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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.

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

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.

1.1 Wh a t éwsin 1l

For a full Tist of whatds avalablepninea:se see the Release Notes
http://www.visiblethread.com/support/documentation
1.2 General Compatibility
VisibleThread Add-in supports the following file types:
T Word 2003
T Word 2007
1.3 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: 1.4 for full details
- Onthedashboard at the top right area, theirned,i sclai clki ntkhicsa.l |
- 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

1.4 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 PPamal modn owi rdawv,al ealte ofp

- Find the entry oO6VisibleThreadAddind in the list of
Note: For Early Adopter users only i pre 1.0
Early Adopter users (using any beta release ranging from beta 1 to beta 6) should additionally perform these
steps:
In your documents area, | ocat e anAdinabsepigto deartydureregidtiyly
To do this, run the prileegmmm 6regedit. exebd. Locate
OHKEY_ CURRENSoftwb®EWR si bl eThreado6é and del ete this. |
this step
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1.5 Verifying the add-in is installed.

Once the add-in has been installed, launch MS Word as normal. If running in MS Word 2007 you will see the
following screen:
TTTTTTR T T T D R Sac Replace

{eadingl THeading2 7Heading3 THeading4 - Change
Styles ~ g Select -

Styles P Editing

&

16 AT VisibleThread X

VisibleThread”

SErver vt1.visiblethread.com
Email

Passward

By signing in, wou are indicating acceptance of the
End User License Agreement

Wersion: 1.0b
Build: 1089

Figure 171 VisibleThread sign in screenn MS Word 2007

A similar screen shows for MS Word 2003.

If you dondét see this scrsmpot@sidbetvead.comcont act support at:

2 Signing in and signing out

2.1 Signing in
Enter your VisibleThread user credentials. This comprises your user id (mail address) and password. Cl i ck &6si gn i no.

The system will validate your credentials. Once you are successfully validated, the system presents a screen showing
the list of current document sets existing on the VisibleThread server. Select the document set you wish to use and
click OK. At this time you are presented with the full details associated with this document set.
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: VisibleThread - x

frank. jones@insure-corp, com successfully signed in.
Defaulk Document Set:

['ZABC Bark

Ef;jlnsure Corp -Policy Adjus...
Ejlnsure Corp -Payments 5y...
[ZMidland CRM - Customization
['Zsample Set

Figure 2 - List of available Document Sets

I f you dondt s ucontiaue edding theyexicsection rgatding proxy authentication.

2.2 Signing in when proxy server authentication is in place

Many corporate environments impose restrictions when connecting to external sites. In these cases further
authentication is required, mandating a further user id and password. The rules that govern these connections are
reflected in 6 p r serverdsettings in your browser.

If VisibleThread detects that there is a proxy configuration in place and that authentication is required, it presents the
following screen:

"™ Login to Proxy Server @

Your network settings are configured to use a proxy server. The proxy
server requires credentials to connect.

Please enter user name and password below.
(Contact your network administrator for further details)

User name: |
Password:
F’roxy Server. 192168113

Proxy port: 8080

OK || Cancel

Figure 3 - Proxy Server authentication screen

VisibleThread automatically detects the proxy server and port number from your system configuration.
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Enter your proxy user id and [ yos@aewoaware ohyou authénticatbnuée®idK 6 t o pr oc
and password, contact your network administrator for those details.

Tip: Verifying if you are working in a proxy configured environment. The easiest way to check whether your
environment has these types of settings is to check your browser configuration.

In the case of Microsoft Internet Explorer, do this by:
1. clickihgb6 Tool sd, o6l nternet Optionsbd
2. clickingt h e ¢ Co n tateand thep clickibigt he O6LAN Settings?®o button

You will see a screen similar to:

Local Area Network (LAN) Settings Iﬁ

Automatic configuration

Automatic configuration may override manual settings. To ensure the
use of manual settings, disable automatic configuration.

Automatically detect settings

[]Uze automatic configuration script:

Proxy server

IUse a proxy server for your LAM (These settings will not apply to
dial-up or VPN connections).

Address:  proxy.ucd.ie Port: 2484

[| Bypass proxy server for local addresses

0K ] [ Cancel ]

Inthiscase,a check box i s on i n indicatingbaproxy seyver&emmplace.r 6 secti on

Alternatively, it is also possible to configure proxy authentication using a configuration script, in which case the 6 Us e
automatic confwildeacheaked. on scri pt o

This indicates that proxy authentication is in use and is configured in a script run by your network administrators.

If unaware of user and password, contact your network administrator.

2.3 Signing out

To sign out, click on -the &é6Sign outdé | ink in the add

Signing out means that your local area for VisibleThread documents will be removed and any locals changes not
saved to the VisibleThread server will be lost.

For this reason, the add-in always prompts you to confirm this action.

3 Understanding 6Document Setsd and &édBest Practi ce

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.
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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 perfofmancdeceée oanmd 6s e @ @ hightteyelna@fmskis 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 instance, the term O6appropr
sentence is impossible to measure andvels&gptimef or, e. g.
given high user volumes6. This type of |l anguage intr

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.

4 Understanding how the MS Word Add-in and the VisibleThread server interact

The VisibleThread Server centrally stores any documents and document sets that have been added via the
dashboard. Other elements such as best practices and any generated analysis is also stored centrally on that server.

When you interact with the add-in for the first time, all associated documents and best practices are downloaded
l ocally to a |l ocal dir ect odogumenta. Inicases wheidyou Ravesaiddclnmerit setwétta d 6 under
a lorge number of sizeable files, this can be a lengthy operation as all files are being downloaded.

4 F[ Documents
gegl-0.0
@¢ My Dropbox
My Virtual Machines
4 My VisibleThread
) Best Practices
. Projects

Figure 4 - local file structure

When changes are made to VisibleThread controlled documents, these changes are saved and stored in the dvly
VisibleThreaddéfolder.
The 6saved functionality within M&eaWord will save to the 6My

When you are ready to commit any saves to the central VisibleThread server then hit the save button in the
VisibleTherad Add-in. This also means that you can operate in offline mode, with no connection to the VisibleThread
server required. If you subsequently reconnect at a later time, changes can then be saved with no issues.

5 Working within the Add-in

After signing in you are presented with the current working document set.
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VisibleThread v x

geE @ signout @ .
B rcrance ok Qucte Syken)] Tree displays the cumrent document set
=5 CHG Exhancement Project Markat i guiements along with any documents contained

83, 4G Enhancements - Phase 1.doc
B, uC-0i6-0001.doc
B3, )C-CH60002.doc
BB, uc-HG6-0003.doc
B3 UC-0HG-0004.doc

« it ’
[

1 046 Enhancement Project M...
- CHG Enhancements - Phase ...

L UCCHG-000Ldoc
UC-CHG-0002,doc Use Case (... S

| C-CHG0003.doc Use Case (... T Tabs show statistics at document set
UC-CHG-0004,doc Use Case (... g level far Structure, Quality and Discovery.

Figure 5 - The Add-in showing a document set selected

The screen is broken into a number of areas; Toolbar, Navigation Tree and Detail area in the bottom portion
represented as a collection of tabs.

As you select nodes in the tree, the corresponding detail is adjusted in the bottom portion.

5.1 Navigation Toolbar

The options available on the navigation toolbar are:

Open Selected document

This allows you open the selected document in the navigation tree. If the document is already
open this will result in switching to that document.

Tip: Double clicking on the tree or thumbnail has the same effect.

Switch Document Set

£

This allows you switch from one document set to another. See more detail in section: 5.8
Switching Between Document Sets

= Save to VisibleThread

This allows you save any changes you have made to the currently active document. See below
for more

[ Add Heading to Document

This is enabled for the structure view when you can add elements of Best Practice directly into
the document
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i Test Connection

This will test the connection from the add-in to the VisibleThread server. If you have been
disconnected or are in offline mode, clicking this button will help validate what is happening
and you will be presented with a screen outlining the reason for why the connection is failing

Note: Proxy Details changed. In the cases where a network configuration adjustment has
occurred for instance if the proxy has changed, then you will be disconnected and placed in
offline mode. Clicking this button allows any new settings to be picked up by the add-in and will
allow you reconnect.

i

Refresh

This will refresh your Withtecbnteatsoéthe sen®@My Vi si

Sign out
This allows you sign out

(7} Information
This displays a dialog box with:
- version information
- help file in both HTML and PDF format

- legal information

5.2 Structure Compliance for the 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.

‘ m »
Structure Complance | Gualty Complance | Discovery
Losadi s A
jb}a:mePckﬁinngn!an 6
+- CHG Enhancement Project M...

CHG Enhancements - Phass ... {
+ UC-CHG-000 1. doc

LC-CHG-0002.doc Use Case (... Y
Brorreies oe Cane ... Tabs show stafistics at document set
UC-CHG-0004.doc Use Cose (. level for Structure, Quality and Discovery.

Figure 6 - Structure Compliance at Document Set Level

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

Doc Set / Document This shows the document set with any contained documents.

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.
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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.

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.

5.3 Structure Compliance for Documents

When you select specific documents in the doc set, then the detail area is populated with the relevant structure and
best practice. This is in addition to displaying a thumbnail for the active document.

The Structure Compliance tab contains a Tree List that outlines the document and its detailed structure, followed by
the best practice and its detailed structure.

The system automatically highlights matches between the Document and Best Practice, expanding both so that any
matched headings are highlighted.

(7)
Q_; VisibleThread v x
S 8- o |E sionout @ -

Active & =13 Insurance Policy Quote System
selected @B, CHG Enhancement Project Market Requirements Document 2
@5, CHG Enhancements - Phase 1.doc
Document B, |)C-CHG-0001.doc

05, JC-CHG-0002.doc
I8, YC-CHG-0003.doc
UC-CHG-0004.doc

n

<

Document Structure displays the

y 5 " |
S‘_wwcmphme (Qusky Lo v = currentdocument decomposed o it's
Document Heading Size/ headings and sub-headings
=} CHG Enhancements - Phase ... s
| @3 Overvie 3 [
i ect Summary (Phase 1 2 [
) 3 [
148 ]
. 4, Pr oe 2 1]
i |#} Functional Requirements (=] 307 ]
» 6. Assurﬁpbons/R:stncbons/.,. (=] 51 ¥ 2
| @7 : 65 |
i ®6G 54 (]
i ol.g 41 ]

j Default Content Practice
i Project Drivers o\
. Stakeholders ® Best Practice This shows the structure
(3} Functional Requirements matches made for the active document
:J Nonfunctional

Project Issues

CHG Enhancem A

< (] »

based on the associated Best Practice, in
this case, the Default Content Practice

¢|(0|0

Server Status: Online

@R E = leensgul =) (] (+)

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

(c) VisibleThread 2009



VisibleThread MS Word Add-in Help - Version 1.1 (December 2009)

Grey text in the Document area 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)

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

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

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

The following is the set of visual indicators signifying matched/unmatched portions in the document and best practice
tree list.

] Black text Full Match

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

] Black text  Partial Match

This means that this category was found in the document but that some of the sub-
categories were not matched.

P Red text Full Mismatch

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

<o Red text Partial Mismatch

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

5.4 Quality Compliance for Document Set

Quality Compliance at the document set level uses the Quality Best Practice to analyze documents for categories of
quality oriented issues premised on analysing document text based on marker terms found in the document.

The Quality Compliance Pane shows the quality assessment for all documents (in the document set) rated against
the current Best Practice as well as the roll up statistics for the document set itself.

| Structure Compianog Qualty Compliance Dtscovetg

- - Quality Tab shows statistics at document
Doc Set / Document BestPractice Size Is... set level for Quality displaying individual

=} Insurance Policy Quote System Default Qu... 6 stats for each document
b CHG Enhancement ProjectM... DefaultQu... 37219

CHG Enhancements - Phase ... Default Qu... 816 48[
b UC-CHG-0001.doc Default Qu... 71
- UC-CHG-0002.doc DefaultQu... 185
b UC-CHG-0003.doc DefaultQu... 134
£... UC-CHG-0004.doc DefaultQu... 68

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

Doc Set / Document This shows the document set with any contained documents.
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Best Practice This is the Quality 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.

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

At Document Set and Document level, the percentage (%) indicator is a roll up value
arrived at by frequency of occurrence
Quality Best Practice.

Additionally a weighting can be assigned to categories of marker terms. See the
dashboard help document for more on weighting.

5.5 Quality Compliance for Documents

When you select specific documents in the doc set, then the detail area is populated with the relevant structure and
best practice. This is in addition to displaying a thumbnail for the active document.

The Structure Compliance tab contains a Tree List that outlines the document and its detailed structure, followed by
the best practice and its detailed structure.

The system automatically highlights matches between the Document and Best Practice, expanding both so that any
matched headings are highlighted.
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v
3| VisibleThread v X
SEE = |E sinout @ -

Active & e s
Selooted CHG Enhancement Project Market Requirements Document 2
5, CHG Enhancements - Phase 1.doc
Document UC-CHG-0001.doc

BB, 4C-CHG-0002.doc
UC-CHG-0003.doc
B, JC-CHG-0004,doc

« n »

[categories Weight Status
;J—I};con‘oletmss -May ... Medium @ Fail
2} Ambiguity Hgh @ Fail
| & Optionality Terms Low 0 Fail
- maybe

perhaps
—mght _
—may B [ Best Practice This shows the ‘marker
- could 'i,'j\ terms’ and any maiches made for the

possibly

Ylwil

active document based on the associated
(&) Imprecse Medum @ Pass Quality Best Pre_icﬂce. inthis case, the
Default Quality Practice

CHG Enhancem 2

Server Status: Online

(EEEFEET e Or———=C™

Black text in the Quality Compliance tab signifies category terms were found in the document.
Grey text in the Quality Compliance tab signifies category terms were not found in the document.
Red text in the Quality Compliance tab signifies category terms were not found in the document.

As you review the occurrence of marker terms in the document, you can also highlight & review particular term
occurrences in the thumbnail and results area. This is done by checking the (I”1) box adjacent to the category or
category term. 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. To highlight occurrences for a specific
category only, check the box (D) adjacent to the category. The tree will automatically expand and any occurrences
are automatically highlighted.

Discovery

5.6 Discovery

Discovery allows you quickly get an understanding of the intent of a set of documents that you are unfamiliar with.

It analyses the documents on the basis of frequency of occur
VisibleThread uses Natural Language Processing technology to identify these so this type of search is different from
a normal string search in MS Word or equivalent.

Nouns are important as you review documents in that they often form the basis of particular processes. Noun chucks
generally indicate specific variations on nouns.
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For instance i
existing subsc
|

f I have the following statement in a
r
6customer 6 wil!/l

be picked up, while the noun chucks.

In this context, you will see the following displayed in the dashboard discovery view:

3| VisibleThread v x
S 5| E signout @
Active & 3 Insurance Policy Quote System
selected BB, CHG Enhancement Project Market Requirements Document 2
Document 35, *CHG Enhancements - Phase 1.doc

BB, yc-cHG-0001.doc
35, UC-CHG-0002.doc
B3, C-CHG-0003.doc
B3, YC-CHG-0004.doc

: Frequency of marker terms
{Term } - is presented

Checkbox allows individual
marker terms to be selected
and reviewed

CHG Enhancem -

< i »

Server Status: Online

EETE

= heosu(C——U e

Tiat

5.7 Editing a document and synchronizing with the server

Ediingadocument either directly or by usi 691)mndyaffedh theresdtoft
the analysis currently loaded in the add-in.

For example, if you add a heading that is currently showing as absent, then the local copy will be out of synch with
the result in the structure compliance tab.

On the other hand, if another user edits documents and saves those to the server, for instance by adding new
documents then the add-in will be out of step with the server and will need to be refreshed.

There are a number of visual indicators in the add-in that tell you the status of document sets and documents vis a vis
the current server state. The following examples outline some scenarios:

Example 1: A local change was made to the active document
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VisibleThread * x When local edits occur in documents, the visual
22 i @ |5 |E Signout @ - |,nd|cator is an asterix ,(_*)' In this example we see Athat
i 6 CHG EnhanicPehnaesnet sl1. docdé ha
El Insurance Policy Quote System dified
mj CHG Enhancement Project Market Requirements Document 2 moditied.
-8 *CHG Enhancements - Phase 1.doc
- JC-CHG-0001.doc
-8 UC-CHG-0002.doc
- JC-CHG-0003.doc
M8 | JC-CHG-0004.doc
< | m &
Example 2: A server side change was made
VisibleThread - VisibleThread supports multiple users engaging with
—— ) the document set. In the case where another user has
? E & mondayferg | Sign out . . . .
- e o adjusted elements of the doc set, the visual indicator is
=[5 Alastarl

& = . to display the name of the affected entity in italics. In
) 1746 DG 002-DesignReport Feb.doc h | h h h dified
I8, cF Functional Specification - 0. tew (draft the example, we see that another user has modifie
| pecification - 0, lew (draft) 02062008.doc ~

.0 | JC-C50004.doc &JC-CHG-0005.docb .

S (A Hovering over the particular document displays the user
[ Server Change made by mondayalastair. Hit refresh to retrigve that has made the change.

5.7.1 Refreshing from the server

If you notice that server side changes have been made, you can refresh from the server by clicking the g button.
This will bring down locally any changes that have been made on the server from other users. For instance, if another
user has added a new document that document will appear once you refresh.

The following describes the types of changes that are detected and resolved on a refresh:

Action Impact on Add-in What causes this?
Document This downloads the document and any Another user has added a document to the
Added associated analysis. document set.

Analysis for the document set is also
updated to take into account the new
analysis totals.

Prior to the refresh you will see the
document set shown in italics indicating a
change on the server.
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Action Impact on Add-in What causes this?
Document Analysis for a given document is updated to ~ This happens as a result of one of three things:
Analysis reflect the new analysis. .
Upde)llted © y - The document has been edit by another
Analysis for the document set is also user, resulting in a new server side analysis

updated to take into account the new

analysis totals. - The Structure or Quality Best Practice

associated with this document has been
Prior to the refresh you will see the modified resulting in a new server side
document set shown in italics indicating a analysis

change on the server. . .
9 - The Structure or Quality Best Practice

previously associated with this document
has been changed resulting in a new server
analysis.

5.7.2  Saving to the Server
When you are ready to commit your changes back to the server, click the save button E This will save changes
made to the currently active document back to the VisibleThread server.

Once you click save, the Add-in prompts you to enter a comment, useful to describe the types of changes or
modifications you have made to this document.

Tip: You can continue to make local saves by using the normal save functionality from within MS Word. This will save
any changes to the O6My VisibleThreadd folder only.

573 Multruser scenarios and O6optimistic |lockingé

With VisibleThread, multiple users can edit documents in the same document set at the same time.

VisibleThreadt akes an 6éopti mi sFroml aokendgbdboapppeashpective this mean
wi nso. In practice if Eva and Frank start editing, with Fran
presented with an option screen:
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