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EPPI ɀReviewer 4.8 User Manual 

Description and background  
EPPI-Reviewer 4 is a multi-user web-based application for managing and analyzing data for use in research synthesis. 

System and internet requirement  
The only requirement is that the computer must be able to run Silverlight 5 and be connected to the internet. 

For optimum performance we would suggest: 

¶ Computer: PC or Mac 

¶ Silverlight 5+ 

¶ Minimum OS: Windows XP or Mac OS 10.4 

¶ Minimum browser: Internet Explorer 8+ ; Firefox 3+; Safari (Mac only) 

¶ Broadband internet connection: > 1Mb/sec 

 

About the User Manual  
The user manual provides instructions on how to use EPPI-Reviewer 4 and leads you through the most commonly 

used functions in the software.  

 

Version: 4.8.0.0 

 

Last update: October 09, 2018. 

 

For details of changes introduced to the manual and software please see the Forum announcements on the EPPI-

Reviewer 4 gateway (http://eppi.ioe.ac.uk/cms/er4). Each time the software is updated details of the update are 

listed there.  

 

 

  

http://eppi.ioe.ac.uk/cms/er4
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Easy introduction  
This is an easy introduction to EPPI-Reviewer 4. In this example you will: 

1. Login and create a review 

2. Import some references from PubMed. 

3. Create a coding tool 

4. Code some documents 

5. Run a frequency report 

 

1. Go to the login page at http://eppi.ioe.ac.uk/eppireviewer4/, enter your username and password and click 

Login. If this is the first time you have used EPPI-Reviewer 4 you may see the Create New Review window. If so, 

enter a name in the box and click on New Review. If a review is already present then you can click Go next to the 

review name. 

 

2. You are now on the home screen. On the left is the Home panel and on the right is the Toolbox panel. Each 

panel has a number of tabs leading to different functions in the program. 

 

 

 

 

 

 

 

 

Select the Sources tab in the Toolbox panel and click on the button labelled Manage Sources / Add New. This 

will open the Add Source window.  

 

You can also reach the Add Source window by clicking on Import references icon at 
the top of the Documents tab of the Home panel 

 

We will import some references directly from PubMed so select the PubMed Import tab, enter some search 

terms in the box next to the Search PubMed button and then click on the Search PubMed button. EPPI-Reviewer 

will send your search terms to PubMed and return the search results. To save the search results into EPPI-

Reviewer click on the Import button at the bottom of the Add Source window. Once saved, close the Add Source 

window. 

3. You should now be back at the Review home screen. To create a coding tool select the Codes tab in the Toolbox 

panel. Click on the Create new code set icon to create a new coding tool.  

 
You can create a new code set by clicking on the Create new code set icon at the top 
of the Codes tab of the Toolbox panel 

Toolbox 

panel 

Home 

panel 

http://eppi.ioe.ac.uk/eppireviewer4/
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A window will appear where you should select a CodeSet Type. For this example select Screening.  Next, enter a 

name for your codesetΣ ǎǳŎƘ ŀǎ Ψ{ŎǊŜŜƴƛƴƎ ŎǊƛǘŜǊƛŀΩΣ ŦƻǊ ǘƘŜ ŎƻŘƛƴƎ ǘƻƻƭΦ  

 

 

Click Save and the new tool will appear in the Codes tab. A code set contains a set of codes. To add codes to the 

code set, right click the new code and select the option Add child code to add a code to the code set.  This will 

open the Add / edit code window. 

 

In the window enter a name for one of your codes, such as ΨExclude on dateΩ  ƻǊ ΨLƴŎƭǳŘŜ ōŀǎŜŘ ƻƴ ǘƛǘƭŜ ŀƴŘ 

ŀōǎǘǊŀŎǘΩΣ  the codetype depending on whether it is an include or exclude code and click on Save. Do the same 

for a few more child nodes to create a number of codes to apply to your references. Your code set may look 

similar to this when finished. 
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4. The items that you had previously imported for PubMed are displayed in the Documents tab of the Home panel. 

To apply your new codes to the references click on Go for the first reference in the Documents tab of the Home 

panel. This will open up the Document details window where the reference is displayed on the right side of the 

screen and the coding tools is displayed on the left hand side. Expand your new code set to reveal the individual 

codes and apply the codes for each reference. Coding a document means clicking in the checkboxes to assign a 

particular code to that reference. The program automatically saves your selection when you select a check box. 

Move through the references using the Next and Previous buttons until a number of references have been 

coded and then close the Documents details window. 

 

 
 

5. Now that the references have been coded you can run a frequency report on the results. Select the Frequencies 

tab of the Home panel. Select the code set you wish to run the frequency report against and then click on Get 

frequencies. The frequencies will be displayed based on your coding along with access to the references. 
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Now that you have started, try out many of the other functions and consult the user manual for further details. 
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Functionality  
EPPI-Reviewer 4 is the EPPI-Centre's comprehensive online software tool for research synthesis. It is a web-based 

software program for managing and analysing data in literature review and has been developed for all types of 

systematic review such as meta-analysis, framework synthesis and thematic synthesis.  

Systematic review  
EPPI-Reviewer 4 has the functionality to help manage your systematic review through all stages of the process from 

bibliographic management, screening, coding and right through to synthesis. 

 

It manages references, stores PDF files, facilitates qualitative and quantitative analyses and allows easy export of 

review data to enable use with other software programmes. 

The software allows multiple concurrent users to access the system and being web-based allows members of a 

review group to be located in different geographic locations.   

EPPI-Reviewer 4 supports many different analytic functions for synthesis including meta-analysis, empirical synthesis 

and qualitative thematic synthesis. It allows you to present your data in summary diagrams and customisable 

reports. 

Recent additions to the software include text mining, data clustering, classification and term extraction which are 

leading to new possibilities in the field of systematic reviewing. 

Functions  
Its many functions include: 

Reference management  

¶ Managing the thousands of references that often result from comprehensive searches of electronic 

databases  

¶ Importing references in a wide variety of 'tagged' formats 
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¶ Duplicate checking using 'fuzzy logic'. (Potential duplicates can be checked manually and / or automatically 

classified as duplicates, depending on how similar they are.) 

¶ Document storage: store the original document file (such as pdf, doc etc) along with the study record. 

¶ 'Linked documents': the 'unit of analysis' in a systematic review is usually the study, but there are often 

multiple publications originating from the same study; ER4 helps reviewers to use the correct 'unit'. 

¶ Direct access to PubMed through web services. EPPI-Reviewer 4.0 makes use of this capability to allow direct 

searching and search result data transfer from PubMed. 

Study classification and data extraction  

¶ Flexible coding schemas for classifying studies: 

o Inclusion / exclusion / eligibility criteria; 

o Codes for descriptive 'mapping' of research activity. 

o Codes to capture detailed information about a study. 

¶ Concurrent multi-user classification: multiple users can classify studies independently and then compare 

their results; ER4 works throughout this process, producing summary discrepancy reports and an interface to 

facilitate the process of agreeing final decisions. 

¶ Bulk application / removal of codes to selected studies  

¶ Calculation of common measures of effect (odds ratios, risk ratios, risk differences, standardized mean 

differences, mean differences) from a variety of statistics (2 x 2 tables, means, standard deviations, 

confidence intervals, p, t and r values). 

¶ Text mining: automatic term recognition and document clustering. 

Synthesis 

¶ Running meta-analyses (fixed and random effects models); calculating I-squared and supporting sub-group 

analyses using analog to the anova 

¶ A powerful search engine enabling users to search by categories and text and combine searches using 

Boolean terms  

¶ Producing reports of categorical, numeric and textual data in a wide variety of formats from frequency 

reports, crosstabs and full-text reports, to tabular summary reports and summary statistics of numeric data 

¶ Text mining functionality. Automatic document clustering, using text mining, is one way of describing the 

range of studies you have identified at the click of a button. Text mining can assist with searching by 

identifying significant terms in the documents you have already included. 

¶ Inductive coding functionality. This allows line by line coding of textual data and organising and structuring 

ǘƘŜǎŜ ŎƻŘŜǎ ƎǊŀǇƘƛŎŀƭƭȅ ƛƴǘƻ ΨŎƻƴŎŜǇǘǳŀƭ ǊŜƭŀǘƛƻƴǎƘƛǇ ŘƛŀƎǊŀƳǎ ǘƻ ŘƛǎǇƭŀȅ ŀƴŀƭȅǘƛŎ ŀƴŘ ŘŜǎŎǊƛǇǘƛǾŜ ǘƘŜƳŜǎ 

found through inductive coding. 

¶ Fulltext reference searching using the uploaded pdfs. 

¶ Diagrams to summarise e.g. qualitative syntheses and theories of change for interventions. 

Review Management  

¶ The ability to create an unlimited number of non-shareable reviews. 

¶ Allocation of classification tasks (e.g. screening / data extraction) to individual users. 

¶ Work progress reporting. 

¶ Individual reviewer permissions (forthcoming) 

¶ Review flow charts which update automatically (e.g. with counts of how many studies have been included / 

excluded according to which criterion). 

¶ Easy export of review data to enable use with other software programmes and to enable long term 

independent storage of data. 



 

EPPI-Reviewer 4:  Software for research synthesis 
 

15 Accessing EPPI-Reviewer 4 

 

Accessing EPPI-Reviewer 4 
The login screen can be found at http://eppi.ioe.ac.uk/eppireviewer4/. 

 

 

You need a Username and Password to access the program. Enter your Username and password in the textboxes 

and then either hit the return key or click on the Login command button. If you see the message ΨInvalid Login. Try 

againΩ be sure you have entered your username and password correctly. The password is case sensitive. 

If you have successfully logged in you will see all of the reviews that you have access to listed on the screen, 

If you are not yet in a review the option to create a first non-shareable review is displayed. Enter a review name into 

the textbox and click on New review. You will now see the Review home screen. 

Selecting your  review  
The reviews that you have access to are listed on the screen once you have logged in successfully. Find the review 

you wish to work on in the list and click on the command button labelled Go next to the review name. 

Clicking on Go loads the documents for your review. EPPI-Reviewer will preload much of the information needed for 

ǿƻǊƪƛƴƎ ƻƴ ȅƻǳǊ ǊŜǾƛŜǿ ŘǳǊƛƴƎ ǘƘŜ Ψ[ƻŀŘƛƴƎ ŘƻŎǳƳŜƴǘǎΩ ǎǘŀƎŜ ǎƻ ǘƘƛǎ ǎǘŜǇ Ƴŀȅ ǘŀƪŜ ŀ ŦŜǿ ƳƻƳŜƴǘǎΦ hƴŎŜ ǘƘƛǎ ǎǘŀƎŜ 

is complete you should be on the review home screen for your review. The review home screen is the starting point 

for many of the programs operations. 

http://eppi.ioe.ac.uk/eppireviewer4/
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Review home screen 
The review home screen provides access to many of the functions in EPPI-Reviewer. It is divided into two tabbed 

panels; the Home panel and the Toolbox panel.  

 

 

 

 

 

 

 

 

The Home panel provides access to the references and many of the operations that you carry out on the references.  

The Toolbox panel provides access to tools that prepare references for further operations. 

Creating a new review  
The user can create an unlimited number of non-shareable reviews. A non-shareable review contains only one 

reviewer; the person who set it up. 

To create a new review click on the My info tab in the home panel. All existing reviews are listed in a table at the top 

of the panel. Click on the command button labelled New review. A window will appear where the user can enter the 

review name and select Save. The new review will now appear in the list of reviews. 

To change the active review click on the command button labelled Go next to the review name. Click on the Go 

button to the left of the review name to change the active review. 

Changing reviews  
The user can change the active review through the My info tab in the Home panel. All existing reviews are listed at 

the top of the panel. To change reviews click on the Go button next to the review you wish to change to. 

Access for Cochrane Authors 
EPPI-Reviewer now includes an open-ended license for use in Cochrane reviews. Anyone registered as a Cochrane 

author (i.e. anyone with a registered account on Cochrane - https://archie.cochrane.org/) can logon to EPPI-

Reviewer and gain almost unrestricted access to the software. As part of the Cochrane Author Support Tool (CAST - 

http://tech.cochrane.org/our-work/cochrane-author-support-tool) program, Cochrane Authors can now use EPPI-

Reviewer, free of charge, for the following scenarios: 

- Work on private non-shareable reviews. 

- Work on reviews that are registered in Archie (provided that their Archie account has access to them and 

that they are not checked out elsewhere). 

- Work on prospective Archie reviews.  

Toolbox 

panel 

Home 

panel 

https://archie.cochrane.org/
http://tech.cochrane.org/our-work/cochrane-author-support-tool
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The role of EPPI-Reviewer within the CAST program is to support the production of complex reviews, as well as 

develop and evaluate new reviewing methodologies. This means that a review in EPPI-Reviewer can be marked as a 

Prospective Cochrane review. This allows the reviewer to perform experimental/scoping/exploratory work in 

preparation of what is expected to become a new Cochrane review. To mark a review as a Prospective Cochrane 

review you will need to get in touch with us. 

Licensing for non-Cochrane shared reviews remains unaffected. In such cases, both the review and the accounts 

used to work on it will still need to be licensed individually. 

Logging on with Archie credentials for the first time  
Please note that these instructions are for the first time that you logon to EPPI-Reviewer via Archie. For subsequent 

logons the details are listed further down in this document. 

The EPPI-Reviewer logon screen includes a link for Cochrane Authors. Click on the link click HERE to logon with your 

Archie credentials to access the logon via Archie features 

 

The following screen simply allows you to Logon via Archie. CƻǊ ǘƘƛǎ ǎǘŜǇ ǘƻ ǿƻǊƪΣ ΨtƻǇ-ǳǇΩ windows must be 

enabled in your browser for EPPI-Reviewer. Your browser will show an alert in case a Pop-Up is blocked. Please use 

the browser on-screen instructions to allow Pop-Ups, if needed. 
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The resulting Pop-Up will open a specific Archie page, please enter your Archie credentials.  

 

After logging on, Archie will ask your specific permission to exchange data with EPPI-Reviewer on your behalf. 
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/ƭƛŎƪƛƴƎ Ψ!ŎŎŜǇǘΩ ǿƛƭƭ ŎƭƻǎŜ ǘƘŜ ǿƛƴŘƻǿ όǎƻƳŜ ōǊƻǿǎŜǊǎ Ƴŀȅ ŀǎƪ ƛŦ ǘƘŀǘΩǎ hYύΦ If your Archie logon details were 

entered correctly EPPI-Reviewer will show a new screen, allowing to decide how to use the verified Archie 

credential. Two options are available: users may link their Archie identity to an existing EPPI-Reviewer account or 

create a new one. 

 

If you already have an EPPI-Reviewer account, please use the first option. It is best to only have one EPPI-Reviewer 

account that is used for all of your EPPI-Reviewer activities. 

tƛŎƪƛƴƎ ǘƘŜ ŦƛǊǎǘ ƻǇǘƛƻƴ Ψ[ƛƴƪ ǘƻ ŀƴ ŜȄƛǎǘƛƴƎ ŀŎŎƻǳƴǘΩ will send you to an additional logon page. This page allows you to 

certify your EPPI-Reviewer identity by logging on with your EPPI-Reviewer username and password. 
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If you do not have an EPPI-Reviewer account you can pick the second option and create a new account by filling the 

form shown below. 

 

After successfully completing this step your list of reviews will be displayed. 

Logging on with Archie credentials (after the first time)  
These instructions apply once you have already linked your EPPI-Reviewer account with your Archie account. If this is 

the first time you are logging into EPPI-Reviewer via Archie please see the instructions earlier in this document. 

Once your EPPI-Reviewer and Archie accounts have been linked, logging on in the normal way (EPPI-Reviewer 

credentials) or via Archie will yield the same results. Your lists of reviews will be loaded and shown. Archie accounts 

will show two list of reviews: the ones that are exclusively held in EPPI-Reviewer, and the reviews available on 

Archie.  

Occasionally, in order to load the list of Archie reviews, EPPI-Reviewer will need to refresh your permissions to 

exchange data with Archie, and will show the following window: 
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Clicking OK will allow you re-authenticate on Archie (same procedure shown above), clicking Cancel will prevent 

EPPI-Reviewer from collecting the list of your Archie review. ThereforeΣ ƛƴ ǘƘŜ ƭŀǘǘŜǊ ŎŀǎŜΣ ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ 

access your Archie reviews from within EPPI-Reviewer. To solve this, reload the EPPI-Reviewer page and either log on 

Ǿƛŀ !ǊŎƘƛŜ ƻǊ ŎƭƛŎƪ άhYέ ǿƘŜƴ ǘƘŜ ŘƛŀƭƻƎ ŀōƻǾŜ ƛǎ ǎƘƻǿƴ ŀƎŀƛƴΦ 

Working with Archie reviews  
Once ƭƻƎƎŜŘ ƻƴΣ ǘǿƻ ƭƛǎǘǎ ƻǊ ǊŜǾƛŜǿǎ ǿƛƭƭ ōŜ ŀǾŀƛƭŀōƭŜΣ ƛƴ ǘǿƻ ǎŜǇŀǊŀǘŜ ǘŀōǎΦ ¢ƘŜ ά!ǊŎƘƛŜ wŜǾƛŜǿǎέ ǘŀō ƛǎ ǎƘƻǿƴ 

below: 

 

Reviews that were never opened in EPPI-wŜǾƛŜǿŜǊ ǿƛƭƭ ƻƴƭȅ ǎƘƻǿ ǘƘŜ ά/ƘŜŎƪ hǳǘέ ōǳǘǘƻƴΦ hƴŎŜ ŀ ǊŜǾƛŜǿ Ƙŀǎ ōŜŜƴ 

checked out by EPPI-Reviewer aǘ ƭŜŀǎǘ ƻƴŎŜΣ ǘƘŜ άhǇŜƴέ ōǳǘǘƻƴ ǿƛƭƭ ŀǇǇŜŀǊΦ 9ttL-Reviewer will use Archie to fetch 

the list of reviews you have access to and will control the read-write access to each review based on its checked 

in/out status. The following rules apply: 

- A review checked out by EPPI-Reviewer allows Read and Write access. 

- All other states, not checked out, or checked out from Archie by some other tool (RevMan, Covidence) will 

be read-only in EPPI-Reviewer. 

At the present time EPPI-wŜǾƛŜǿŜǊ ŎǳǊǊŜƴǘƭȅ ŎŀƴΩǘ ŜȄŎƘŀƴƎŜ Řŀǘŀ ǿƛǘh Archie, RevMan or the Cochrane Registry of 

Studies (CRS), ƛǘ ƻƴƭȅ ŀƭƭƻǿǎ ȅƻǳ ǘƻ Ψ¦ƴŘƻ /ƘŜŎƪ hǳǘΩΦ 5ŜǾŜƭƻǇƳŜƴǘ ǘƻ ŀƭƭƻǿ ŎƘŜŎƪƛƴƎ ƛƴ ƻŦ ǊŜǾƛŜǿ Řŀǘŀ ōŀŎƪ ǘƻ 

Archie/RevMan is in progress and will be available in future releases of EPPI-Reviewer. This documentation will be 

updated once that functionality is available. 

If a review is checked back in while other Authors are logged on and working in the review, within 30 seconds the 

system will pick up the change (the review should now allow access only in Read-Only) and currently logged on users 

will be automatically be logged out. 
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Bringing references into your review  
There are a number of different ways to bring references into your review. You can carry out searches on external 

databases and import the saved text file results into the program. For some external databases, such as PubMed you 

access the database using EPPI-Reviewer and load your references directly into the software.  You can also enter 

references manually. 

Importing text file search results  
When you carry out a search on an external database, you can normally save the results of the search in a format 

that is appropriate for importing. The file to import must be in a tagged format. This means that each piece of 

information must be clearly labelled so an import filter can identify it. For example, the author information will 

normally be identified by a heading such as AU or Author. A typical tagged reference might look something like this: 

AN: 343708-100300 
TI: The five dimensions of social pedagogy within schools. 
AU: KYRIACOU, C 
AB: This paper discusses social pedagogy in the context of schools, which it defines as taking an integrated view of 
the whole child in terms of five key dimensions: care and welfare; inclusion; socialisation; academic support; and 
social education. Considers the implications for professional practice within schools if a social pedagogical approach 
is adopted and the advantages of such an approach. 
DE: SOCIAL PEDAGOGUES, WORKING WITH CHILDREN, SCHOOLS, PUPILS, TEACHERS, PRACTICE, INTERAGENCY 
RELATIONS, INCLUSION, WELLBEING, SOCIAL SKILLS, ATTITUDES, BEHAVIOUR, PSHE, PERSONAL AND SOCIAL 
EDUCATION, HEALTH EDUCATION, PASTORAL CARE 
SO: Pastoral Care in Education, vol.27, no.2 (Jun). pp101-108. 2009 
PT: Journal Article 
YR: 2009 
UP: 200910 
 

Search results can exist in hundreds of different formats. Each database may be different but most should have 

some type of tagged format available.  

To import your search results into EPPI-Reviewer select the Sources tab on the toolbox panel to access to the source 

and importing functions. 

5ŀǘŀ ƛǎ ƛƳǇƻǊǘŜŘ ƛƴǘƻ ŀ ǎŜŀǊŎƘ ΨǎƻǳǊŎŜΩ ǘƻ create a log of searches that have been carried out. At the top of the 

Sources tab of toolbox panel you can see a table. Each time a new source is imported it will be added to this table. 

 

You can reach the Add Source window by clicking on the Import references icon at 
the top of the Documents tab of the Home panel 

 

You can also add a new source by clicking on the link labelled Manage sources / save new in the sources tab. This 

will open the Add source window. 

In the Add source window be sure the Import New tab is selected. 

Select the appropriate import filter from the dropdown menu labelled Import Filter.  Although there are only a few 

import filters available in EPPI-Reviewer 4 you have access to hundreds of filters through the 'Export to RIS function' 

on the EPPI-Reviewer 4 gateway (http://eppi.ioe.ac.uk/cms/er4) that is available through the EPPI-Centre website 

(http://eppi.ioe.ac.uk). These are all of the filters that were created for EPPI-Reviewer 3.0. The 'Export to RISΩ ǳǘƛƭƛǘȅ 

http://eppi.ioe.ac.uk/cms/er4
http://eppi.ioe.ac.uk/
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will take your file and return an RIS formatted file that will import easily into EPPI-Reviewer 4. Full instructions on 

ǳǎƛƴƎ ǘƘƛǎ ǳǘƛƭƛǘȅ ŀǊŜ ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ Ψ9ȄǇƻǊǘ ǘƻ wL{Ω ǇŀƎŜΦ 

Now click on the Read file button and choose the text file containing your search results. The name of the file 

selected will appear in the Name box. The software will load the file and separate it into individual references. The 

references titles are displayed in the text box in the bottom half of the page. 

If you decide that the items displayed appear correct click on the command button labelled Upload items at the 

bottom of the screen and the items will be uploaded to your review.  Close the Add source window to return to the 

Review home screen where you items will be listed in the Documents tab of the Home panel. 

Imp orting directly from external databases  
Some databases such as PubMed allow software to access their data directly. EPPI-Reviewer allows you to connect 

to this database directly to run your search and return your search results. 

Select the Sources tab on the toolbox panel to access to the source and importing functions. Click on the link labelled 

ΨMange sources / save newΩ. This will open the Add source window. 

In the Add source window be sure the PubMed Import tab is selected.  

Enter you search terms into text box labelled Search PubMed. You should also enter data in the Source Name and 

Notes boxes. Now click on the command button labelled Search PubMed to run your search. The system will access 

PubMed and show the results in the box at the bottom of the screen. 

If you are satisfied with the results click on the command button labelled Import and the items will be uploaded to 

your review. Close the Add source window to return to the Review home screen where you items will be listed in the 

documents tab of the Home panel. 

Manually adding references  
References can be entering individually by hand. On the Documents tab of the home panel there is a Create new 

document record icon. Click on this button to go open the Document details window.  

 
This is the Create new documents record icon that can be found at the top of the 
Documents tab of the Home panel. 

 

First select the publication type by picking from the Pub type drop down menu. The fields available to fill in will 

change based on the publication type selected. 

Fill in as many fields as possible and then click on the command button labelled Save. The item is saved to your 

review and you are returned to the Review home screen. 

Uploading full text documents  
You can upload and access the full text version of a document in EPPI-Reviewer. Any type of file can be uploaded. 

Word and pdf files, when uploaded will have their content extracted into a text format.  

To upload a file, select the reference from the Documents tabs of the Home panel. This will open the Documents 

details window. In the Citation details tab, near the bottom is a table where any uploaded files are displayed. Click 

on the button labelled Upload. You can now browse to the location of the file to upload. Select the file and click 
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Open.  The Selected file window will be visible where you can click on Upload. This will upload the file into the 

review. 

There is a file size limit of 15 Mbytes. Files larger than this will need to be subdivided or reduced in size before they 

can be uploaded. 

¸ƻǳ ǎƘƻǳƭŘ ƴƻǿ ǎŜŜ ƛǘ ƛƴ ǘƘŜ ǘŀōƭŜ ƻŦ ǳǇƭƻŀŘŜŘ ŦƛƭŜǎΦ Lƴ ǘƘŜ Ψ±ƛŜǿ ǘŜȄǘΩ ŎƻƭǳƳƴ ŎƭƛŎƪƛƴƎ ƻƴ Go! will open the textual 

ŎƻƴǘŜƴǘ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ŀƴŘ ŘƛǎǇƭŀȅ ƛǘ ƛƴ ǘƘŜ Ψ¢ŜȄǘ ŘƻŎǳƳŜƴǘΩ ǘŀōΦ /ƭƛŎƪƛƴƎ ƛƴ ǘƘŜ ±ƛŜǿ ƻǊƛƎƛƴŀƭ Ŏolumn will open the 

document in its native format. This may be in a new tab or window depending on the document type. 

LŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ƛǎ ŀ ǇŘŦ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƛƴ ǘƘŜ Ψ±ƛŜǿ ǇŘŦΩ ŎƻƭǳƳƴΦ ¢ƘŜ ǇŘŦ ǿƛƭƭ ƻǇŜƴ ǿƛǘƘƛƴ 9ttL-Reviewer 4. 

 

In this view you can also add annotations to the document using the commands at the top of the screen. PDF 

annotations are short comments that reviewers may add to a PDF document. They should not be used to hold 

coding information as they cannot be searched, exported or included in reports. 

To add an annotation click the Show Annotations button to display the annotations column. Now double click in the 

ŎƻƭǳƳƴ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ǘƘŜ ŀƴƴƻǘŀǘƛƻƴ ǘƻ ŘƛǎǇƭŀȅΦ ¢Ƙƛǎ ǿƛƭƭ ƻǇŜƴ ǘƘŜ ΨbŜǿ !ƴƴƻǘŀǘƛƻƴΩ ǿƛƴŘƻǿ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ 

you comment and then click Save. The annotation will be displayed in the semi-transparent right hand column. 
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Double clicking an existing annotation will allow you to edit or delete it. Annotations can be dragged up and down 

within a page but cannot be moved to a new page. 

When the annotations are visible the annotations button will change to Hide Annotations. Clicking on the 

annotations button now will hide the annotations column. 

 

Extracting references from uploaded documents  
If you have uploaded full text documents that contain a reference list, EPPI-Reviewer will help you extract the 

references and carry out searches for those references. 

For example, if you have uploaded an article in pdf format, click on Go! ƛƴ ǘƘŜ Ψ±ƛŜǿ ǘŜȄǘΩ ŎƻƭǳƳƴ ƻŦ ǘƘŜ ƭƛǎǘ ƻŦ 

uploaded files. The textual content of the file is displayed in the Text document tab. Select the text that you wish to 

extract the reference from. This is often at the end of the pdf. Right click and select Send Selection to Reference 

Search.  The selected text is now displayed in the Reference Search tab and to the right of it the separated 

references are displayed. You may need to edit the text to get the references to separate correctly. There is a help 

screen available on this page giving tips on how best to use this feature. To show the help screen click on the button 

labelled ? near the top of the reference list. 

Once you are satisfied with the reference separation, you can run searches for the items in Google, Bing, PubMed 

and ROAR (Registry of Open Access Repositories) by selecting a reference and clicking on the links below the 

references. There may be multiple links for each place that you can search. This means that the system is using 

different variations of the content of the reference to carry out the search. 
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Managing your search sources  
Each time a new import occurs a line is added to the list of sources. This list is displayed on in the Sources tab. This 

table shows the all of the sources, the number of items imported,  the number of deleted items and the number of 

duplicates identified using the duplicated checking functions. 

Manually created items are given a line in the table as well. All manually created items are placed in the source 

called Manually create items.  

 

 

You can edit the details of a source by clicking on the Manage source / Add new button in the Sources tab of the 

Toolbox panel. This will take you to the Add Source window. 

Select the source you would like to edit from the Used Sources List on the right side of the window. Then click on the 

Manage Sources tab at the top left side of the window. 

There are a number of text boxes available where you can enter further information about search. When you are 

finished your edits be sure to select the Save button just below the Manage Sources tab. 

You can export a list of your search sources in the sources tab of the Toolbox panel. Next to the Manage source / 

Add new button is the Export Sources Table icon. 

 

The Export Sources Table icon can be found at the top of the Sources tab of the 
Toolbox panel. 

 

Clicking on the icon will open a Save As window where you can select the location and name of the file to save. The 

file will be save as an .xls file that can be opened in Excel. 

Deleting a search source  
Quite often a reviewer may refine their search strategy resulting in searches being re-run. This could result in 

uploaded search sources that are no longer relevant and require removal.  
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To remove a search source first mark it as deleted in the Sources tab of the Toolbox panel by clicking on the delete 

source icon, shaped like a garbage can, next to the source name. This will mark the items in the source as deleted 

but not permanently remove them.  

To undelete a search source click on the undelete source icon, shaped like a return arrow, next to the source name. 

All items in that source will change from delete to include. 

To permanently remove the source and all of the items in it, click on the Manage Sources / Add New button at the 

top of the Sources tab. This will open the Add Source window.  Select the Manage Sources tab on the left hand side. 

Now select the source to permanently remove in the Used Sources List. If the source has already been marked as 

Deleted and none of the items in the source are marked as Master items after duplicate checking it will be eligible 

for permanent deletion. If it is eligible you should see a red X in the Add Source window. Click on the X and a 

confirmation window will appear. Clicking on Yes will delete the source and all of the items in that source. If you click 

on Yes the deletion cannot be undone so please be sure are deleting the correct source. 

Managing your documents  
Documents that are imported or manually created are displayed in the Documents tab of the home panel. By default 

the Authors, Title and Year fields are displayed. If you wish to change the fields displayed click on the Select the 

fields you want to display below icon that can be found at the top of the Documents tab 

 
The Select the fields you want to display below icon can be found at the top of the 
Documents tab of the Home panel. 

 

This will open the Select fields to display window. Click on the fields you would like to display and then click on Close.  
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By default the documents are loaded 700 items at a time. If there are more than 700 documents in your review, they 

will be paged. You can change pages at the bottom of the Documents tab. You can change the number of documents 

in a page in the Select fields to display window. 

In the documents tab you can also order the fields by dragging the header columns left or right in the table. 

You can change the order of items on a page by clicking on the column name in the Documents tab. If you click on 

the 'Authors' column it will order by Authors. If you click on the 'Title' column it will order by Title. 

You can filter what is displayed by typing in the Find: textbox at the top of the Documents tab. As you type in the box 

the items in the table will filter down in real time based on what you type. 

You can also filter what is displayed on each page by clicking on the filter icon (the one that looks like a funnel) in the 

header of each column. This is a very powerful filter that gives you a number of options of what to display. It is 

column specific. 

The ordering and filtering are page specific so if you have more that 700 items you will need to move to the correct 

page and then run any filtering or reordering functions. 

I, E and D flags 
Items in EPPI-Reviewer can be labelled as Included (I), Excluded (E) or Deleted (D). When a review is loaded all of the 

items with the (I) flag are displayed in the Documents tab. 

Included (I) or Excluded (E) items do not necessarily refer to the screening criteria applied to an item.  Whether an 

item is included or excluded from your review could depend on a number of different judgements spread across 
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many different codesets. The I or E flags are a method of indicating an items status and aid in information 

management. 

For example, a user may have many thousands of items that require screening. The process of screening might 

narrow the items for further coding to hundreds and further coding might reduce the number of items to dozens. 

The user can dynamically change what items are considered included or excluded to help identify the items they are 

ǇǊŜǎŜƴǘƭȅ ǿƻǊƪƛƴƎ ǿƛǘƘΦ ¢ƘŜ ƛǘŜƳǎ ŎƻƴǎƛŘŜǊŜŘ ƛƴŎƭǳŘŜŘ ƻǊ ŜȄŎƭǳŘŜŘ ƳƛƎƘǘ ŎƘŀƴƎŜ ƻŦǘŜƴ ōŀǎŜŘ ƻƴ ǘƘŜ ǊŜǾƛŜǿŜǊΩǎ 

requirements at that time. 

By default, documents brought into a review are marked as (I) unless the user decides otherwise. All includes items 

can be displayed by clicking on the List included documents icon. 

 
The List included documents icon can be found at the top of the Documents tab of the 
Home panel. 

 
The documents marked as Excluded or Deleted can be listed by clicking on the corresponding icons. 

 
The List excluded documents icon can be found at the top of the Documents tab of 
the Home panel 

 

 
The List deleted documents icon can be found at the top of the Documents tab of the 
Home panel. 

 
You can mark an item with an Include or Exclude flag based on previously assigned codes or by selecting individual 

items. 

Changing an items Include / Exclude / Delete flag  

To mark an item or items as being included based on previously assigned codes click on the icon labelled Assign 

documents to be included or excluded.  

 
The Assign documents to be included or excluded icon can be found at the top of the 
Documents tab of the Home panel. 

 

This will open the Assign documents dialog window. 
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From the Assign dropdown menu select the documents with this code option. 

A second dropdown menu will appear containing the codesets. You can expand the codesets to find the conditional 

code for the assignment. 

You should now click on Include or Exclude in the dialog window depending on the assignment you wish to make. 

Finally click on the Assign button. All the items marked with the selected code will be assign the Include or Exclude 

flag depending on the choice made. 

If you wish to just assign selected items with a code, first click on the items to assign in the Documents tab. Then 

click on the Assign documents to be included or excluded icon to open the Assign documents dialog window. In the 

Assign dropdown menu select selected documents and click on either Included or Excluded. Now click on Assign and 

the Exclude or Include flag will be assigned to the selected documents. 

If you wish to mark selected items as deleted, first click on the items to delete in the Documents tab. Now click on 

the Delete selected documents icon. A confirmation window will appear allowing you to complete the operation 

 
The Delete selected documents icon can be found at the top of the Documents tab of 
the Home panel. 

 

An item marked as delete is still in the review. Deleted items can be listed by clicking on the List deleted documents 

icon. Its status can be changed back to Include or Exclude in the normal fashion described above. 

Items can also be marked as Deleted when the search source it belongs to is deleted. When a search source is 

deleted, it is not physically deleted. It remains in the review but is just shown as deleted allowing it to be recovered 

at any time. Undeleting a source will mark all of its items as includes. Sources can be deleted, or recovered in the 

Sources tab of the Toolbox panel. 

You may also notice that all items in a deleted source are marked as Shadow (S) rather than I, E or D. This means that 

the item is out of the review but still exists and can be returned to the review if necessary. Duplicate items are also 

marked as Shadow (S). 

Creating reference lists  
To create a reference list, select the items that will be in the list. Then click on the List formatted bibliography icon 

at the top of the Documents tab. 
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The List formatted bibliography icon can be found at the top of the Documents tab of 
the Home panel. 

 

Clicking on the icon will display the formatted references in the Report viewer window. The Report viewer window is 

a full editor that will allow the user to format, save and print the list of references. 

Exporting documents  
To export references out of EPPI-Reviewer 4, select the references you want to export in the Documents tab.  Then 

click on the Export references icon at the top of the Documents tab. 

 
The Export references icon can be found at the top of the Documents tab of the Home 
panel. 

 

An RIS formatted text file is generated and you will be prompted to name and save it. RIS files can be imported into 

most reference management software including EndNote, Procite,  Reference Manager and EPPI-Reviewer. 

Managing duplicate d ocuments  
If you are importing documents from multiple databases you will likely have duplicate versions of some documents. 

EPPI-Reviewer will help identify and manage those duplicates. 

If possible, it is a good idea to finish the importing of your references before carrying out duplicate 
checking. This will avoid you having to check for duplicates multiple times whenever new items are 
brought into the review and will avoid the creation of overlapping duplicate groups. 
 
As well, it is best to finish duplicate checking before you start coding items to avoid the situation of 
coded items being marked as duplicates.  

 

To identify duplicate documents click on the Manage duplicates icon located on the Documents tab of the Home 

panel. 

 

 
This is the Manage duplicates icon that can be found at the top of the Documents tab 
of the Home panel. 

 

This will bring up the Manage Duplicate Groups window. From this window click on the Get new duplicates button 

to list all of the possible duplicates.  
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When you click on this button the system goes through all the items in the review and compares each item with all 

of the others. It calculates a score based on the authors and titles, book authors and titles, when applicable, and 

journal names, when applicable. If the score is 1, the chance of an exact match is 100%. The possible duplicates are 

grouped together into duplicate groups that are displayed on the left side of the screen. Each group holds items that 

the system believes are similar. 

Once this list of duplicate groups is created you can begin working with it. You should only need to click on the Get 

new duplicates button when new items are added to your review. 

If your review has many thousands of items, it may take a few minutes to complete this operation. In this case, after 

5 minutes you will get a message telling you that the system is still compiling your list. You will not be able to access 

the duplicate checking screen during this time but you will still be able to access the rest of the program. 

 

If the user clicks on the button labelled Mark Automatically, the program will mark all of items with a score of 1 as 

checked and assign a duplicate / master relationship among the items based on the statistics calculated when the 

Get new duplicates operation was first run.  This should narrow down the number of duplicate groups that the user 

needs to check manually.  Something to watch out for with this operation is that it will ignore items that have a code 

assigned to it or have a file uploaded. This is to avoid the situation where an item that has already been coded 

ending up as a duplicate. 

When a group of possible duplicates are marked as complete it will be indicated in the list of item groups on the left 

hand side by having a check in the checkbox. To identify the groups of items that still need to be addressed you can 

filter the Complete column by clicking on the filter icon (the one that looks like a funnel) and setting the Is equal to 
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option to False. This results in only the unchecked items appearing in the list. You can also order the checkbox 

column so all of the unchecked items are displayed first. 

To manually deal with a duplicate group, click on the row in the list of groups. This will display the items on the right 

side of the page. At the top the Master item is listed. Underneath are the possible duplicates. 

Click on the title in one of the items in the list of possible duplicates to expand it. 

 

Determine whether the expanded item is a duplicate of the master item.  

Whenever a field (Title, Journal, Authors, etc.) is different, the text on the master item will be highlighted with four 

different background hues to help quickly identify the differences. The brighter the hue, the larger the difference 

detected. This means that items without highlights are identical to the master.  

If a field is empty in either the master or group member, it will be highlighted with a lighter hue to show that there is 

a slight difference.  If a field is different then it will be highlighted in a darker hue.  

If it is a duplicate, click on the A duplicate button to mark it. The check boxes labelled This is a duplicate and This 

item has been checked will now be ticked. It will also show as having been checked in the list of groups on the left 

hand side 

If the two items are not duplicates click on the Not a duplicate button. This action will also check the This item has 

been checked box. 

If you wish to make the possible duplicate the master item click on the Mark as Master button and the duplicate and 

master will switch places. You will still need to mark the initial master as a duplicate of the new master. 

Move through each row in the list of duplicate groups table assigning the items as duplicates or not duplicates. 

If you are duplicate checking after coding has started, pay attention to the Applied Codes field. It will tell you if the 

document has been coded yet. This will help you determine which item you should mark it as the duplicate. If an 

item has already been coded you may wish to keep it as the master item and mark other items as duplicates of this 

one. 
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If you come across a group where all of the items are greyed out this means that the master item for the group has 

also been marked as a duplicate in a different group. This is possible if new items have been added to the review and 

the Get new duplicates function has been run multiple times. An item can end up in more than one duplicate group 

depending on the information contained in the reference. In this case, the user should choose a different item to be 

the master item.  Please see the section on Overlapping duplicate groups. 

If you are returning to the duplicate function after previously running the duplicate check but not having finished 

you should first click on the Refresh list button. This will bring up the list as you left off the previous time without re-

running the duplicate checking function. You can then carry checking duplicates where you left off. 

If you are returning to the duplicate function after uploading more documents you should click on the Get new 

duplicates button. This will look for new possible duplicates but will not affect any duplicate checking that you have 

already done. 

After completing the duplicate checking close the Duplicates window. On the Documents tab click on the List 

included documents icon and the items marked as duplicates will be removed from the list. 

When an item is marked as a duplicate it will no longer show up in the review. It has not been deleted and can still 

be retrieved if necessary. A duplicate is assigned a special flag called Shadow (S). You can see the shadow items if 

you list a source on the Sources tab of the Toolbox panel. Rather than just seeing I, E or D flags, there will also be S 

flags for the items in the source that have been marked as duplicates. 

Manually adding a duplicate  
If you find a duplicate item that was not picked up by the Get new duplicates you can manually add it to a group. In 

the manage duplicates window there is a Manual/Advance tab.  When you click on this tab the items in the 

duplicate group selected on the left is displayed. At the bottom of the screen is the list of items that were displayed 

in the Duplicates tab. 

Select an item from this list by clicking on the checkbox and then click on the Add selected item(s) link at the top of 

the list. The selected item will be added to the group and marked as a duplicate. All items manually added as 

duplicates are listed below the item details in this tab. An item can be removed from this list by clicking on the 

Remove button next to the item. 
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At the top of the Documents from Main List there are other options including Add Group and Advanced Mark 

Automatically. 

Add Group allows the user to take the items from one duplicate group and add them to a different duplicate group. 

 

Click on the Add Group link at the top of the list and an Add Group box will appear. Enter the group ID from the list 

on the left side of the screen and click on Go. The items from selected group will be placed in the group listed at the 

top of the screen. 
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The Advanced Mark Automatically option allows the user to adjust a number of thresholds that the Mark 

Automatically function considers. 

 

 

The Similarity Threshold tells the system how close a match must be for the Mark Automatically function to use. By 

default the setting is 1.0. If the threshold is lowered the sensitivity of the matching will be lowered. 

Note: Adjusting the Similarity threshold must be used with caution as it could lead to incorrect matches. Correcting 

false positive matches can be difficult as you may not know they exist and finding them may require looking through 

all of the duplicate groups.   

The Codes threshold and the Uploaded Documents threshold allow coded items and items with uploaded documents 

to be considered by the Mark Automatically function. By default this function will ignore items that have been coded 

and items that have uploaded documents. 

Overlapping duplicate groups  
When Get new duplicates is run multiple times due to new items entering the review it is possible that overlapping 

duplicate groups are created.  This means that the same item may appear in multiple groups. Since the master item 

is chosen automatically when Get new duplicates is run, new and larger versions of existing groups may appear. 

Sorting out these overlapping groups can sometimes become complicated. 

An overlap group can be identified as it will normally contain a greyed out group member (meaning the A duplicate, 

Not a duplicate and Mark as Master are greyed out).  This means that this item is either  

¶ marked as a master in a different group or  

¶ is already marked as a duplicate in a different group.  
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Sometimes the entire group is greyed out. This would indicate that the master item for this group is marked as a 

duplicate in a different group. 

 

 

The best way to deal with overlapping groups is to: 

1. Select the group with the greyed out items from the list of groups on the left 
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2. Go to the Manual/Advanced tab and uǎŜ ǘƘŜ Ψfind related groupsΩ ŦǳƴŎǘƛƻƴ ǘƻ ƛŘŜƴǘƛŦȅ the overlapping groups. 

This function is described in the previous section.  

3. Among the related list of overlapping groups, there should be one group that contains all of the items found in 

the other related groups. This will normally be the group with the highest Group ID number (the most recently 

created group).  You can examine the items in each group to confirm this. 

4. Delete all of the other related groups. This is done by selecting the group to delete over on the left and clicking 

on the trash can icon (labelled Delete the current group). 

5. You should now just have a single group of duplicates rather than overlapping groups. 

Please ƴƻǘŜ ŀƭǎƻ ǘƘŀǘ ǿƛǘƘ ǘƘŜ ǇǊŜǾƛƻǳǎ ǳǇŘŀǘŜ ǿŜ ƘŀǾŜ ŀŘŘŜŘ ǘƘŜ άwŜǎŜǘέ ŦŜŀǘǳǊŜǎ ǘƻ ŘŜŀƭ ǿƛǘƘ ǎƛǘǳŀǘƛƻƴǎ ǿƘŜǊŜ ŀ 

ƘǳƎŜ ƴǳƳōŜǊ ƻŦ ƻǾŜǊƭŀǇǇƛƴƎ ƎǊƻǳǇǎ ŀǊŜ ǇǊŜǎŜƴǘΦ ¢ƘŜ άwŜǎŜǘέ ŦŜŀǘǳǊŜǎ ŀǊŜ ŜȄǇƭŀƛƴŜŘ ǿƛǘƘƛƴ 9ttL-Reviewer and 

should be used with care! 

Create a new duplicate group  
If the Get new duplicates function has not spotted some items as being duplicated you can create a new group and 

add items to it. 

hƴ ǘƘŜ aŀƴǳŀƭκ!ŘǾŀƴŎŜŘ ǘŀō ǘƘŜǊŜ ƛǎ ŀƴ ƛŎƻƴ ǘƘŀǘ ƭƻƻƪǎ ƭƛƪŜ ŀ ōƭǳŜ ŀŘŘƛǘƛƻƴ ǎȅƳōƻƭΦ Lǘ ƛǎ ƭŀōŜƭƭŜŘ Ψ!ŘŘ ƴŜǿ ƎǊƻǳǇΩΦ LŦ 

you click on this icon the Create New Group window will appear. 

 

All of the items that were displayed on the Documents tab before you entered the duplicate checking screen are 

displayed. You can click on the items that should be in the group or enteǊ ǘƘŜ L5Ωǎ ƻŦ ǘƘŜ ƛǘŜƳǎ ƛƴ ǘƘŜ ōƻȄ ōŜƭƻǿΦ 

Then click on the Next button. 


































































































































































































