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Cochrane [NAME] Group
Explanatory email to new authors following registration of a Cochrane Intervention Review
Version 4, April 2014
Replace or delete all text in pink. Modify as necessary before use.
Dear [ADD AUTHOR’S NAME],

I am pleased to inform you that your title [ADD REGISTERED TITLE OF REVIEW] has now been registered with The Cochrane Collaboration. Your Cochrane Review number is [ADD GROUP’S REVIEW NUMBER OR IDENTIFIER], and it would be helpful to use this number in correspondence with the editorial office.
Now that your title has been registered you can begin working on the protocol for the Cochrane Review. Listed below are essential resources that you will need to use to complete your Cochrane Review.

Cochrane Handbook for Systematic Reviews of Interventions 

The Cochrane Handbook is the official document that describes the process of preparing and maintaining Cochrane Reviews, and you should refer to it at all stages of the review process.

The Cochrane Handbook is available in the following formats:

Online: handbook.cochrane.org (free access).

PDF: pdfs of handbook chapters can be downloaded from the Cochrane website for printing or viewing on your tablet from the Cochrane (free, but needs Archie login)
Via RevMan (see below): access from the Help file (free access).

Book (hardback and ebook): available to purchase from Wiley. Note that the book does not contain the most recent updates available in the electronic versions, which are listed here: www.cochrane.org/training/cochrane-handbook/updates-and-corrections
MECIR standards. The Methodological Expectations of Cochrane Intervention Reviews (MECIR) project has specified methodological expectations for Cochrane Protocols, Reviews, and updates of reviews on the effects of interventions. The complete conduct and reporting standards can be found here: www.editorial-unit.cochrane.org/mecir
Archie
Archie is The Cochrane Collaboration’s online information management system, where published and draft versions of all Cochrane Reviews are stored along with contact details of contributors to The Cochrane Collaboration. Archie can be accessed at archie.cochrane.org. Each user can access Archie using a unique user name and password.
I have initiated a user account for you and you will receive an email titled Registration from Archie, with instructions on how to proceed. Please activate your account within two weeks, otherwise it will expire and you will need to ask us to initiate the process again. I have also created user accounts for your co-authors, and they have also received this information. Having an Archie user account will enable you to view, share, archive, and submit drafts of your review with your review team. 
Review Manager
You will need to download Review Manager (RevMan), which is the computer software used for preparing Cochrane Reviews. The latest version can be freely downloaded from tech.cochrane.org/revman. You and your co-authors should use RevMan. When you install RevMan you need to enter your Archie username and password. A tutorial for new users on how to use RevMan is available from the RevMan Help file. I strongly recommend that you work through this tutorial before beginning work on your protocol. A complete RevMan User Guide is also available from the RevMan Help file.
When you wish to write the protocol, open RevMan and a box will appear asking you what would like to do. Select 'Check out a review from the Central Server (Archie)'. By selecting this option the review file will be locked for editing by you only; other people are prevented from checking out the review file for editing in RevMan. Once you have completed your edits for the day select ‘file’, and ‘check in’ from the dropdown menu. Your draft will then be checked back into Archie.

Your RevMan file is currently stored in Archie and is ready to be checked out by you.
Training

Cochrane Centres organise and run training workshops for authors in their region. I would recommend that you attend a workshop on developing a protocol. For details of your reference (regional) Cochrane Centre, see www.cochrane.org/contact/country.  Details of upcoming workshops can be found at www.cochrane.org/training.

Other useful information and resources

An attachment to this email provides a list of resources that you may find helpful. 

Please keep in touch with us about the progress you are making on your protocol. We look forward to receiving your protocol by [ADD TIMEFRAME]. Meanwhile, should you have any questions, please do not hesitate to contact me.

[ADD MANAGING EDITOR NAME] 

Managing Editor, Cochrane [ADD GROUP’S NAME] Group
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