK” ¥ & HH L PN TR R R T
TRALFIN R AH 2 538 N

12. Enter the following data into the new columns:

12 AEFHG A o T A

Study Caffeinnted coffee | Decaffeinated coffee
Total Total
Delicinzza 2004 40 40
Mottocona 1998 15 17
Norscafe 908 Bl a4

Note: When using the generic inverse variance method for ratio measures (e.g. hazard ratios or
risk ratios), convert the summary statistics and standard errors to the log scale before entering into
RevMan, and check the Entered data are on log scale option in the Analysis details tab of the
Properties window. RevMan will convert the results back to ordinary ratios. For more information
on these steps, see the Cochrane Handbook for Systematic Reviews of Interventions, available
from the Help menu.

R 4707 221540 (generic inverse variance) J5 & T-HUfH (ratio) , WIS LG (hazard ratio
oY, risk ratios) I, FEACE I RevMan HI, L4580V AE (summary statistic) FAH R ¥ A5 ifE
7¢ (standard error) #HATXTEFE e (log scale). 7E“Properties™ ' 1) Analysis details”ZE I < i
#%“Entered data are on log scale”. RevMan 23 PR 45 40 il il LA . SRHCHE 2 G
B, %) (Help) ZH.H#)“Cochrane Handbook for Systematic Reviews of Interventions” .

Adding a figure to your review

I AR SRR I e &

A small number of key forest plots can be included as figures in the text of your review. Forest

plots for all outcomes will be accessible separately.

TERIIZEIR SUAR R, K AFE— L AR A& (forest plots). BN 45 &) AR MK & (forest plots)



HnT A T

1. In the outline pane, double-click the Headache outcome to open the Headache tab in the content

pane.

1 75 KRR Coutline pane), XUiti4hJs Headache, &P 2% 4R (content pane) ¥T T Headache
PRI

2. Click the Forest plot ~ button above the forest plot in the content pane. This will display the
forest plot as it will appear in the published review.

2 AN AR Ccontent pane) AR MK (forest plots) /7 1#) “Forest plot™#% 4l » X AEHL AT
IR ARIE (forest plots)7E A& 3 & i BN o

3. Click Add as Figure. This will open a new tab showing the forest plot, labelled as Figure 1.
3 miii“Add as Figure”. X2 HF— AN E O SRR E (forest plots), 4 FK°A Figure 1.
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4. In the outline pane, click the key icon  next to the Figures heading to see that the figure has
been added.

4 fE RN Coutline pane), fith Figures 5514 R EHRL B bR, W LUK Figure 1 S8 0.

5. In the content pane, click on the Headache outcome tab.
5 FEW AR (content pane), i Headache #3251,

6. In the Norscafe study, change the number of events in the caffeinated coffee column from 19 to
20.

6 1F“Norscafe’ ™', #fl“caffeinated coffee”# F i) &L FHAF40 (number of events) M 19 BN
20 o

7. Click on the Figure 1 tab again. Note that the numbers have been automatically updated.
7 PR s Figure 1 AR50, EEH P EEE Ca A3 T .

8. Click the Save As  button in the top right comer of the Figure 1 tab. This allows you to save

the figure as a graphic file on your computer. Click Cancel.



8 rithi Figure 1 #3258 0147 [ 711 Save As”Elhx . IXHHHE Figure 1 1 K BT SCAFCRAFAE AR I H
i b sSEEUGH (CanceD).

9. Click the Text of Review tab. Scroll up to the Results section of your review.
9 i Text of Review FRA 7T, 1] BN SIIRINLHANILE B (Results) 55

10. Click the icon to open the Results section, and then the Effects of interventions section.
10 mith 48 (Results) #7551 1 bR, SR )5 st Effects of interventions™ #7355 121 1) ¥ 475 o

11. Click to place the cursor in the Effects of interventions section.
11 ¥ ehrH 5)) 2 Effects of interventions 43 »

12. Click the Insert Link  button on the toolbar.
12 gk THEA B “Insert Link %4

13. From the Insert Link To list, select Figure.
13 7E“Insert Link To”#|Z8H, i+ “Figure”,

14. Select Figure 1 and click OK. A link to Figure 1 will now appear in the text of the review. In

the published version, a thumbnail image will appear.
14 E$E“Figure 17, )5 510K, SCAALE (the text of the review ) ¥ i Bl “Figure 17 1) 5%
P AERFBRCAT, —Agang BRI

Publication bias and funnel plots

S AR AR

RevMan allows you to create funnel plots to test your review for publication bias.

RevMan AR VF/REEE TR FE (funnel plots) KA 2 /R 1 £ H ) K AT w7 (publication bias ).

1. In the content pane, click on the Headache outcome tab.
1 fENZFINH (content pane), Jhiili4h i) Headache #3251,

2. Click the Funnel plot button above the forest plot. This will open a funnel plot for this

outcome.

2 AR (forest plot) |5 [1“Funnel plot” %8l . —Mw-=+E (funnel plots) st AL T o

3. To add this plot as a figure in your review, click Add as Figure. The figure will be added in the

outline pane as Figure 2. You could now add a link to this figure in the text of the review, as you

did for Figure 1.

3 0740 2FE (funnel plots)fEA EIZR IMAIRIZRIK, i “Add as Figure”. XN}
(funnel plots)7E KZM AR Coutline pane) A E/~ A Figure 2. Ml Figure 1 15 OL—4F, fRAT

PLAESCAALIE (the text of the review ) Hs X Figure 2 F8EH:

Note: A funnel plot is not usually created for such a small number of studies. For more



information on publication bias, see the Cochrane Handbook for Systematic Reviews of
Interventions, available from the Help menu.

R W /MEAERIFA A & (funnel plots). 3R1S KT A Aifwfi (publication
bias) M ZE R, L2ZHEH#B (Help) 25 F [ “Cochrane Handbook for Systematic Reviews

of Interventions”.

Risk of bias graphs and summaries

b R XU R 4

1. In the outline pane, select Figures.

1 7E RN Coutline pane), L+ “Figures”.

2. Click the Add Figure  button on the outline pane toolbar. This will open the New Figure
Wizard.

2 i KRNHAR T H A Coutline pane toolbar ) I 1) “Add Figure” 4% 4. — /> “New Figure
Wizard X} i 2l 4 5 H o

3. Select Risk of bias graph and click Next.
3 P “Risk of bias graph”, AR50t F—2 (Next),

4. Click Finish. RevMan will create a graphical representation of the judgments (yes, no and

unclear) entered in your Risk of bias tables.

4 sSiti5E e (Finish)o RevMan ¥ B ALK R/ fa3 XS % (Risk of bias tables) (1) ]
Gy BAAEED.,

5. Repeat steps 1 and 2. This time select Risk of bias summary.
5 EEPER M2, X RikFE“Risk of bias summary”s

6. Click Next and then Finish. RevMan will create an alternative graphical representation of the
judgments in the Risk of bias tables. You can now add links to either of these figures in the text of
the review.

6 sili F—25 (Next) F15¢ % (Finish) . RevMan {5 Ff] 57 #h—Fl B AL LR AR i UG %6 (Risk
of bias tables) ¥ . VRA] LLAE SCAMLE (the text of the review ) HHV INIX &6 & 26 i 52

PART 6 — Finishing the review

Summary of findings tables
B AERRAR

Adding an appendix
S BB e

Validating a review



S

%Ejﬁ ELEJ ji

Submitting a review for editorial approval
VU PEAZLRIR LS iR

Summary of findings tables
B 4PRRER

When your review is complete, summary of findings tables can be added. For more information
on how to complete a summary of findings table, see the Cochrane Handbook for Systematic
Reviews of Interventions, available from the Help menu.

MR SER SERUG , BT LS gt R 253K (summary of findings tables) T o T WA i1
45 R B 4538 (summary of findings tables), Z W) (Help) 31 #. T [#)“Cochrane Handbook for

Systematic Reviews of Interventions”.

1. In the outline pane, use the key icon  to expand the Tables heading, and select Summary of
findings.
1 RN Coutline pane ), sidi“Tables™ 5514 () HH L EIFR, 4+ “Summary of findings”.

2. Click the Add Summary of Findings Table  button on the outline pane toolbar. This will open
the New Summary of Findings Table Wizard.

2 i KR T A #~ Coutline pane toolbar ) |21 Add Summary of Findings Table %% .
XK FT FF New Summary of Findings Table Wizard X} i HE .

3. There are three options foradding a summary of findings table to your review:
3 XA 3 Bk EE T AAEUR ) ZRR s In g RS 4538 (summary of findings tables ):

+ Import a complete summary of findings table from GRADEprofiler (a separate software
program designed to produce these tables).

M GRADEprofiler (—MSZ VIR R AR RATEREM SR B 45K (summary of
findings tables).

+ Use atemplate to create a summary of findings table in RevMan.
i F RevMan A [R5 A1) 25 51 253K (summary of findings tables) .

+ Open a blank table to create your own summary of findings table.

I AR AR B C 45 R 453K (summary of findings tables) .

For this tutorial, select Import the template file included with RevMan to edit the table in RevMan.
Click Next.

X A ) Sk it , 3% B “Import the template file included with RevMan to edit the table in
RevMan”, giti F—24 (Next),

4. RevMan will display a preview of the table template. Click Finish.



4 RevMan F WA K . fidi5¢k (Finish).

5. The template summary of findings table will be added to your review. You can edit this template

by typing directly into the table.
5 #4553 (summary of findings tables) (RIS N BRI ZRR T o URA] LAFEZR
LA ARG A AR o

Adding an appendix
ST SN

You can include more detailed information that is not essential to the main body of your review in

an appendix, such as detailed search strategies or statistical methods.

PRT LAAE VR IR 338 1R 1E S PR B S5 AR I o 22 P B0 545 6L, BTG R SRms s e v U5 i

1. In the outline pane, select the Appendices heading (the last heading on the list).
1 7ERZMIHR Coutline pane), &£ “Appendices” ({7 TFIK /5 ).

2. Click the Add Appendix button  on the outline pane toolbar. This will open the New Appendix
Wizard.

2 S RN T 24 Coutline pane toolbar ) [ Add Appendix$% 4, XK H —New
Appendix Wizard % 1FHE

3. Enter the Title ‘Detailed search strategies’.
3 HyAAR@ (Title) “Detailed search strategies”.

4. Click Finish. In the content pane, the Appendices section will open and your appendix title will
be shown. You can now enter text in the appendix.

4 pi5e Rk (Finish). fEWNZFIHIM (content pane ), [fi=% (Appendices)ifiZr i, I ok
shRle BUAE, ARTTEALER s P A fE B

Validating a review

Yo

L PR DA< RZS 0

Before publication, every review should be validated to make sure all sections have been
completed and meet the requirements of The Cochrane Collaboration.

TERZRVART, I A RN AZ e A i, DLRIE RN #5E R, HAFA Cochrane )
(R N

1. From the Tools menu, select Validate as You Type, or click the Validate as You Type  button
on the toolbar. In the outline pane, any sections with problems identified will be underlined.

1 7E T H (Tools ) 3 ., £ “Validate as You Type 8 # miiti T HA% [ “Validate as You Type”
el R RN Coutline pane), IR —ANE A ME, TRIZLSHIL.



|

'
i P Yo [esin Tghie (edew [y check Validate as you
N E e | e o F Type in the Tools
—— [l el @ Vit =
L T T e %
BB E -t - --n‘
B i, i —_—l

- e ime dr n
T — for daytime drywsiness
= B Bty 400 setenas = Review Iinformat!
T A0 e ...hover cursor on section to
=L © mumers ; display validat

T | K. e splay validation message...
= T A -— | B _‘. .

Cit son weangte Smilt Validatioh port e

Syrfemn e [ir] Galfsine lee drytens frewEnes

%
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Validation Report Aer o e L T
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L] Tl Ba =
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2. Hover the mouse over a section underlined in red. A Validation error message will appear.
Validation errors must be corrected before publication.

2 B RBRMEELL A TRy F. M AET R (Validation error) WEUNHL. 75 &R,
KA (Validation error) AZEEIEIE .

3. Hover the mouse over a section underlined in blue. A Validation wamning message will appear.
It is not compulsory to correct Validation wamings.

3 KRR (O FRIZ AR B — M AL (Validation warning) W E L. IXAMR
ANFELIRHAE IET o

4. From the File menu, select Reports, and then Validation report. A report will be displayed listing

all the Validation errors and Validation warnings. You can choose to copy, print or save this
report.

4 fECHF (File) 328, JEFERTS (Reports), fEIEFEA Ais (Validation report). —{ {1
T R A A U (Validation error) FIAS £5%¢45  (Validation warning ) AR 25K 5230 . AR 7]
LRI FTER B R X A i 5 o

5. Click OK.
5 ){—:—':l:_E‘“OK” .

Submitting a review for editorial approval
VU RATLEIR G i B A%

When you have completed all the remaining sections of the review, including the Abstract and

Plain language summary, you will need to submit the review to your Cochrane Review Group for



editorial approval. You can select this option when checking the review into the Archie database,
and your Review Group Co-ordinator will receive an automatic message advising that the review
is ready.

MARGEREFIR T AR 2L (Abstract) M- 45 (Plain language summary) ()% R55 5,
PRTF EALRX A LR T L5 VR ) Cochrane PEHT /N ( Cochrane Review Group) 474 4E Hi 1.
PRAT LIE LR IR PR A 4T Archie 204l PR IR HEAT BEITILSE, IR VAN N2 WMEF (Review Group
Co-ordinator)2s H 3 BV SR A B b F5 8 1 .

You will not be able to access your review during the editorial process.

FEG AR F AL B AR BEFFXHR M ERR REAT 1B 2L

When you have made all the changes requested and the review is ready to publish, you and all
your co-authors will need to sign the Licence for Publication Form, available from the File menu
under Reports.

MARME SE I NG e I T 5, IR LORR T, X2, ARAMRE IR AR 5 2 A
“Licence for Publication Form” F28 4, X ARG IR0 (File) A F B4k (Reports)
RIETRC

Note: This tutorial has been prepared by the Australasian Cochrane Centre, with assistance from
the Thai Cochrane Network and the Information Management System team.

R IXANERE 32 Y Cochrane HL» (Australasian Cochrane Centre) %5, JfH3K
4 7 2 [H Cochrane M %% ( Thai Cochrane Network) il {5 B & L R 4 /M 41 ( Information
Management System team) {758,

[ASCE S M ]



