Visible :

VisibleThread Dashboard Help
Version 2.1 (August 2010)

Copyright 2010 VisibleThread Limited. This document is the copyright of VisibleThread Limited and may not be
reproduced in whole or in part without the consent of VisibleThread Limited. The document is not intended for
production and is furnished "as is" without warranty of any kind. All warranties on this document are hereby
disclaimed including the warranties of merchantability and fithess for a particular purpose.

Trademarks

© 2010 VisibleThreadE i s a r egi st e VisbieThteadd ithigech &l rightsadserved. All other trademarks
are the property of their respective owners.



VisibleThread Dashboard Help - Version 2.1 (August 2010)

Table of Contents

1

4
5

Introduction & general notes

11 Whatdés new in 2.1

1.2  General Compatibility

1.3  Browser Compatibility & Settings

1.4  Anote on browsers

1.5 General Notes

1.6 Downloading & Installing the MS Word Add-in
Signing into VisibleThread dashboard
Quick start Guide i Key Usage Scenarios

3.1 Create New Document Set

3.2  Add Document to Doc Set and Create Initial Structure Analysis

3.3  Create new Structure Reference Practice based on your Document

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

3.5 Associate Document Set (or Document) with a Structure Best Practice

3.6  Create New Users
Understanding 6Document Setsd and
Document Sets

5.1 Vital Statistics

5.2 Document Sets Navigation Toolbar

5.3 Creating a document set and adding documents

5.4  Associating documents and document sets with Reference Practices

5.5  Structure Analysis

551 Structure Analysis View for Document Sets

5.5.2 Structure Analysis View for Documents

5.5.3 Create New Structure Best Practice from Current Document
55.4 How Structure Compliance is calculated

5.6  Quality Analysis
5.6.1 Quality Analysis View for Document Sets
5.6.2 Quality Analysis View for Document
5.6.3 How Quality Compliance is calculated
5.6.4 Conducting a document quality review
5.7 Discovery
5.7.1 Discovery View for Document Sets
5.7.2 Discovery View for Document
5.8  Concept Tracking
5.8.1 Concept List View for Document Sets

5.9 Change History

6Reference

Best

0w 00 N N o o o o o b~ b D b B B

9Pr acti ce
9
10
12
14
16
18
18
20
22
23
24
24
27
31
31
32
33
36
38
38
42

(c) VisibleThread 2010



VisibleThread Dashboard Help - Version 2.1 (August 2010)

6 Reference Practices
6.1 Reference Practices Navigation Toolbar
6.2  Structure Practices
6.2.1 Usage Matrix - Structure Best Practice
6.2.2 Associating and disassociating Best Practices with documents from the Usage Matrix
6.2.3 Re-ordering & Sorting Columns
6.2.4 Editing Structure Best Practices
6.3  Quality Practices
6.3.1 Usage Matrix - Quality Best Practice
6.3.2 Re-ordering & Sorting Columns
6.3.3 Editing Quality Best Practices
6.3.4 Quality Weightings
6.4  Concept Lists
6.4.1 Usage Matrix - Concept Practices
6.4.2 Editing Concept Lists
6.5 Exporting and Importing Best Practices
7  User Admin
8 VisibleThread MS Word Add-in

9 Troubleshooting

44
44
45
45
a7
a7
48
50
50
51
52
54
54
54
56
58
58
59
60

(c) VisibleThread 2010



VisibleThread Dashboard Help - Version 2.1 (August 2010)

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.

If you are using the on-demand version of VisibleThread, navigate to the VisibleThread website at:
http://www.visiblethread.com/and c | i c k o n ttoha thedtdpIrightNUsé thetcredientials that were
provided to you.

If you are using the on-premise version of VisibleThread, navigate to the VisibleThread dashboard at the URL that
was provided by your VisibleThread administrator and use the credentials that were provided to you.

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.

1.1What 6s 2flew i n

For a full 1list of whatods new please see the Release Notes
http://www.visiblethread.com/support/documentation

1.2 General Compatibility

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

1.3 Browser Compatibility & Settings

The VisibleThread dashboard is a browser based environment. Testing has been done for IE 6 and above & Firefox 3
and above; however the application should run on all major browsers.

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

1.4 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 6s me mo rcan rebult in ingeasedperfornande.

1.5 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 Add-in help file for full details of how
to install. This can be found at: http://www.visiblethread.com/support/documentation

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

a. After initially uploading MS Word 2003 documents, you must open the doc in MS Word with the
add-in installed in order to channel structure statistics back to the dashboard. MS Word 2007
documents do not require this.

(c) VisibleThread 2010
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b.  Whilst Quality, Discovery and Concept List Statistics are displayed without having to run MS Word,
these are indicative; the most accurate data is only shown after invoking into MS Word.

1.6 Downloading & Installing the MS Word Add-in

Pl ease see tVisgbleTheadWaord 2007 add 2003Add-i n I nstall ation Instruct

on how to install, and also how to remove previous versions of the MS Word Add-in if applicable. This document is
available at: http://www.visiblethread.com/support/documentation .

2 Signing into VisibleThread dashboard

If using the on-demand offering, in your web browser go to the VisibleThread website at:
http://www.visiblethread.com/

Cl iJIGNINGO at t h eAtthioppint you @rdprompted to sign in.

If you are using the on-premise offering, in your web browser go to the VisibleThread dashboard using the URL that
was provided to you.

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 - X N LY s

File Edit View History Bookmarks Tools Help
@ - c b Relsln hitps://stagevisiblethread . com/ W '."’ Google bl
"% VT Dashboard = -
Visible' irea [J (2.0 prerelease 3 Build 1018) Install M3 Word Add-in 3 fergal2@insure-corp.com | Sign out | User Admin | Help 6
{5 Document Sets = || bvitatistatistics
EE K| = Ga | [7] e %, Bxport | E] [
Vital Statistics Project/Document Size Overall Status | Structure Practice  Structure Compliance  Quality Practice Quality Compliance Activity
ZFin1 3
Be anz @ (EFin 1 2 documents € 11% VT-BRD V1.0 Defaut pis v23  TEAN 6 edits (7
# [ Z Fin .
& 03 Fin 3 @ [FFin 2 2 documents < 10% WT-BRD v1.0 Defautt pus v2.3  TEA 4 edits (7
6 (' Sample Doc Set = [EFin3 3 documents ¢ 6% WT-BRD v1.0 = Defaut plus v2.3  EE
@ [ Trading System - v3 @ [ 7 Sample Doc Set 3 documents < 32% WT-BRDv1.0 fozs | Default plus v2.3
& L Trading System - v3 S documents  /h 52% VT-BROv1.0 Default plus v2.3 5 edits (2
4
Trading System - v3
Added by: concepttest, 21 Apr 10, 12:04
Last modified: fergal2@insure-corp.com
Last modified on: 17 May 10, 15:53
Structure BP: VT - BRD v1.0
Quality BP: Default plus v2.3
Concept List: Finance - Basic v1.0
eference Practices + q 1 »
Done 3
= —
Figure 171 Vital Statistics screen showng after a successful sign in
Once you see this screen, check thatthe versionnumb er at t he 2@p |l eft says 0

If you see this screen but the version is not @.1§ 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.
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Tip: Completely clearing your browser cache:
InlIE7,thiscanbedoneby cl i cking o60dweilsg>HDelt et eé®r then click [6Del et e

For users of Firefox, c¢click 6Tools > Clear Private Dataéd. A
to on, ensuring the other checkboRetsaaNew@&hecked off .| Click

In both cases shutdown and restart the browser.

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

3 Quick start Guide 1 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 _‘nj ®document Sets6  a in theanavigation pane

Clickthe ™26 New Document setodo 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
6Pol icy Quote Systemb.

3.2 Add Document to Doc Set and Create Initial Structure Analysis

Step Notes/Tips
1 Click on the _‘lj ®document 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 * Add pytton at the bottom left. As you add files you will see the
upload progress represented.

dh
Clickthe #6Add Documentd button

When done click the 6Closebd butt

4. Once the document(s) are added, the dashboard will display the new  Note: For MS Word 2003 documents,
docs. Quality and Discovery analysis is available for the document to see structure analysis, you need to
and in the case of Word 2007 formatted documents (.docx) structure launch the document in MS Word
is also available. first.

Note for MS Word 2003 user only: For MS Word 2003 documents,
structure analysis is not available until you launch the document in the
MS Word add-in. This is indicated by the following icon in the

. =
navigation tree L

To see structure analysis you must launch MS Word by selecting the
3
document and clicking the <# button.

Instructions for downloading the add-in are in section: 1.6

(c) VisibleThread 2010
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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 Reference Practice based on your Document

Step Notes/Tips

Note: To create a Structure
Reference 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 Setsdé  a in theanavigation pane

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

3. For MS Word 2003 documents, if structure analysis is not available, Note: Skip this step if structure
indicated by the " [l icon in the navigation tree, then launch MS Word. :gffglrs‘n'fezas already been

This downloads the document and performs an automatic structure
analysis. Once done switch back to the dashboard

4 Inthe2™pane un Geucturd Anaysisd t ab, ©b6CcC&:
new Best Practice from Current D

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

Note: See section: @ Reference
Practices6 f or f ul | d
edit a Best Practice

Edit the Best Practice as needed, by navigating to the Best
Practicesd  ain theanavigation pane and highlighting the newly
added practice

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

Step Notes/Tips

Click on the ¥ dReference Practicesd  a in theanavigation pane

2. Sel ect StacturehPerac& i cesd or s6Quakimsy
navigation area

3. Clickthe ¥ 6 New Best Pr tcreatea ped empty Bdsto n
Practice or click " to duplicate an existing Best Practice.

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 s e 6Beston:
Practicesd f omwtodf
edit a Best Practice.
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5. CIickontheEéSaveé to save any change

3.5 Associate Document Set (or Document) with a Structure Best Practice

Step Notes/Tips
1 Click on the _‘nj document Sets6  a in theanavigation pane
2. Select the Document Set or the Document (in the case of Structure

Best Practice)

3. Click the *= button, at which point a drop down sub-menu appears.
Sel ect the O6Associ atoptionSt ructure

Clicking this displays a dialog box with a Tree showing the list of
Structure Practices.

Re-associate Structure Practice ®

=I5 Structure Practices
i Default Content Practice
i WT - Architecture & Design v1.0
VT - BRD v1.0
WT - Non Functional v1.0
i WT - Test Plan v1.0
B VT - Use Case v1.0
£ WT - Vigion v1.0

Trading System - Rule 50

Added by: frank. jones@insure-corp.com, 07 Dec 08,
Lazt modified: fergall @insure-corp.com

Last modified on: 30 Apr 10, 17:54

Structure BP: NT - BRD v1.0

Quality BP: Default plus v2.1

Concept List: Finance - Basic v1.0

[ OK ] [ Cancel ]

Select the Structure Practice that you want to re-associate.

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

4, Once satisfied with choices made, clic k 6 OK&6 and t he
will be associated with the current Document Set or Document 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 ohthe Note: If you do not see this link
dashboard appear, this indicates you are not

an 6admind user.
VisibleThread administrator to

(c) VisibleThread 2010
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request administrator privileges

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

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

4 Understanding 6 Do cRefeence BeStePtra&k tdrcdk s@d

The core concepts at play in VisibleThread are Document Sets and Reference Best Practices. Together, these
offer an understanding of how compliant a given set of documents are from a Structure, quality and concept
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 equivalent to a Program or Portfolio.

Given that a document set is in essence a collection of documents (BRDs, Tech specifications, Test Plans),
one of the first things you will look to do is to create a new document set and then start adding documents.

Full details on how to do this is outlined in the next section.
Document sets are associated with reference practices which determine the treatment of the content.

Reference Practices: Reference practices come in three forms: Structure Best Practices, Quality Best
Practices and Concept Lists.

1. Structure 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 perfofmamcde omad 6secyuil remémars 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.

Structure Practices can be associated with both document sets and specific documents.

2. Quality Practices focus on categorized term sets that if found, indicate potential risk issues in the
document (s). For i nst amde oimthdwdniekt ef thefollovang pentenpger i at e 6
is impossible to measure andtestf or , e. g. O6we must deliver appropriat
user volumesd. Thi sduceshmgleriskoof podriaanchitected I& 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.
Quality Practices can be associated with both document sets and specific documents.

3. Concept Lists allow you specify particular categories of terms / phrases that you may have an
interest in tracking. If looking at a financial system for example, one might define a Concept List
thatt racks occurrences of terms and phrases |like 6trad

Concept Lists can be associated with document sets.

5 Document Sets

To recap, 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 navigation tree to the left and a detail pane
to the right.

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

|l
1

6 Document Setso

dReference Pr acti ces 6

(c) VisibleThread 2010
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VisibleThread ™ 2.0 prerelease 3 8

_:jl Document Sets +

i Reference Practices +

Clicking the heading of the accordion expands that particular area of the navigation.

When you display édcdomionDpctumennha8éegadti on on t henodearddliss 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 structure 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 Analysis, Quality Analysis, Discovery, Concept Tracking and Change History.

5.1 Vital Statistics

Vital Statistics is the first view you see when you expandt he &é Document Setsd accordion. It p
for all current document sets (projects). It displays a roll up of all frequency and compliance results.

It also shows editing activity over the last period for all document sets.

(c) VisibleThread 2010
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i 4B ™ VT Dashboard

VisibleThread ™ 1284k 1010)

& VT Dashboard - Internet Explorer provided b  Dell .

MNavigation View

¥ ¢ in Natural Language Requirements 2 -

% v B - % v [hPage v {5 Tooks v

8

InStal US Word Add-in & frank jones@s

rp.com| Sign out | User Admin | Helo @)

3 Document Sets - | vityf/statistics
R da | X U | V.2 2.Export F]
& vial statistics ProjectDocument Size Overall Status | Structure Practice ~ Structure Complance | Qualty Practice  Qualty Complance  Activity (last 21
S ERAD Computers - Supply Chan =307 &8 Computers - Supply Chain Jdocuments @ T7E% Strata - Business € Defaut Qualéy Prac EE
# [i}Bank ABC - Payments
@ (5 Sample - Biz & Sys UCs B AB Computers Lid - Business | 335 paragraphs @ 85% Steata - Business C EEL NN Defoutt Quaky Prac
@ E7yWebinar BB, B Computers Ltd - Software ! 77 paragraphs 4 T1% Strata - Business C [ S Default Qualty Prac
B 45 Computers Lid - Software ! 220 paragraphs /4 73% Strata - Business C ECTRIN Defautt Quaity Prac EXET RN |
3 2 Bank ABC - Payments 7documents P 43% TX - Business Case (B Default plus 1 2 edits {1 perso
EH CHG Enhancements - Market R 351 paragraphs @ 11% TX - Business Case [ Default plus 1 =3 2 edits (1 perso E:
B3 CHG Enhancements - Phase 1. 304 paragraphs @ 0% TX - Business Case Togl Detault plus 1 = |
B3, yC-CHG-0001 doc 78 paragraphs 4 B1% USDAFSA - Use C: S0 Default plus 1
B, |yC-CHG-0002 doc 177 paragraphs /b 52% FSA - Use C: B0 Default plus 1 ey
B C-CHG-0003 doc 130 paragraphs £ 60% USDA FSA - Use C: R Defaut plus 1 Josgaiin
B3, yC-CHG-0004 doc 65 paragraphs /L USDA FSA - Use C: [ Default plus 1 e e
B, |yC.CHG-0005. doc 136 paragraphs USDA FSA - Use C: B Default plus 1 e |
=17 Sampie - Biz & Sys UCs @ 19% Defautt Content Pra SR Default Qualky Prac SR
B 7.cash_business_scenarios_- agraphs @ 1% Defauk Content Pra EE Default Quakty Prac S
BE3, 7.cash_system_use_cases_vi 18 paragraphs @ 3% Defautt Content Pra R Defautt Quaity Prac EE NN
3documents @ 43% USDA FSA - Visien TN Dafault Qualty Prac EEES
2858 paragraphs @ 32% USDA FSA - Vision EIg4 Default Qualky Prac
75 paragraphs 4 50% USDA FSA - Vision a Default Qualty Prac ey
75 paragraphs . 50% USDA FSA - Vision T Default Qualty Pg

Figure 2 - Vital Statistics

The following explains each column presented in the Vital Statistics view:

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 the status of documents when analysed with the assigned quality
best practice.

(c) VisibleThread 2010
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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

Additionally, the following options are available in the Vital Statistics toolbar:

:k'ﬁ i

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.

Export to CSV

This allows you export the current view to a text format that is comma delimited. The first
output row represents the column headings. This type of file can be opened directly in MS
Excel.

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. E.g.: you might quickly see how Business Use
cases at a certain level related to System Use Cases in a different document

You can navigate directly to the details for a given document set or document within vital statistics by clicking on the
links that appear when you hover over the documents in the vital statistics view.

5.2 Document Sets 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.

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 dotitore click the 6Closed bu

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

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 Add-in. Once done switch back to the dashboard.

(c) VisibleThread 2010
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bl

_

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.

Associate Reference Practice with Document Set / Document

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

Clicking this button displays a sub-menu menu allowing three types of association:
1. Associate Structure Practice
2. Associate Quality Practice
3. Associate Concept List

Once you select one of the three options you can choose the relevant practice similar to the
following screen:

Re-associate Structure Practice ®

=55 Structure Practices
i Default Content Practice
i VT - Architecture & Design v1.0
1 WT - BRD v1.0
VT - Non Functional v1.0
i VT - Test Plan v1.0
B VT - Use Case v1.0
£ WT - Vigion v1.0

Trading System - Rule 50

Added by: frank jones@insure-corp.com, 07 Dec 08,
Lazt modified: fergall @insure-corp.com

Last modified on: 30 Apr 10, 17:54

Structure BP: T - BRD v1.0

Cuality BP: Default plus v2.1

Concept List: Finance - Basic v1.0

[ OK ] [ Cancel ]

Select a Structure Practice, Quality Practice or Concept List. As you select the Practice you
want, the text area at the bottom is updated accordingly. Once satisfied with the choice made,
c | i c kThéspdtetn will then apply the chosen Best Practice to the Document Set (or
document) and perform an automatic analysis.

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: 1.6 Downloading & Installing the MS Word Add-in for more on
installing the add-in.

(c) VisibleThread 2010
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2] Refresh

This allows you to refresh the dashboard, picking up any changes made by other users or
changes made from edits in the document originating from the MS Word add-in.

5.3 Creating a document set and adding documents

One of the first activities you will perform with the dashboard is to upload documents for analysis of key structure and
quality metrics.

Firstly we need to create a document set to contain our documents, following which we will add some documents.

To create a document set follow these steps:

1 Click on the _‘nj ®document Sets6  a in theanavigation pane

Clickthe "6 New Document setdé button

Enter the name you want to call your doc set which should correspond with the general intent of the
document s, for instance we might call it 6Policy (
Up g r aideabanking scenario.

At this point, you will see an empty document set as shown in the following view:

551 Document Sets - Policy Quote System

\':r'ﬁ'l 2 K| = 5 [2] Add a document to this document set by didking *3
i vital statistics
= [z Sample Financial System
# Lz Trade 1
# LZ Webinar L& (Feb 2010)
[z Policy Cluote System

Figure 3 - Empty doc set called 'Policy Quote System'’

To add documents, follow these steps:

L]
1 Clickthe 26 Add Documentd button | (goueah &sclickithe sameicomia theright pare). b

2 You are presented with an 6 pload dialog boxdas shown here.

(c) VisibleThread 2010
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Add New Documents *
Ready.
State Filename: hote
g6 Add Close

Figure 4 - The Upload dialog box

You have the option now of adding one or more documents for upload.

Click the ™ 444 putton located at the bottom left of the dialog pane. This presents a normal file chooser. Select the
documents you wish to add. As you add documents, you will see the upload progress represented.

Note that multiple documents can be added. In the following case we see two documents have been uploaded

Add New Documents *
| Ready. |
State ~ Filename Note
& CHG Enhancements - Market Reguirements QK.
& CHG Enhancements - Phase 1.doc QK.

Whendone,c | i ck t he @tGHe bostaendighbaofithetupload dialog box.

At this point, VisibleThread performs two actions; it uploads the documents themselves to the VisibleThread server
and then analyses the documents indicated by a message similar to the following:

* Analysing Document 1 of 2 : CHG Enhancements - Market Requirements, doc

3 Once the document(s) are added, the dashboard will display the new docs in the navigation tree.
Quality and Discovery analysis statistics are immediately available for uploaded documents. For MS Word 2007
documents you will also automatically see structure analysis; however document structure is not immediately
available for MS Word 2003 documents.
NOTES: for users using MS Word 2003 documents:

Absence of structure analysis is indicated by this icon appearing in the navigation tree.
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balE) *3 X | = g E' Structure Compliance Quality Compliance Discovery Change History
£ vital Statistics
# | 5 Sample Financial System
= [ Trade 1 Structure analysiz iz net currenthy available for this Document.
= To see document structure, this Document must first be opened in Word.
Click the link below to open thiz document in Word

CHG Enhancements - Phase 1.doc

@ L5 Webinar 14 (Feb 2010)

=75 Policy Quote System
CHG Enhancements - Market F | S@launch in Word: CHG Enhancements - Phase 1.doc
CHG Enhancements - Phase 1

MWOTE: Pleaze enzure the MS Word Add-In iz installed prior to launching.
If the Add-In iz not installed, Word will present a blank decument.

Figure 5 - Structure View after initial document addition

a. You must have the VisibleThread Add-in installed in order to see structure for a given document in the
dashboard as it is the add-in that provides this structure analysis back to the VisibleThread server.

b. To see structure analysis you must first launch MS Word by selecting the document and clicking the S
button. Alternatively, start MS Word directly and sign in using the VisibleThread add-in.

c. Instructions for downloading the add-in can be found in section d.6: Downloading & Installing the MS
Word Add-ind

d. Instructions for using the add-in to generate structure are contained in the &isibleThread-Ad di n F
pdf which can be found on http://www.visiblethread.com/support/documentation/

4 Once the add-in opens with the document selected, an automatic structure analysis is conducted if you launched MW
Word wusi ng tption. Tlhidcammurichtés bark to the VisibleThread server which in turn populates the
dashboard with the analysis.

> Once the analysis is done in the add-in, you can see the structure in the dashboard by clicking the refresh button g

The structure is then presented similarly to below

_:_13 Document Sets — ||| CHG Enh ts - Market Requi ts.doc
Tro dh x o B lz_l - r— - o - N
iz & Sw | [ Structure Analysis Quality Analysis Discovery Concept Tracking Change History
1} Vital Statisti
‘_\d & siatisties Best Practice: VT - BRD v1.0 CHG Enhancements - Market Requirements, doc

Fin 1

&

@ gFin2 Sp=| U Create | Salaunch | 5] 5]
i s 1 Best Practice Category Status Is Mandatory? Decument Heading Size
£} s2 & Intreduction ) Partial Mandatory = | | [# Introduction 23
%L Sample - Biz & Sys UCs  Requirements Scope & Fail Mandatory # Securty Requirements 82
=7 Trading System - Rule 50

mﬂCHG Enhancements - Market ReqL [# Functional Regquirements < Fail Mandatory 3 Associate Usability 44

B CHG Enhancements - Phase 1.dog | @ Data Requirements @ Fail Mandatory @ Interface Requirements s
B |)C-CHG-0001 doc

m

I e i

@ Hon-Functional requirements <> Partial Mandatory est E 10 |
8 |)C-CHG-0002 doc
mﬂUQCHG—DDDB.dUC Security Reguirements @ Pass Mandatory 9
I8, ) C_CHG-0004.doc I Availability Requirements < Fail Mandatory 45
EEEU&CHG—UUUE-.CIUC Usability Requirements < Fail Mandatory . 2
System Help Reguirements & Fail Mandatory
Performance Reguirements & Fail Mandatory
Scalability Requirements < Fail Mandatory
[ Interface Requirements ) Partial Mandatory i
Heading Document Content In Document

Figure 6 - Document Structure displayedafter initial analysis

5.4 Associating documents and document sets with Reference Practices

VisibleThread allows you associate a particular Reference Practice either with a document or document set.
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Document sets, when initially created, assume the relevant 6 d e f a u | taé specifieal n the Reéerence Practices
area. For more on setting defaults, please see section: 6 Reference Practices.

The list of associations is specified in the properties area of the screen:

4 L 3

Trading System - v3

Added by: concepttest, 21 Apr 10, 12:04
Last medified: fergal2@insure-corp.com
Last medified on: 21 May 10, 08:18
Structure BP: VT - BRD v1.0

Quality BP: Default plus v2.3
Concept List: Finance - Basic v1.0

= Refaranca Practices +

To change the association, document set. Now,cl i ¢ k t h e ™0 Butenomhdreaporetibe system displays a
sub-menu menu facilitating three types of association:

1. Structure Practice associations
2. Quality Practice associations
3. Concept List associations
Once you select one of the three options you can choose the relevant practice similar to the following screen:

Re-associate Structure Practice *

=55 Structure Practices
i Default Content Practice
WT - Architecture & Design v1.0
VT - BRD v1.0
WT - Non Functional w1.0
WT - Test Plan v1.0
WT - Use Case v1.0
B VT - Vigion v1.0

Trading System - Rule 50

Added by frank.jones@inzure-corp.com, 07 Dec 09,
Last modified: fergall@insure-corp.com

Last modified on: 30 Apr 10, 17:54

Structure BP: VT - BRD v1.0

Quality BP: Default plus v2.1

Concept List: Finance - Basic v1.0

[ oK ][ Cancel ]

Figure 7 - Choosing a structure practice

As you select the Practice you want, the text area at the bottom is updated accordingly. Once satisfied with the
choice made, click O60OK6. The system will then apply the chos
automatic analysis.

Notice that when you change a Best Practice at document set level, all contained documents acquire this new Best
Practice, except for documents where you have set a Best Practice explicitly at the document level itself.

Note 1: Explicitly setting Structure or Quality Practices for documents

To set a Structure or Quality Best Practice for a given document, select the document first in the navigation tree and
perform the steps above.

In this instance, the Best Practice is associated with only the document itself. This setting overrides the Reference
Practice set at Document Set level.

Note also that concept lists cannot be overridden at the document level.
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NOTE 2: An alternative way to associate multiple Best Practices can be done from the Usage Matrix within the
Reference Practices area. This is suitable if you want to perform bulk associations for one or more document
sets/documents.

See section: 6.2.2 Associating and disassociating Best Practices with documents from the Usage Matrix for more
detail.

5.5 Structure Analysis

The Structure Analysis view is tailored depending on whether a Document Set or specific document is selected in the
navigation area. The following sections outline how each is handled.

5.5.1 Structure Analysis View for Document Sets

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

Forinstance,inasi t uati on where you wish to review documented 6ébusin
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 Analysis Detail Comprises a Structure Analysis 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.
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Y& 4 |48 VT Dashboard Thumbnail showing outline of v [ihPage v (FTools v
documents in document set
VisibleThread = (2.0 prerelease 3 Buid 1018) "™ | Sian oot | User Admin | Heto @
& Document Sets ~ | Trading System - Rule 50
3% | X | oy 9| & Structure Analysis | Quaity Analyss | Discovery | Comcept Tracking | Change History
A .
e L} ;/:,: Statistics 200t E] 3 CHGgnhancemen . T cug
HBFn2 Doc Set / Document / Heading Best Practice Size Structure Complance Activity 18%
" ;hs 1 317 Trading System - Rule 50 VT -BRD v1.0 7 documents T I Sed ~
HiGns2 =3T3, CHG Enhancements - Market Requiremen /T . BRD v1.0 246 paragraphs Sed
& [ Sample - Bz & Sys UCs 3 ntroduction 23 @ Pass
317 Trading System - Rule S0 & Security Requirements. 62 @ Pass =
E,';CHG Enhancements - Market Requ 8 A ste Usabit “ 9 3
23 CHG Enhancements - Phase 1.doc 4 Iterface Requrements 35 @ Pass
5 uC-CHG-0001.doc N Lo8 regt
B yC-CHG-0002 doc N e e 10
5 1,C.CHG-0002 doc A Fue Remsse ¢
B9 )¢.CHG-0004 doc ) @ Use s
B C.CHG-0005 doc £pbintia: Bisinads AL
=, CHG Enhancements - Phage’1 doc VT-BRO V1.0 849 paragraphs
20 % !
Introduction 9 @ Pass
03 1"
12
3
Structure Analysis Pane B
content of Stakeholders 10 @ Pass
0 Functional Requirements 45 @ Pass
B 148 |
a4 t Scog 2% | -
= » «[m »
@ Internet | Protected Mode: Off R100% ~

Figure 8 - Structure Analysis at Document Set Level

The Structure Analysis 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:

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.

e Export to CSV

This allows you export the current view to a text format that is comma delimited. The first
output row represents the column headings. This type of file can be opened directly in MS
Excel.

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. E.g.: you might quickly see how Business Use
cases at a certain level related to System Use Cases in a different document
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