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1 Introduction & general notes

The VisibleThread product comprises two core components, the VisibleThread Dashboard and the VisibleThread MS
Word Add-in.

The dashboard is a hosted web based interface to VisibleThread. There is no installation involved in order to use
VisibleThread dashboard. It can be accessed directly from your web browser. Navigate to the VisibleThread website
at: http://www.visiblethread.com/and cl i ck on the 6SIGN I N6 button at the top

The add-in is a module that sits directly within the MS Word environment. It allows document editors make changes
to documents that are tracked by VisibleThread and secondly displays all of the structure and quality information
originating from the dashboard.

This help file is for the VisibleThread Dashboard. A separate help file exists for the MS Word Add-in.

1.1 General Compatibility

VisibleThread supports the following file types:
T Word 2003
1 Word 2007

1.2 Browser Compatibility & Settings

VisibleThread is a browser based environment. Testing has been done for IE 7 & Firefox 3; however the application
should run on all major browsers.

You must enable Javascript in your browser to use VisibleThread dashboard.

1.3 A note on browsers

We have found in testing that performance may degrade over time in certain browsers. If you notice excessive time
lags, perform a browser refresh (using CTRL + F5 this is supported in most browser environments). This clears the
browser 6 s me mo rcan rekult i ingeasedperfoemande.

1.4 General Notes

1. Add-ins (plug-ins) for your MS Word (& Office) environment supporting Word 2003 and Word 2007 are
shipped as part of this drop. See the separate VisibleThread MS Word Addin help file for full details of how
to install.

2. Whilst you do not have to have to have Word installed to see certain aspects of VisibleThread capability
namely, Quality and Discovery statistics, there are two things to bear in mind:

a. You must invoke into MS Word in order to provide Structure statistics back to the dashboard

b.  Whilst Quality and Discovery Statistics are displayed without having to run MS Word, these are
approximations and the most accurate data is only shown after invoking into MS Word.

1.5 Downloading & Installing the MS Word Add-in

Follow these steps to install the MS Word Add-in:

- First ensure that any previous versions are removed. See section: 1.6 Uninstalling previous MS Word Add-
ins for full details

- On the dashboard at the top right area,indherelickathiak
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- You are directed to a web page with an install for Word 2003 and Word 2007.

- Select the appropriate version according to what you have running locally. Download the .zip file, expand the

contents and run the contained file called 6setup.exebd

- Follow the onscreen instructions.

1.6 Uninstalling previous MS Word Add-ins

If you have a previous add-in release installed, follow these steps prior to installing:

- Uninstall the previous version of the add-in.

- Do this by going to the Control Panel in windows,
- Find the entadAddiimd bilme Tthhree 1 i st of programs and
Note: For Early Adopter users only
Early Adopter users (using any beta release ranging from beta 1 to beta 6) should additionally perform these
steps:
I'n your documents ar eay Vioxiahlee mmkdmatsked iefo ddéadydurregidtiy.
To do this, run the program Oregedit.exeb. Locate
OHKEY_ _CURRENSoftwb®WR si bl eThreaddé and delete this. |
this step

2 Signing into VisibleThread dashboard

In your web browser go to the VisibleThread website at: http://www.visiblethread.com/

Cl i IGNINO at t h eAtthioppint you grdnprompted to sign in.

Enter your user credentials, comprising your user id (mail address) and password. Once entered, you will see the
opening VisibleThread screen similar to:

@ VT Dashboard - Mozilla Firefox L A 5 © = ]
File Edit Wiew History Bookmarks Tools Help
@ - C () NI EUIEEE Rl https://stage.visiblethread.com/2 N7 - *B- ‘how clear are your requirer 2
"% VT Dashboard + =2
VisibleThread ™ (1.0 suia 108 Install M3 Word Addin §f frank j &-corp.com | Sign out | Ussr Admin )
! Document Sets =|| } vital Statistics
."’g.’%*’@-ﬂ =)
ﬁ L SR ProjectDocument Size Overall Status =~ Structure Practice  Structure Compliance  Quality Practice Qualty |
# | g Insurance Policy Quote System
& JI Scyt x ¥ i [ Insurance Policy Quote System & documents @ 77% Default Content Pra Default Qualty Prac [EEN
# [ Insure-corp System
gl System X 2 5 5%
102 Phase 1 - Clinical Drug Siudy i [ Insure-corp System & documents. 0% Default Content Pra Defautt Qualty Prac FHEANN
@ (7 Sample Sat @ [ Phase 1 - Clinical Drug Study 1 documents @ 88% Clinical Trial 1 T cinical quality chec
® g Sample Set 1documents £ 53% Defautt Content Pra Defautt Quality Prac EEEN

Document: CHG Enhancements - Phase 1.doc
Structure Best Practice: Default Content Practice
Quality Best Practice: Defsult Quality Practice

= Best Practices + < mn 3

= = ——a — =

Figure 1 - Screenshowing after a successful sign in
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Once you see this screen, check that the versionnumb er at t he 10®.p | eft says 0

If you see this screen but the version is not d.x4 it means that the browsers cache may still be referencing a previous
version and needs to be cleared. You should clear the cache in this instance. Try hitting CTRL + F5. If you continue
to see older screens, completely clear your browser cache.

Tip: Completely clearing your browser cache:

InIE7,thiscanbedoneby c¢cl i cking 6Tools > Delete Browsing Histo
For users of Firefox, click 6Tools > CIl| ear6 CParcihveadt ea nda
to on, ensuring the other checkboxes are checked off.

In both cases shutdown and restart the browser.

I f you d o sciednorsy@eudave thoubke in clearing the browser cache, please contact us on
support@uvisiblethread.com

3 Quick start Guide i Key Usage Scenarios

Here we cover a number of standard usage scenarios for those wishing to start immediately.

Please see the remaining sections of the manual for full details of VisibleThread operation.

3.1 Create New Document Set

Step Notes/Tips

1 Click on the _‘lj ®ocument Sets6  a in theanavigation pane

Clickthe“26 New Document setd button

Enter the name you want to call your doc set which should correspond
with the general intent of the documents, for instance we might call it
6Policy Quote Systemob.

3.2 Add Document to Doc Set and Create Initial Structure Analysis

Step Notes/Tips
1 Click on the _‘lj ®ocument Sets6  a in theanavigation pane
2. Select the Document Set you want to add to

Note: Once you have added the
file(s), a quality and discovery
Clicking this button will present you with a dialog box, where you have  analysis is automatically conducted
the option of adding one or more files. Choose each file by clicking on that file.

the ¥ 244 putton at the bottom left. As you add files you will see the
upload progress represented.

3. Clickthe @6 Add Documentd button

When done click the 6Closed6 butt
4, Once the document(s) are added, the dashboard will display the new Note: Structure analysis requires you
docs. Quality and Discovery analysis is available for the document. to launch the document in MS Word.

is the only reliable way to establish

Structure analysis is not yet available until you launch the document in actual document structure

the MS Word add-in. This is indicated by the following icon in the
navigation tree "L Note: Structure analysis requires you

To see structure analysis you must launch MS Word by selecting the
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document and clicking the sl button.

Instructions for downloading the add-in are in section: 1.5
Downloading & Installing the MS Word Add-in

5. Once the add-in opens with the document selected, an automatic
structure analysis is conducted. This communicates back to the
VisibleThread server which in turn populates the dashboard with the
analysis

3.3 Create new Structure Best Practice based on your Document

Step Notes/Tips

Note: To create a Structure Best
Practice, structure analysis must
exist. See section 3.2 Add
Document to Doc Set and Create
Initial Structure Analysis

1 Click on the _‘lj ®ocument Sets6  a in theanavigation pane

2. In the navigation tree, select the document that you want to use as
basis for the new Best Practice

Note: Skip this step if structure
analysis has already been
performed.

If structure analysis is not available, indicated by the il icon in the
navigation tree, then launch MS Word. This downloads the document
and performs an automatic structure analysis. Once done switch back
to the dashboard

Inthe2®pane under the 6Structur® Cc
6Create new Best Practice from C

When you click the button, the system presents a dialog box
prompting you to enter the Best Practice name. Once you click ok, the
system creates a new best practice with the name entered. This Best
Practice uses the structure as represented in the Document.
Additionally the system will prompt you to apply this Best Practice to
this document

Edit the Best Practice as needed, by navigating to the = ®est Note: See 9ection
Practicesd  ain theanavigation pane and highlighting the newly The Change History applies both

added practice a document and document set
level. For documents sets the
change is an aggregate of all of
the subordinate documents. In this
context the total size of
documents is a hon-meaningful
metric and there is only shown at
the document level.

Best Practices6 f or f ul |
how to edit a Best Practice

3.4 Create a new Best Practice from scratch (or by duplicating an existing practice)

Step Notes/Tips
1 Click on the ¥ @est Practicesd  a in theanavigation pane
2. Selecte i t Bteucture®®r acti cesd or s6Quakimsy

navigation area
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3. Clickthe ¥ 6 New Best Pr tcreatea ey enbpty Bdsto n

Practice or click

When you click either button, the system presents a dialog box
prompting you to enter the Best Practice name. Once you click ok, the
system creates a new best practice with the name entered

4, Edit the Best Practice as needed Note: See sedti on:

The Change History applies both
a document and document set
level. For documents sets the
change is an aggregate of all of
the subordinate documents. In this
context the total size of
documents is a non-meaningful
metric and there is only shown at
the document level.

Best Practices6 f or f ul |
how to edit a Best Practice

5. CIickontheEéSaveé to save any change

3.5 Associate Document Set (or Document) with Best Practice

Step Notes/Tips
1 Click on the _‘lj ®document Setsdarea in the navigation pane
2. Select the Document Set or the Document (in the case of Structure
Best Practice)
]
3. Clickthe i:6 Associ ate Best Practices

Clicking this button displays a dialog box with a Tree showing the list
of Structure and Quality Best Practices.

Associate Best Practices ®

(25 Content Practices
i Default Content Practices
130 -9126
i Volere
=55 Quality Practices
i Default Quality Terms.
i High Performance Terms

i Document Set: Fund Direct 1.1
Content Best Practice: Default Content Practices
Cluality Best Practice: Default Quality Terms

;t ’ oK ][ Cancel ]

Select one Structure Practice and one Quality Practice.

As you select the Practice you want, the text area at the bottom is
updated accordingly.

(c) VisibleThread 2009
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4. Once satisfied with choices made
will be associated with the current Document Set and a re-analysis
will happen automatically.

3.6 Create New Users

Step Notes/Tips
1. In the Dashboard, clickonthe 6 Us e r A dahthentdp right ohtlie Note: If you do not see this link
dashboard appear, this indicates you are not

an 6admind user.
VisibleThread administrator to
have you set with administrator
privileges

2. You will see the list of users currently set for this account. Click the
6Add User 6 button on the top | ef

3. Once satisfied with changes made on the detail screen on the right,
click o6Updated.

4 Understanding O6Document Sets6 and O6Best Practice

The core concepts at play in VisibleThread are Document Sets and Best Practices. Together, these offer an
understanding of how compliant a given set of documents are from a Structure and quality perspective.

1. Document Sets: A document set is a collection of related documents associated with a project or initiative.

The collection of all Document Sets (projects) can be thought of as a Program or Portfolio when
considering aspects at an Enterprise or Business Architecture level.

2. Best Practices: Best practices come in two forms: Structure and Quality Best Practices.

a. Structure Best Practices focus on verifying that particular types of Structural components are
present within the document (s).

For instance, if defining a transaction oriented system e.g. an online tax system, a billing system,

then absence of perfofmancdeé oanmad 6secyui ryemémskis expose
at an early stage. You would create a Structure Best Practice with appropriate headings (security,

performance etc.). This then helps validate that these types of content are present in the

documentation.

b. Quality Best Practices focus on categorized term sets that if found, indicate potential risk issues
in the document (s). For &andt amticegdniext df the fdlleavngn 6 appropr
sentence is impossible to measure and testf or , e. g. O6we must deliver approp
gven high user volumesd. This t ypgoalyachitededlifguage i ntr o

systems and heightens the probability of late stage architectural rework and poor user experience.

Much of the quality Best Practice relates to fuzzy and ambiguous language of this nature.

5 Document Sets

As mentioned already, a document set is a collection of related documents associated with a project or initiative.

VisibleThread comprises a number of logical areas for document sets; a havigation tree to the left and a detail pane
to the right.

The Navigation pane operates in 6 a ¢ ¢ o fashiorg theaccordion comprises two sections:

(c) VisibleThread 2009



VisibleThread Dashboard Help - Version 1.0 (October 2009)

T 6Document Setsd
T 6Best Practicesb®o

Clicking the heading of the accordion expands that particular area of the navigation. We first consider Document
Sets.

When you displ ay dcdomionDbpctumennha8egadi on on t henodeardaliss hows t he
of any document sets that have been created. As you select items in the navigation area, the detail for the selected
entity displays to the right.

Clicking the Vital Statistics node in the navigation pane displays the vital statistics pane to the right. Contained in
this pane is a summary view displaying compliance and quality results for all current document sets.

Each Document Set is also listed in the navigation pane. Double clicking or hitting the + indicator adjacent to the
document set expands the set of associated documents.

Selecting a document set or document in the navigation tree displays a view in the detail area comprising a number
of tabs; Structure Compliance, Quality Compliance, Discovery and Change History.

5.1 Navigation Toolbar

The options available on the navigation toolbar are:

Create New Document Set.

This allows you create a new document set. Clicking this prompts you for the Document Set
name. Once you click ok, the system creates a new document set.

a3 Add new Document

This allows you add a document to a document set. Clicking this button will present you with a
dialog box, where you have the option of adding one or more files. Choose each file by

clicking the % Add pytton at the bottom left. As you add files you will see the upload progress
represented. When done click the O6Closed bu

Once you have added the file(s), an analysis is automatically conducted on that file for Quality
and Discovery.

. Delete Item

This allows you delete the selected item. For a document set, if the document set contains
documents the system will prompt you to confirm deletion.

Note: Deletion cannot be undone.

(c) VisibleThread 2009
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jiii Associate Best Practice with Document Set

For the selected item in the navigation pane (either document set or document), this associates
a specific Best Practice.

Clicking this button displays a dialog box with a Tree showing the list of Structure and Quality
Best Practices.

Associate Best Practices *

=55 Content Practices
i## Default Content Practices
150 -9126
i Volere
25 Quality Practices
i Default Quality Terms
i High Performance Terms

{ Document Set: Fund Direct 1.1
Content Best Practice: Default Content Practices
Quality Best Practice: Default Quality Terms

,l [ OK ” Cancel ]

Select one Structure Practice and one Quality Practice. As you select the Practice you want,
the text area at the bottom is updated acco
The system will then apply the chosen Best Practice to the Document Set (or document) and
perform an automatic analysis.

Note: If structure analysis is not available, indicated by the " L icon in the navigation tree, then
you need to launch MS Word. This downloads the document and performs an automatic
structure analysis using the MS Word Addin. Once done switch back to the dashboard.

B Launch document in MS Word

This allows you launch the selected document in word and review and/or make changes to the
document within MS Word. Any changes made in the Add-in are carried back to the
VisibleThread server.

Note: Ensure that you have the VisibleThread Word Add-in installed prior to launching the
document. See section: 1.5 Downloading & Installing the MS Word Add-in for more on
installing the add-in.

Refresh

This allows you refresh the dashboard, picking up any changes made by other users or from
the add-in.

5.2 Vital Statistics

Vital Statistics displays a roll up of all frequency and compliance results for all document sets.

(c) VisibleThread 2009
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Figure 2 - Vital Statistics

The following explains each column:

Size This represents the size of the document and for MS Word is measured in
paragraphs.
Paragraphs within word are basically sets of sentences.

Status This represents the overall status of the document or document set.

This is calculated as an average of the Structure Compliance status and the Quality
Compliance status.

Structure Practice

This shows the particular Structure Best Practice that is applied to each document
set or document.

Structure Compliance

This represents the status of documents when analysed with a particular Structure
Best Practice.

The percentage (%) indicator is a roll up value arrived at by comparing headings
within contained documents against the structure as dictated by the associated
Structure Best Practice.

Quality Practice

This shows the particular Quality Best Practice that is applied to each document set
or document.

Quality Compliance

This represents status of documents when analysed with the assigned quality best
practice.
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The percentage (%) indicator is a roll up value arrived at by analysing contained
documents against categories of marker terms as dictated by the associated Quality
Best Practice.

Activity

This shows the level of activity at both the doc set and document Level. To see
detailed activity on a document set ba

5.3 Structure Compliance

5.3.1  Structure Compliance for Document Set

Structure Compliance at the document set level uses the Structure Best Practice to analyze documents for categories
of Structure premised on analyzing headings within the document.

For instance,

in a situation where you wish to revi

might want to use (or create) a Best Practice associated with a set of documents. This would establish whether
appropriate Business Drivers have:

A.) been documented and

B.) are clear to all involved stakeholders. (in many instances 3" parties)

The Structure Compliance Detail Comprises a Structure Compliance Pane and Thumbnail.

When you initially add a document to a doc set, the Structure of the document is not available. This becomes
available once you launch MS Word as analysis of the document is initiated automatically once you open word.

ew docume
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Figure 3 - Structure Complianceat Document Set Level

The Structure Compliance view shows the Structure of all documents in the document set. Each document is listed in
the view and can be expanded and collapsed as needed.

The options available in the Structure toolbar are:

Collapse
This collapses all rows
= Expand

This expands all rows to one level of depth. This is useful when you want to quickly see 2 or
more documents in terms of how they compare. Eg: you might quickly see how Business Use
cases at a certain level related to System Use Cases in a different document

= Expand selected

This expands the currently selected row so that all of its children are expanded and each of
these are themselves fully expanded.

This pane consists of a number of columns as outlined in the following table:

Doc Set / Document / This shows the document set, document, or Heading depending on what row is
Heading selected.

(c) VisibleThread 2009
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Best Practice This is the Best Practice currently in use for the specified document set or
document.

Size This represents the size of the document and for MS Word is measured in
paragraphs.

Paragraphs within word are basically sets of sentences.

Structure Compliance This represents the status of documents when analysed with the associated
Structure Best Practice.

At Document Set and Document level, the percentage (%) indicator is a roll up value
arrived at by comparing headings within contained documents against the structure
as dictated by the associated Structure Best Practice.

At Category/Heading level, the icons in the Structure Compliance column indicate
one of two states:

€] Pass i this means that the Structure (category) as expressed in the
associated Best Practice has been found as a heading in the particular
document

This means that Structure (heading) was found in the document that
but does not have a corresponding heading in the current Best
Practice. Whilst this is not necessarily a bad thing, entries with this
mark mean that the heading should be reviewed for appropriateness

As you review the status of documents, bear in mind that 100% compliance is based
on all categories in the Best Practice being found within the document. The
document may have additional headings above and beyond what is specified in the
Best Practice.

Activity This shows the level of activity at both the doc set and document Level. To see
detailed activity on a document set ba

See the next section for detailed information regarding how the actual % metric is arrived at in the Structure
Compliance column.

5.3.2  Structure Compliance for Documents

Structure Compliance at the document level is a similar in concept to document set level, the difference being that we
are looking for compliance within a specific document. For this reason, the system displays a detailed comparison
between the current Best Practice and the Structure within the selected document. as well as displaying a thumbnail
and results pane displaying selected extracts from the document.

This comparison comprises two panes, the left; Best Practice Pane displays the Best Practice, the right; Document
Structure Pane displays the document structure as extracted from the current document.

As you interact with the pane 2, the Thumbnail and Results Area are also updated. The thumbnail displays the
extent of any selected content from pane 2 and the Result Area displays selected extracts from the document
according to whatever is selected from the document pane.

The system automatically highlights matches between the Best Practice and Document Structure pane, expanding
both panes and highlighting any matched headings.

(c) VisibleThread 2009
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Figure 4 - Structure Compliance at Document Level

Black text in the Best Practice or Document pane signifies categories found in the document that correspond with the
Best Practice.

Red text in the Best Practice pane signifies categories not found in the document.

Grey text in the Document pane signifies headings found that do not match the Best Practice. (Note: this does not
necessarily indicate lack of compliance; rather it suggests additional detail above and beyond what was mandated in
the Best Practice)

As you review Best Practice against the selected document, you can also highlight & review particular Structure
areas in the thumbnail and results area. This is done by checking the (|:|) box adjacent to the heading. Once you
check these boxes, color coding appears relating the particular heading with its location in the thumbnail and the
results area.

Tip: To highlight all Structure areas check, the box (D) in the column header.

The following is the set of visual indicators signifying matched/unmatched portions in the best practice pane.

@ Black text Full Match

This means that the category was found in the comparison document and any sub-
categories were also found in the comparison document.

] Black text  Partial Match

This means that this category was found in the comparison document but that some of
the sub-categories were not matched.
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QP Red text Full Mismatch

This means that the category was not found in the comparison document and no sub-
categories were found.

& Red text Partial Mismatch

This means that the category was not found in the comparison document and that some
of the sub-categories were found.

The options available on the Best Practice pane are:

= Collapse

This collapses all categories of Best Practice
= Expand
This expands all categories of Best Practice

The options available on the Document pane are:
= Collapse
This collapses all rows
= Expand
This expands all rows to one level of depth.
= Expand selected

This expands the currently selected row so that all of its children are expanded and each of
these are themselves fully expanded.

Lt Create New Best Practice from Current Document

This allows you create a new Structure best practice based on the structure of the current
document.

5.3.3 Create New Structure Best Practice from Current Document

Clicking this prompts you for a Best Practice name. Once you click ok, the system creates a new best practice with
the name entered and following the outline of the document.

Once done, the system then prompts you as to whether you want to apply this newly created best practice against
the currently selected document.

See section 6.2 Structure Best Practice for more on how a Structure Best Practice can be edited.

5.3.4 How Structure Compliance is calculated

The structure compliance metric % takes into consideration a weighting algorithm that considers a), heading level and
b) degree of completeness of any sub-headings.

To best understand these rules it is useful to consider some examples:
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Example 1: Simple Top-level Headings only

Best Practice: Use Case (Cockburn Style)

S|

Best Practice Category
Summary
Actors
Pre-conditions
Primary flow
Alternate flows
Post-conditions
Notes

Change log

Example 2: Headings at multiple levels

Status
@ Pass
@ Pass
< Fail
@ Pass
& Fail
@ Pass
@ Pass
@ Pass

I= Mandatory?
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

The metrics are calculated as follows:

UC-CHG-0001.doc

E1E ]

Document Heading
Summary
Actors
Primary flow
Post-conditions.
Hotes

Change log

]

Size

24

oOooooo4

This best practice contains 8 top
level categories with no sub-
categories.

Each top category accounts for
12.5%, equating to (100% / 8).

6 of the 8 top categories match.

Matches are signified by the @
icon and black text. Non-

matches are signified by the @
with red text

The total structure metric comes
to 75%, equating to 6 x 12.5%.

This best practice contains 6 top
level categories. Of these, 2
have sub-categories.

Each top category accounts for
16.6%, equating to (100% / 6).

2 of the top categories fully
match in the document;

- 6Stakehol der s¢
- 6Assumptionso:
- Sub TOTAL: 33.2%

Of the remaining 4 we have 2
with a partial match:

- 6Functional R
13.8%,(5/6 of 16.6%)

- 6Nonf und.6% @ik |
of 16.6%)

- Sub TOTAL: 15.4%
The total: 33.2 + 15.4 = 48.7%

1 Top Levels: All top level entities are allocated a proportion of a total of 100%. For instance, if you have 4 top
level headings that are mandatory in the Best Practice, then each is allocated 25%.

1  Sub-levels: Top-level headings may have sub-headings, and those sub-headings may in turn have more
sub-headings and so on. So, in the instance where sub-headings exist, we weight the parent as higher than
the sub-headings and the following rule applies:

The parent heading counts as 3 sub-headings, this number is added to the total number of sub-headings
and that proportion of the allocated amount becomes the result.

For instance in example 2 above, the calculationf o r
16.6%. This is calculated thus:

t Matched Top:

6Functi i

onal

6Functional

Requirementso6 = 3
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