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Land Acknowledgement

©2023 CANADA HEALTH INFOWAY

We respectfully acknowledge that the land on which we are hosting this 

meeting – the land that sustains us – includes the ancestral territories of 

many First Peoples. Canada Health Infoway recognizes the injustices 

experienced by Indigenous Peoples, many of which continue to affect their 

health and well-being. I invite all attendees to reflect on the privilege they 

have of living, working, and playing in the territory from which you are joining 

this call, and invite you to commit yourself with me to have an open heart and 

an open mind; to forging culturally safe spaces and relationships with 

Indigenous Peoples in Canadian health care; and in making a meaningful 

contribution to reconciliation through our shared work.
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Agenda

©2023 CANADA HEALTH INFOWAY

1. Purpose (1 min)

2. Prerequisites (2 min)

3. Request for Change (RFC) Overview (20 min)

• Basic principles for content inclusion

• How to submit

• Responsibilities

4. Using Infoway Request Management System (InfoRMS) (15 min)

5. Education and Support (2 min)

6. Questions (20 min)
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Purpose

Our purpose today is to give an 

overview/refresher on using the InfoRMS

platform and the requirements for 

submission of SNOMED CT RFCs.
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Prerequisites

• When are RFCs required?

• What are the requirements to access 

and use InfoRMS?
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When are RFCs Required?
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• New concepts are required when there is a need for clinical content for several use cases:

• Mapping projects

• Data standards

• Developing a subset

• Development of an EHR

• New descriptions are required to ensure local usability:

• Translation

• Ensuring that clinical terms in use are reflected

• Changes to concepts/descriptions

• Duplications, ambiguity, outdated, errors
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InfoCentral registration
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Annual Terms of Use and License Agreements
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Access to InfoRMS
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Requests for change (RFC) 

overview

• What are my responsibilities?

• What are Infoway’s requirements for 

RFCs?

• How do I know when to submit an 

RFC?

• How do I submit an RFC? 
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Requestor’s Responsibilities

©2023 CANADA HEALTH INFOWAY
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Basic Principles for Content Inclusion

• Unambiguous

• Understandable

• Acceptable

• Reproducible

• Useful

• Scope
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No Duplicate Content

Ensure that the content does not already exist

- Use the Browser Guide for reference

- Using the SNOMED CT Browser, check latest versions for:

- CA Edition

- International Edition
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https://infoscribe.infoway-inforoute.ca/display/ST/SNOMED+International+Browser+Navigation+Guide
https://browser.ihtsdotools.org/?


SNOMED CT Browsers
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What’s the difference?
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No Duplicate Content

- Can also check for content under development (not yet published)

- SI Daily Build

- CA Daily Build

- If clinical content is required but does not exist in the terminology, then 

a change must be requested.
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https://prod-dailybuild.ihtsdotools.org/?perspective=full&conceptId1=123536004&edition=MAIN&release=&languages=en
https://ca-browser.termspace.com/?perspective=full&conceptId1=37851000087102&edition=MAIN&release=&languages=en,fr


Content Discovery

Concepts that are published in the CA 

Edition or the International Edition are 

available for consumption (if you have 

an InfoRMS account and have agreed to 

license and terms of use). 

If content exists in other extensions (let’s 

say you’ve found a concept in the 

Netherlands’ extension), an RFC is 

required.  
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Adhere to Current Editorial Guidelines
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Ensure format follows Editorial Guidelines

- Use the QA Checklist section “Validate Compliance to Editorial Guidelines.”

- Most frequent mistakes:

1) FSN vs PT and Synonyms

2) Plurals

3) Abbreviations and acronyms

4) Leading and trailing spaces 

Please note : These guidelines should be applied to new content. There are many terms in the existing content 

that are not in compliance with this guidance. Requests based on legacy concepts are unacceptable.
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https://infoscribe.infoway-inforoute.ca/pages/viewpage.action?pageId=30409940
https://infoscribe.infoway-inforoute.ca/display/SCT/QA+Checklist+1


QA Checklist section “Validate Compliance to Editorial 

Guidelines.”
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https://infoscribe.infoway-inforoute.ca/display/SCT/QA+Checklist+1


Date of Implementation

Provide the date of implementation

- Expected date that the concept / change will be implemented

- Is very important

- Is used to guide the disposition of the change request and prioritize work

- Please provide in yyyy/mm/dd format – specific dates are helpful

- Use “Notes” or “Comments” fields
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Process Workflow Overview
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Reference Material

Provide appropriate references

- Choose evidence that supports the Reason for Change

- Publicly available, recent, scientifically valid, peer reviewed or official 

documentation, standards (Wikis are not acceptable references)

- Mind scope, aim for International – CA references will limit scope to CA Edition

- Scan PubMed (add “PubMed” at end of Google search string)

- Please avoid the use of dictionaries as references

❖See our new page on InfoScribe References which gives a list of 

references provided by SNOMED International

❖For organism concepts, there is specific guidance for references here
21
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https://infoscribe.infoway-inforoute.ca/display/SCT/8.+References
https://infoscribe.infoway-inforoute.ca/display/SCT/Microbiology


Definition, Reason for Change and Use Case

Provide a clear and complete definition of the requested concept

• Complement to the references provided

• Help to understand what is needed

Provide a clear reason for change 

• use “Reason for Change” field

• Absence of concept is not sufficient – it is the clinical requirement that provides the rationale

Provide the clinical use case

• Key drivers underlying use cases for SNOMED CT

- Clinical documentation

- Interoperability and exchange

- Analytics and research
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Prioritization Framework

High Priority Medium Priority Lower Priority

• COVID-19 related concepts

• Vaccines

• Missing concepts and IDs for 

an implementation

• Errors

• Request from clinicians for 

clinical gaps that may pose 

patient safety risks

• Outdated content

• Semantic ambiguity

• Non-conformance to editorial policy

• Missing description(s)

• Missing relationships

• Modeling enhancement
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Using InfoRMS

• How do I see my requests?

• How do I track the status of my 

requests? 
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Log in

InfoRMS can be accessed here:

http://informs.infoway-inforoute.ca/
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Overview of InfoRMS RFC Search Filters
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SNOMED CT RFC

• Click the project button and select SNOMED CT RFC.

• All RFCs are called Issues.

• The KEY is the primary RFC ID. T is the type. 

27

©2023 CANADA HEALTH INFOWAY



RFC Types / Selection

Select RFC Types by individually 

selecting each RFC Type.

Note : Selecting “All standard 

Issue Types” may not yield 

precise results
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Search by Text String
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Filter by text string using Contains text field.

Exact word search that may be part of the RFC Detail Pane.
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Filter by Status
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Filter by Status. 

Key options include: New, 

Under review, Pending 

answer, Rejected, Accepted, 

Imported in authoring tool, 

Submitted to IHTSDO, 

IHTSDO Completed, 

Completed.
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Filter by Assignee or Reporter
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Filter by Assignee(s) and/or 

Reporter (requestor).

Current user = you.

From the “more” field you can add 

Reporter field which defaults to you as 

current user or option to select single 

or multiple Reporters on your team.
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Search Filters

Using the Search menu in the 

banner bar, you can:

1. Search for specific batches 

submitted, with or without a date 

range.

2. Search for RFCs that Status = 

Pending Answer.

3. Filter by RFC Ticket status.
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Dashboards for Monitoring
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RFC Submission - Single
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1) Click “Create” button in banner bar.

2) Fill out all mandatory fields according to instructions. 

3) Click “Create” button at the bottom of the form.
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RFC Submission – Batch
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1. Click on Batch in banner.

2. Download the Template.

3. Fill in fields as per “How to” tab in 

the template.

4. Load RFC batch by clicking Batch 

button and selecting Batch Load

option.

5. A Batch ID will automatically be 

assigned to your tickets.

Tips to avoid batch upload errors:
• Check all mandatory fields are filled
• Copy paste values only and not format

• Save file in defined template format – ensure this was 

not changed
• Check that firewalls do not inhibit file uploads in any 

way if any error persist and all fields are filled
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Mandatory Fields

❑ Ensure that all mandatory fields are filled out.

- Mandatory fields are denoted with an asterisk * and/or red text in 

batch template column headers
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Batch Composition Guidelines

- Same language

- Same type

- Include supertype requests with subtypes

- Same project (if possible)

- 50 or fewer per batch for new descriptions

- 20 or fewer per batch for new concepts

37



Communication

All manual communication following submission will be 

done via the “Comments” field.

- Use the @callup function to notify the recipient of 

your message.

- Comments pertaining to whole batch will be on the 

first ticket in the batch.

- Otherwise, comments pertain to individual tickets.

- Users must have an active account in InfoRMS, 

linked to an active email account.

- Please do not submit an RFC using a Guest 

account.
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New – Communication of Completed RFC – Population 

of Final fields

Before: All details provided in 

Comments field:

"This concept has been authored and is in scope 

for the March 2023 CA Edition. ConceptID: 

XX FSN: XX PT: XX Syns: XX . This is subject to 

change until the time of release. "

Now: Details provided in discrete 

fields with an additional note in 

comments field.
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Pre-Adoption

• When a new concept or description is authored, the submitter will be 

notified and the information will be provided.

• Submitters can pre-adopt concepts that have not been published

• Please note:

• Unpublished content is subject to change until the day of release.

• Requesters can check the CA Daily build browser for content under 

development
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https://ca-browser.termspace.com/?perspective=full&conceptId1=37851000087102&edition=MAIN&release=&languages=en,fr


Notifications

1) Individual

Users will be notified by email if there are changes to tickets that they are 

watching, assigned to, or submitted.

2) Daily Email Digest

Email notifications of RFC activity within the last 24 hours will be generated by 

InfoRMS and includes:

A. SNOMED CT RFCs pending your answer (ACTION REQUIRED)

B. SNOMED CT RFCs accepted in the past 24 hours (FYI ONLY-NO ACTION 

REQUIRED)

C. SNOMED CT RFCs rejected in the past 24 hours (FYI ONLY)
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Database Closure Dates

- The first Friday of the month of release

- Marks the cut-off date for RFCs that will 

be accepted for the release

- All RFCs still go through the QA 

process – many factors

- We can make no guarantees that RFCs 

will make the release

- Refer to the InfoRMS “SCT Releases 

Dashboard” regularly

42
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Database Closure Dates
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Infoway’s 60-day RFC Policy

The request will be rejected if no answer is provided 

when clarification is requested within 60 days.

Read the Infoway Policy on Outstanding Open RFCs 

here.
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https://infoscribe.infoway-inforoute.ca/display/ST/Infoway+Policy+on+Closing+Requests+for+Change


Educational Resources and 

Support
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Useful Links

• InfoCentral Registration

• Annual Terms of Use and License Agreements

• Access to InfoRMS

• SNOMED CT Course Catalogue

• RFC Guidance Resources on InfoScribe* :

• QA checklist

• Editorial Guidelines

• References

• French Translation

* Logged in users can watch InfoScribe pages to be notified of updates
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https://infocentral.infoway-inforoute.ca/en/register
https://infocentral.infoway-inforoute.ca/en/about/tou
https://infocentral.infoway-inforoute.ca/en/informs-termworks
https://courses.ihtsdotools.org/
https://infoscribe.infoway-inforoute.ca/display/SCT/QA+Checklist+1
https://infoscribe.infoway-inforoute.ca/display/SCT/Editorial+Guidelines
https://infoscribe.infoway-inforoute.ca/display/SCT/8.+References
https://infoscribe.infoway-inforoute.ca/pages/viewpage.action?pageId=30409976


When to contact us

• Request for guidance

If stakeholders are unsure about the guidelines or have questions on content submission feel free to reach out 

to Infoway for guidance after completing the submission template and before submitting in InfoRMS

• Clarification on or issues with submission process

If you are having trouble completing the form or submitting your request

Contact us

47

©2023 CANADA HEALTH INFOWAY

https://infocentral.infoway-inforoute.ca/en/contact


Questions?
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LET’S CONNECT ON LINKEDIN

linkedin.com/company/canada-health-infoway/

LET’S CONNECT ON TWITTER

@infoway

VISIT OUR WEBSITE

infoway-inforoute.ca

VISIT OUR SURVEY WEBSITE

insights.infoway-inforoute.ca/

Thank you!

Contact us

https://infocentral.infoway-inforoute.ca/en/contact
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