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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.

If you are using the on-demand version of VisibleThread, navigate to the VisibleThread website at:
http://www.visiblethread.com/and cl i ck on t he &SI GNUsé¢tNecredentialdtttarwerat t he top ri
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 2ew i n

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

1.2 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.

1.3 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

br ows er 6yfootprintrandrcan result in increased performance.

1.4 General Notes for MS Word 2003 users only

After initially uploading MS Word 2003 documents, you must open the doc in MS Word with the add-in installed in

order to see structure statistics in the dashboard.

1.5 Downloading & Installing the MS Word Add-in

Pl ease see tVisghleTheadAdde mt Idhstall ation Instructionsd for detail

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/
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Cl i SIGN IND

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.

at t h eAtthioppint you @réprompted 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 - Morilla Firefox \ \ SHEEE X
File Edit Wiew History Bookmarks Tools Help
@ A c L) G@ https://stage.visiblethread. com/ w o P
" VT Dashboard - -
\ﬁSiblE irea d (2.0 prerelease 3 Build 1018) Install MS Word Add-in ﬂ fergal2@insure-corp.com | Sign out | User Admin | Help ﬁ
5 Document Sets ~|| vital:Statistics
3t X[ = G| E ] S Export | E] 5
1% Vital Statistics Project/Document Size Overall Status = Structure Practice Structure Compliance  Quality Practice Quality Compliance Activity
FFin1 .
WG anz @ (GFin 1 2 documents € 1% VT-BRD V1.0 Defautt plus v2.3 & edis (-
& Lz Fin
& J_Fi“ @ [FFin2 2 documents < 10% T -BROv1.0 Defaut pus v23 [ £ edits (7
(% Sample Doc Set @ [FFin 3 3 documents P 6% WT-BRDv1.0 f45; | Defaut plus v23 T2
& [ Trading System - v3 i [ Sample Doc Set 3Jdocuments 32% WT-BRD v1.0 oz | Default plus v2.3
# [ Z Trading System - v3 5documents /. 52% VT -BRDv1.0 Default plus v2.3 5 edits (]
4
Trading System - v3
Added by: concepttest, 21 Apr 10, 12:04
Last modified: fergal2@insure-corp.com
Last medified on: 17 May 10, 15:53
Structure BP: VT - BRD v1.0
Quality BP: Defautt plus v2.3
Concept List: Finance - Basic v1.0
eference Practices + < m *
Done 3 #
=
Figure 17 Vital Statistics screen showing after a successful sign in
Once you see this screen, check that the versionnumb er at t he 220p | eft says 0

If you see this screen but the version is not @.2§ 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 cl i ck* nBel6odo®!| Browsing Hi storyeéd, then ¢l
For users of Firefox, click 6Tools > Clear Private Dalt
to on, ensuring the other chearkbPrxiewsataeg eDathae cMhewld .of f

In both cases shutdown and restart the browser.

I f you doscéken orsy@udave ttoubk in clearing the browser cache, please contact us on

support@visiblethread.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.
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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
OPol i cYByQu emsd .

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 T 244 pytton at the bottom left. As you add files you will see the
upload progress represented.

dh
Clickthe ¥ 6 Add Documentd button

When done click the 06Closeb6 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 2007/2010 formatted documents (.docx) launch the document in MS Word
structure 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

. T
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: 1.5
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 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 ®document Sets6  a in theanavigation pane
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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. ;Q?fg/rsrlqsezas already been

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

4. Inthe2™pane un Geucturd Anadysisd t ab, EbCc&:
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 # &Reference Practicesd  ain theanavigation pane

2. Sel ect StaucturelPerracd i cesd or sd6Quakmsy
navigation area

3. Clickthe " 6 New Best Pr tcreatea red 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:
Pr act i c kdetails dndaw tof
edit a Best Practice.

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 _‘lj ®document Sets6  a in theanavigation pane
2. Select the Document Set or the Document (in the case of Structure

Best Practice)

Click the ™= button, at which point a drop down sub-menu appears.
Sel ect the OAssoci atoptonStructure
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Clicking this displays a dialog box with a Tree showing the list of
Structure Practices.

Re-associate Structure Practice *

=H5E Structure Practices
i Default Content Practice
i WT - Architecture & Design v1.0
& WT-BRD 1.0
i WT - Non Functional v1.0
WT - Test Plan v1.0
WT - Use Case v1.0
#WT - Vision v1.0

Trading System - Rule 50

Added by: frank.jones@insure-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

l 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 & a n dprattibee
will be associated with the current Document Set or Document and a
re-analysis will happen automatically.

3.6 Create New Users

Step

1. In the Dashboard, click onthe 6 Us e r A danhthentdp right ohthe
dashboard

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.

Notes/Tips

Note: If you do not see this link
appear, this indicates you are not
an 6admind user.
VisibleThread administrator to
request administrator privileges

4 Understandi ng O Do cRefeeemct BeStdPtralc ta rcdke 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.

(c) VisibleThread 2010
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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.

2. 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 perfofmamncdce onmad 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 inst amde Oimthdgwdni@kt ef thenfollbvang gentenper i at e 6
is impossible to measure and testf or , e. g. O6we must deliver appropriat
user vol ume sféanguabeimtreducesyhmteriskoof poorly architected IT 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
that tracks occurrences of terms and phrases |ike 6t

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 havigation tree to the left and a detail pane
to the right.
The Navigation pane operates in 6 a ¢ ¢ o fashiorg thedaccordion comprises two sections:

T 6Document Setsd

1 &ReferencePr acti ces b

VisibleThread” 2.0 prerelease 3B
&) Document Sets +
i Reference Practices +

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

When you displ ay édcdolionbDpctmenna8egabdi on on t henodearddaliss 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.
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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 firstviewyouseewhen you expand the O6Document
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.

Setso

Figure 2 - Vital Statistics

& VT Dashboard - Internet Explorer provided b Dell ; Nawgatlon View
- o 7 = »
W% & | VT Dashboard 2~ B ~ & ~ [} Page v G Tooks =
VisibleThread™ (1.2 8uia 1010 Insiol US Word Addoin & frank jones@i rp.com| Sign out | User Admin | Hely @)
) Document Sets =i etatistics
i e g | a.Bport §]
& vial statistics ProjectDocument Size Overall Status | Structure Practice ~ Structure Complance | Qualty Practice  Qualty Complance  Activity (last 21
@ L[AB Computers - Supply Chain =307 48 Computers - Supply Chain Jdocuments @ 7% Sirats - Business € Defaut Guaity Prac E
# [i}Bank ABC - Payments )
1 Sample - Biz & Sys UCs BB AB Computers Lid - Business§ 335 paragraphs @ 85% Steata - Business C EEL NN Defoutt Quaky Prac
@ _fmbmr B AB Computers Lid - Software! 77 paragraphs 4 T1% Strats - Business C [ Default Qualty Prac
B 45 Computers Lid - Software ! 220 paragraphs /4 73% Strata - Business C ECTRIN Defautt Quaity Prac EXET RN i
=% Bank ABC - Payments 7 documents @ 43% TX - Business Case (B Default plus 1 2 edits (1 perso |
U3 CHG Enhancements - Market B 351 paragraphs @ 11% TX - Business Case [ Default plus 1 =3 2 edits (1 perso, ::
EB CHG Enhancements - Phase 1. 304 paragraphs 9 0% TX - Business Case Tg) Default plus 1 =
B3 yC-CHG-0001.doc 78 paragraphs 4 61% USDAFSA - Use C: 0 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% USDAFSA - Use C: R Default plus 1 sk
B2 UC-CHG-0004.doc 65 paragraphs A USDA FSA - Use C: [ Default phus 1 ot o |
B3, UE-CHG-0005 doc 136 paragraphs % £2% USDA FSA - Use Ci SR Default phus 1 e |
=17 Sampie - Biz & Sys UCs 2 docu @ 19% Defautt Content Pra SR Default Qualky Prac SR
U, 7.cash_busness_scenarios_-  S7épffagraphs 9 1% Defauk Content Pra EE Defaukt Quaity Prac SEAN
BE3, 7.cash_system_use_cases_vi 18 paragraphs @ 3% Defautt Content Pra R Defautt Quaity Prac EE NN
3documents § 43% USDAFSA - Visien TN Dafault Qualty Prac EIES
Vital Statistics s 2858 paragraphs @ 32% USDA FSA - Vision EIEA Defautt Qualty Prac
document 75 paragraphs [ 50% USDA FSA - Vision RN Default Quaity Prac [
Ciuality 75 paragraphs A 50% USDA FSA - Vision R8I Default Qualty P
Trend Graph
ntent
Best Practices + E

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

(c) VisibleThread 2010
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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.

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 fol

:klﬁ 1)

lowing options are available in the Vital Statistics toolbar:

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.

(c) VisibleThread 2010
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g 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 putton at the bottom left. As you add files you will see the upload progress
represented. When doneclick t he o6Cl osed button.

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 Ll 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.

. 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 2010



VisibleThread Dashboard Help - Version 2.2 (October 2010)

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
# T - Architecture & Design v1.0
& WUT - BRD v1.0
i VT - Non Functional v1.0
= WT - Test Plan v1.0
i VT - Use Case v1.0
#WT - Vision v1.0

Trading System - Rule 50

Added by: frank jones@insure-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

l 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 ¢ kThe spsked 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: 1.5 Downloading & Installing the MS Word Add-in for more on
installing the add-in.

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.

(c) VisibleThread 2010



VisibleThread Dashboard Help - Version 2.2 (October 2010)

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 _‘lj ®ocument Setsdé  a in theanavigation pane

Clickthe "6 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/l it 6Policy
Up g r aidabanking scenario.

At this point, you will see an empty document set as shown in the following view:
53 Document Sets -| | Policy Quote System

Yo 4 NE- & | &
=) = X | = Ga E Add a document to this document set by dicking =

i vital Statistics
[ [z Sample Financial System
H L Trade 1
& [ FWebinar 14 (Feb 2010)
[z Policy Quote System

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

To add documents, follow these steps:

4k
1 Clickthe ¥ 6 Add Document 6 button | (9oueah &so clickithe sameicomia theright pare). b

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

Add New Documents *
| Ready. |
State Filename Note
g6 Add Close

Figure 4 - The Upload dialog box

You have the option now of adding one or more documents for upload.
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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 X
| Ready. |
State = Filename Note
& CHG Enhancements - Market Reguirements QK.
& CHG Enhancements - Phase 1.doc Ok,

Whendone,c | i ck t he @tGHe bastenéighbafithetupload 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 2007/2010
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 2| appearing in the navigation tree.
v gk E 1 - - . S— —
E & X | = G Z' Structure Compliance Quality Compliance Discovery Change History
& vital Statistics
# | 5 Sample Financial System
g Trade 1 Structure anahysis is net currenthy available for this Document.

. . To see document structure, this Document must first be opened in Word.
vebinar 14 (Feb 2010) Click the link below to open this document in Word
% Policy Cluote System

CHG Enhancements - Market F | S@launch in Word: CHG Enhancements - Phase 1.doc
I CHG Enhancements - Phase 1

CHG Enhancements - Phase 1.doc

MWOTE: Pleaze enzure the MS Word Add-In iz installed prior to launching.
If the Add-In is 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.5: Downloading & Installing the MS
Word Add-ind

d. Instructions for using the add-in to generate structure are contained in the &isibleThread-Addi 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
Wordusing t he o6Launchdé option. This communicates back to
dashboard with the analysis.
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5 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

2 Document Sets —!| | CHG Enh ts - Market Requi ts.doc
{aiE]| *3 K| =~ 5 E Structure Analysis | Quality Analysis Discovery Concept Tracking
{8 Vial Statstcs Best Practice: VT -BRD v1.0
= [EFin 1
# LFFin 2 Ej‘ :—EI
) Ins 1 Best Practice Category Status Is Mandatory?
HLEins 2 # Introduction O Partial Mandatory
& - Sample - Biz & Sys UCs [ Requirements Scope & Fail Mandatory
=75 Trading System - Rule 50
8 CHG Enhancements - Market Reql [ Functional Requirements & Fail Mandatory
I8 CHG Enhancements - Phase 1.dog | [# Data Reguirements & Fail Mandatory
T UC-CHC-0001 doc (=@ Non-Functional requirements < Partial Mandatory
B |)C-CHG-0002 doc
IIEE UC-CHG-0003.doc Security Requirements @ Pass Mandatory
I8 || C-CHG-0004.doc I Availability Reguirements & Fail Mandatory
I, |)C-CHG-0005.doc Usability Requirements < Fail Mandatory
System Help Requirements % Fail Mandatory
Performance Reguirements & Fail Mandatory
Scalability Reguirements & Fail Mandatory
& Interface Reguirements ) Partial Mandatory

Heading Document Content

Figure 6 - Document Structure displayed after initial analysis

Change History

CHG Enhancements - Market Requirements, doc
4 Create | Salaunch | E] (&

Document Heading Size =

+ || @ Introduction 23 I}
# Securty Reguirements 62 [}

3 Associate Usability 44 |:|

: ® Interface Requirements 35 |:|
r ts (“TestE 10 [}
s O

% [0

_ 2 [

In Document

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.

Document sets, when initially created, assume the relevant 6 d e f a u | taé specifiel @ the Reference 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:

1 | 1} | »

Trading System - v3

Added by: concepttest, 21 Apr 10, 12:04
Last modified: fergal2@insure-corp.com
Last modified on: 21 May 10, 08:18
Structure BP: VT - BRD w1.0

Quality BP: Default plus v2.3

Concept List: Finance - Basic v1.0

i Referance Practices +

To change the association, document set. Now, cl i ¢ k

sub-menu menu facilitating three types of association:
1. Structure Practice associations
2. Quality Practice associations

3. Concept List associations

t he “%Amtm,oméreuptoretﬁe system displays a

Once you select one of the three options you can choose the relevant practice similar to the following screen:
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Re-associate Structure Practice *

=H5E Structure Practices

Default Content Practice

# VT - Architecture & Design v1.0
1 WT - BRD v1.0

i WT - Non Functional v1.0

= WT - Test Plan v1.0

i WT - Use Case v1.0

B WT - Vision v1.0

Trading System - Rule 50

Added by: frank.jones@insure-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 - Bagic v1.0

l 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 O060OK6. The system will theandperfomlay t he 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.

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.

For i nstance, in a situation where you wish to review documen
might want to use (or create) a Best Practice associated with a set of documents. This would establish whether
appropriate Business Drivers have:
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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.

% & |2 VT Dashboard Thumbnail showing outline of v [k Page v &G Tools v
documents in document set
VisibleThread (2.0 prerelease 3 Buid 1018) — PO | Sian out | User Admin | Helo @
'8 Document Sets = Trading System - Rule 50
3% | X By % £ Structure Analysis | Quaity Analysis || Discovery | ConceptTraddng || Change History
& "
: L\F/:n: Statistics ~ 2Bpot §] 3 H B CrGnnancemen . T cug
@ '}Fn 2 Doc Set / Document / Heading Best Practice Size Structure Complance Activity
B0ENs 1 37 Trading System - Rule 50 VT-BRD V1.0 7 documents i Sed ~
Higns2 5558, CHG Enhancements - Market Requiremen VT . BRD v1.0 346 paragraphs Sed
& [ Sample - Bz & Sys UCs @ Introduction 22 @ Pass
1. Trading System - Rule S0 @ Security Requirements. 62 @ Pass -
235, CHG Enhancements - Market Requ A ste Usabit PP -
3 CHG Enhancements - Phase 1.d0¢ @ Interface Requirements 5 @ Pass
B3 yC-CHG-0001.doc 4 o8 o
894 C.CHG-0002 doc =l e il 10
3 C.CHG-0003.doc i F3kire Crmaliorst 9
B2 C.CHG-0004 doc T Eies €
B )C-CHG-0005 doc 2 A y 42
=% CHG Enhancements - Phage’t doc VT-BRD v1.0 249 paragraphs  [EE
3 % !
Introduction 9 @ Pass
1n
12
3
s 4 f
Stakeholders 10 @ Pass
Functional Requrements 45 @ Pass
! 2t {
2 148 |
o4 1 Scop 2% | -
" » <« [Lm ’
& Internet | Protected Mode: Off #H100% ~

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.

= 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.
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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

= 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.

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 T 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.

5.5.2  Structure Analysis View for Documents

Structure Analysis at the document level is similar in concept to document set level, the difference being that we are
focussed on adherence to a reference structure practice for a specific document.
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For this reason, the system displays a detailed comparison between the current Best Practice and the Structure
found for the given document. Like the doc set view, a thumbnail displays the extent of content for given selected
sections in the document. A results pane is displayed showing selected extracts from the document.

The essence of this screen is a comparison comprising two panes, the left; Best Practice Pane displays the currently
associated Best Practice for the document, the right; Document Structure Pane displays the document structure as
it occurs in 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.

Pane 1 showing categories

terms form Structure Practice

Pane 2 indicates the content of
W & | @ VT Dashboard

the document compared again st
the Best Practice

VisibleThread ™ (20 prerelease 3 Buid 1018)

43 Document Sets ~ | CHG Enh rket doc
2R B - A SR Y Structure Analysis sality Analysis | Discovery | ConceptTradking | Change Histor
A Vtal Statistics
3}
Pr LB o 2 X
B CgFn 1 Best Practice: VT - BRD v1.0 GG ts - Market Requrements.doc BB 46 Enhancemen
@ EFn2 il 3 “iCreate “wlaunch E] I
@l hs1 Best Practice Category Status Is Mandatory? Document Heading Size
HLGns2 & ntroduction O Partial Mandatory ~ | 3 Introduction 23 [ —
Sample - Biz & Sys UC:
@ L Samp e inbnnd & Requirements Scope @ Fail Mandatory J Security Requirements 82 . v
37 Trading System - Rule 50 -
B0 Enhancements - Market Requ | = | unctional Requirements LAl Handaiory G A an s AV
B3 CHG Enhancements - Phase 1.do¢ | & Data Requirements @ Fai Mandatory @ Logging and Reports (“Audtabity’ 16 ] [@
1UC-CHG-0001.doc 3 Non-Functional requrements O Partial Mandatory |2 2 “
#uc-cHG-0002doc 3 Interface Requirements 35
UC-CHG-0003.doc Security Requirements @ Pass Mandatory v -
B, 1) C-CHG-0004.doc Avalabity Requirements @ Fail Mandatory 4 Pa ting Req ents (TestE 10
B4 1C-CHG-0005.doc Usabiity Requirements @ Fail Mandatory @ Fulure ferat 9
Redurements @ Fai Mandatory
45
Results Area @ Fail Mandatory
4
@ Fai Mandatory 2
O Partial Mandatory

A s [T
« m

« m »
Heading Document Content
CHG - Market Req

Added by: frank jones@insure-corp.com, 0
Last modified: fergall @insure-corp.com
Last modified on: 04 May 10, 19:56
Structure BP: VT
Qualty BP. D
Concept List Fin

i Reference Practices +

" Authentication, authorization, logging and reporting requirements detailed

Security Req.., below are intended to fulfill legal obligation of compkance with Sarbanes-
Oxley in NSURE-CORP Canada’s fiscal year 2005. They are aiso intended

* to address general security concerns, and provide better accountabity

B and reporting on CHG-related activity.

Thumbnail v
amount of d me entfor ! Er—

G

Figure 9 - Structure Analysisat 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 (D) 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.
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| 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

] Black text

P Red text

&y Red text

Light Red
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.

Partial Match

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

Full Mismatch

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

Partial Mismatch

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

Optional Mismatch

This means that an optional category was not found in the comparison document.

NOTE: This does not impact the compliance score arrived at.

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:

L Create New Best Practice from Current Document
This allows you create a new Structure best practice based on the structure of the current
document.

) 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.

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.
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5.5.3 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 6.2.4 Editing Structure Best Practices for more on how a Structure Best Practice can be edited.

5.5.4 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:

Example 1: Simple Top-level Headings only

Best Practice: Use Case (Cockburn Style)

ER= |

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

Change log

Example 2: Headings at multiple levels

Best Practice: Default Content Practice

E=RE
Best Practice Category
Project Drivers
Stakeholders
= Functional Reguirements
Functional
Use Case
Data
= Nonfunctional
Constraints
Look and Feel
Usability
Performance
Maintainability and Support
Security
Legal
Project lssues

Asgsumptions

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

Status
< Fail
@ Pass
) Partial
@ Pass
@ Fai
@ Pass
<> Partial
@ Pass
@ Fail
@ Fail
@ Fai
< Fail
< Fail
< Fail
@ Fail
@ Pass

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

Is Mandatory?

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

UC-CHG-0001.doc

EIE & %l G
Document Heading Size
Summary 2z
Actors 24
Primary flow 5
Post-conditions 5
Hotes 3
Change log 16
CHG Enhancements - Phase 1.doc
ElEE % G
Document Heading Size
EO 43
22
3
148
2
= Functional Requirements 307
Functional 3
Data 5

oOooooo@

i e e o

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%
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The total: 33.2 + 15.4 = 48.7%

The metrics are calculated as follows:

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, t he cal cul ati on for O6Functional Requiren
16.6%. This is calculated thus:

¢ MatchedTop: OFunctional Requirementso6 = 3

¢ MatchedSub: 6Functional 6 = 1

¢ MatchedSub : 6Datad = 1

¢ Number non-matched subs = 1

¢ Total Matched: 5

¢ Overall total 6
yielding 5/6 of 16.6%
The second partial hit in exampllé%autdIB6%. dhisfiscalculdtedonf unct i

thus:
¢ Non-Matched Top: &Ronfunctional 6
¢ Matched Sub: 6Constraintso = 1
¢ Number non-matched subs = 6
¢ Total Matched: 1

¢ Overall total 10
yielding 1/10 of 16.6%

5.6 Quality Analysis
The Quality 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.

5.6.1 Quality Analysis View for Document Sets

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

Linguistic ambiguity in IT specifications introduces considerable risk, in the sense that different stakeholders may
interpret different things, thereby failing to meet expected business objectives.

The Quality Analysis Detail at document set level comprises a Quality Analysis Pane, Thumbnail and a Whitelist.

(c) VisibleThread 2010



VisibleThread Dashboard Help - Version 2.2 (October 2010)

Document Set Quality
Compliance Pane showing

document quality compliancevisa
vis current Quality Best Practice

5 Document Sets -
B fy | X |2 G [ [F]
1} Vital Statistics
@ (FFin1
@LEFin2
@ (fns 1
HiEns2
& [ Sample - Biz & Sys UCs
=75 Trading System - Rule 50
B CHG Enhancements - Market Regu
B3 cHE Enhancements - Phase 1.doc
BB | C.CHG-0001.doc
B, |C-CHG-0002.doc
BB JC-CHG-0003.doc
B IC-CHG-0004.doc
B ¢ CHG-0005. doc

Practice’

“ "

Trading System - Rule 50

Added by: frank jones@insure-corp.com, 0
Last modified: fergall @insure-corp.com
Last modified on: 04 May 10, 23:11
Structure BP: VT - BRD v1.0

Trading System - Rule 50
Structure Analysis | Quality Ana

9 =8 CHG Enhancements - Pha
@ =B yc-CHG-0001.dac

Tree/List shows categories and %
terms form current Quality Best

to downioad TODO Unresolved - lack o... Users have the oplion to

£ v B v & v [5hRage v G Tools ¥

Instad WS YWord Add-in ,‘:f fergall @nsure-corp.com | Sion out | User Admin | Hel

Discovery || ConceptTrackng | Change History

RaExport g ﬂ _; un_’CHG Enhancesn
ProjectDocument/Qualty Best Practics Size Weighting % lssues Quaity Compiance 0N
=1 Trading System - Rule 50 Default plus v2.1 7 documents I -
25 CHG Enhancements - Iarket Requin Defaut plus v2.1 346 paragraphs 57 % |
@ [T Unresolved - lack of closure Medium 1 @ Fai
@ L3 Boundary uncertainty Medum 1 & Fail
@ Lif Measurabiity Medium 10 @ Fai
@ (3 Optionaity Medum 20 & Fail E
@ LTk imprecise & Subjective Medum & @ Fai
@ L35 Open ended Medium 17 @ Fail

@ L 3£ Unachievable - too specific,

doc  Default plus v2.1 849 paragraphs - = %
Defaut pus v2 1 72 parsgraphs White list displays document set

Defaut plus v2.1 177 paragraphs level phrasesthatare marked as
Dataud ki v? 1 ey = hite listed (benign) as a result of
Review sessions

p2.qoc

ot

Whitelist Entry Originating Term Originating Category  Originating Context Added By )
all service Al Quantification Updated 2.1.6 to read: “The solution shall permit ail service  frank jones@ins...

." from "The solution shall

of implementation associates. .
permt all service associates.

load the 80 byte fergall @insure-.. *
transactions. (This wil eliminate re-keying entries in CHG
should they be submitted by the user to the wrona reaion)

n »

€ Internet | Protected Mode: Off ®100% -

Figure 10 - Quality Analysis at Document Set level

The Quality Analysis Pane shows the quality assessment for all documents (in the document set) rated against the
current Quality Practice. The Quality Practice consists of sets of categorized quality terms or expressions that if found
suggest ambiguity or lack of specification. In essence identification of such phrases introduce risk into a

program/project.

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

Project / Document /
Quality

This shows the document set, document, or Quality Category depending on what
row is selected.

Best Practice

This is the Best Practice currently in use for the specified document set or
document.

Weighting One of High, Medium Low as specified in the category within the content of the
Quality Best Practice. See section 6.3.4 Quality Weightings for specifics on setting
weightings for categories within a quality Best Practice.

Size This represents the size of the document. MSWordé s i nt er nal iswata
is shown here, it can be approximated as close to a single sentence.

# Issues This shows the number of marker terms encountered at the level of the current row.

At document and category level this is a roll-up value, calculated by summing the
number of issues (marker terms) found below.

Quality Compliance

This represents the status of documents when analysed with the associated Quality
Best Practice.
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At Document Set and Document level, the percentage (%) indicator is a roll up value
arrived at by comparing quality categories within contained documents against the
structure as dictated by the associated Structure Best Practice.

At Category level, the icons in the Structure Compliance column indicate one of two

states:

@ Pass 1 this means that none of the suspect marker terms in the given
category were found in any part of the document. These markers are
categorized in the associated Best Practice.

P Fail i this means that one or more suspect marker terms in the

category have been found in the document. These markers are
categorized in the associated Best Practice.

The % value at document level is calculated by considering all categories with equal
priority. For instance if you have 4 categories and three of the four categories are
not evident in the document then a value of 75% is calculated.

Tip:Ifyou wi sh to focus on certain very sp
number of categories forthese, set ti ng t hem wiperhapsevea h i
having one term per category. This results in shifting the % weighting towards these
categories & terms.

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 section 6.3.3 Editing Quality Best Practices for more on how a Quality Best Practice is composed.

5.6.1.1 The Document Set White list

The Whitelist contains phrases that have been reviewed and m
review session. See section: 5.6.4 €Conducting a document quality reviewd ; f or more on conducting a
and white listing.

Whitelisted items apply to the full document set. This means that you get the benefit of a whitelisted item even though
they originally are identified in the context of a single document.

For instance you may haveegmdnibt anidstbey osmalrlrebmecei onédss his acr
this document set will be omitted from the issue list.

Whitelist
X Remove =, Export

Whitelist Entry Originating Originating Category Originating Context Added By Added On Description

S e
Replacing transmit.exe for CHG
will not have a direct impact on
the associates who use the
ECR application or Test Payroll
sites.

small buginess segment  small Ambiguity The SBS CSRis a frank jonesi@insure-corp.com 17 Feb 10, 08: Quality review of document 'CHG
non-technical, business Enhancement Project Market
resource dedicated to offering Reguirements Document 2.0.doc’,
front-line support to INSURE- changes made to Whitelist with the
CORP's small business segment comment: ‘Reviewed and added some =
clientele, including clientz using whiteslist stu ff

Telephone or Fax Payroll, or
SBS pay@work. -

Figure 117 White list with entry for 'small business segment’
Each white list entry shows the person that made the addition, the actual context within the document for the whitelist
entry during the review and the specific document that was under review at the time.

Collectively this information makes understanding the rationale of the whitelist addition clear for any subsequent
review.
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You can also remove items from the White list. If you do so you will be prompted to enter a comment. All Whitelist
removals are logged as part of the document sets change history.

See section: 5.6.4 Conducting a document quality review for more on conducting document reviews.

The following outlines the meaning of each column in the White list:

Whitelist Entry The exact phrase that has been marked for whitelisting: e.g. business unit.
Originating Term The term that the whitelisted phrase contained when originally added to the
Whitelist.

Note: Whitelist entries can contain terms that are no longer considered an issue.
This occurs under two circumstances:

i. if a different quality BP association has been set up that does not contain the
term

ii. If the current quality BP is modified to no longer contain the offending term

Originating Category The category that the whitelisted phrase contained when originally added to the
Whitelist. See note in previous section as the same applies to categories that may
no longer be considered a quality issue.

Originating Context This shows the whitelisted phrase in the context of the surrounding statement at the
time when it was originally added to the Whitelist.

Added by The VisibleThread user that added the phrase to the Whitelist
Added on The date when the phrase was added
Description This shows the specific document that was under review at the time along with the

comment if entered as part of the review session.

5.6.2 Quality Analysis View for Document

Quality Analysis at the document level is concerned with identifying specific document level issues and allowing you
to conduct review sessions. Whereas, the document set quality view is focussed on summary information the
document view is specific to the selected document.

This view allows you:
1. to review the specific document against certain categories and log a comment in terms of your review
2. to can mark specific instances as part of a white list when reviewing

3. toidentify the exact structural sections of the document where the risk factors are identified.
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Additionally you can selectively check/uncheck certain categories and see the textual content in the Results pane and

perform specific reviews on the specific suspect content found.

CHG Enhancements - Phase 1.doc

Checkbox adjacentto defective

phrases foundin document, number
indicates num.issues found

Structure Analysis Quality Analysis Discovery Concept Tracking Change History
SaLaunch | ,.Export =] %] CHG Enhancements - Phase 1.doc * mm CHG Enh
[l = nhancemen...
3 Overview
Categol Weighting = Status
gory el 1 Introduction
=55 Optionality Medium & Fail 47 § Purpose
# maybe |:| BmEE Background
perhaps 0 [ Reference & Related Documents =
# such as ¥ B Project Summary (Phase 1)
# might EENEEEE Proposed Business Flow
- P in - »
P [ 3 4. Project Scope .
s ‘E‘ EENEE:EEY Business Reguirements E i : H
| 1 Known Technology Requirements
should . B -
Outside Scope, (for thiz phase of the Project)
possibly § 5.1 Other System / Application Impacts
& probably EEEEEE 5.2 Other Business Progess Impacts
s similar 5.3 Client Impacts D\
¥ ) - - ) g
T i B = = Sections where
Term Document Content In Document risky ph rases are
Resu“s Area Showmg e User ID that submitted the entry @ present

et

occurrence ofissuesin
document

ed, i.e. if rejected item)

= andior Allow the User to optionally download the list of traMsgctions into an ASCIH
mie file. The records should be in an 80 byte format (i.e. whout any further
m should details such as User ID who submitted the entry). This would faciltate re-
m such as submitting these entries under another district a7d/0- company number

without the User having to re-key the entries in CHG.

m appropriate  Deletion requests that could not find a match (i.e. because they were never

m could there, because their content does not exactly match that of the pending
mie transaction, or they have already been pi from the CHG HOLDFILE)
m should te error message in the

CHG Enhancements - Phase 1.doc

@ Business Requirements.
CHG Enhancements - Phase 1.doc

u“ﬂ Business Requirements.
CHG Enhancements - Phaze 1.doc

Figure 12 - Quality Analysis at Document Level

The quality view comprises 4 major sections.

Occurrence-Grid

2 B Trtormat | Drntortad Mado OFF AN -

e

This displays the set of categorized quality issues as specified in the currently configured Quality Practice. Each row
shows term/phrase, weighting status and number of occurrences and a color correlating with any checked rows.
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Séilaunch | =..Export | £] 5]
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Figure 13 - Occurrence Grid

When the checkbox is checked on, the color code is used to represent that row in the Structure Breakdown Area,
Document Thumbnail and the Results area. Checking a category checks all subordinate terms / phrases.

Black text in the occurrence grid signifies category terms were found in the document.

Grey text in the occurrence grid signifies category terms were not found in the document.

Red text in the occurrence grid signifies category terms were not found in the document.

As you review the occurrence of potentially risky terms in the document, you can also highlight & review particular
term occurrences in the structure, thumbnail and results area. This is done by checking the (D) 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.

The following options are available in the occurrence grid toolbar:

3

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

Structure View

Checked items within the occurrence grid are shown in the context of specific headings in each document.
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This is done via a structure vi eweferehcedrwih the beetiorcwherectheeisky i t e mbés ¢
terms / phrases are encountered.

:l'ijHG Enhancements - Phase 1.doc o
= Overviev
1 Introduction
n Purpose
BN Background

@ Reference & Related Documents

m

BB Project Summary (Phase 1)

[ ] 1] B Proposed Business Flow

EENEECEED Business Reguirements
§ Known Technology Reguirements

Dutside Scope, (for this phase of the Project

1 5.1 Other System /! Application Impacts
EEEEEE 5.2 Other Business Process Impacts

Figure 14 - Structure View

Selecting headings in the structure view then in turn displays the content containing those occurrences as rows in the
results area.
The Structure view is updated automatically when you check/uncheck items in the occurrence-grid.

Document Thumbnail

This is a miniaturized representation of the selected document. It displays any checked items, with associated
coloring.

The thumbnail serves to provide a strong visualization of density, frequency and concentration of terms for the area
under review. The thumbnail is updated automatically when you check/uncheck items in the tree-grid.

Iﬁli CHG Enhancemen...

Figure 15 - Thumbnalil

Results Area
The results area comprises a toolbar and a grid displaying the full text for the checked items in the occurrence grid.

I'f multiple terms occur in the same par agThepolortotieletad@xt t hey a
each phrase allows for easy visual identification of what that phrase correlates to in terms of the other panes, i.e.
occurrence grid, structure view and thumbnail.

The document content area displays the full text sentence found in the MS Word document where the term has
occurred. Si mi |l ar to the term col umn,ondceelndrd caacdcian ch eil fpesobritert ecnR d of wme n
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of the actual document content. In the case of multiple occurrences in a given sentence then the colorization is used
to differentiate the terms / phrases.

The document where the occurrence is found is represented in the 3" column. Clicking the hyperlink will launch the
document assuming you have the VisibleThreadadd-i n i nstal l ed. The final column &6l n He
heading where the occurrence is found.

: Start Review = , :_-, £=
Term Document Content In Document In Heading
-

mie Each transaction listed should show the User ID that submitted the entry -:E Business Requirements
m should (as well as other details yet to be determined, i.e. if rejected item) CHG Enhancements - Phase 1.doc
0 G 5 se 1.d
to be determi..

andior Allow the User to optionally download the list of tranzactions into an ASCI _“g Business Reguirements
W ie. file. The records should be in an &0 byte format (i.e. without any further P R o =
m should details such az User ID who submitted the entry). This would facilitate re- CHG Enhancements - Phase 1.doc
m such as submitting these entries under another district company number

without the User having to re-key the entries in CHG.

m appropriate  Deletion requests that could not find a match (i.e. because they were never _“g Business Reguirements
m could there, because their content does not exactly match that of the pending P R =
W ie transaction, or they have already been pulled from the CHG HOLDFILE)} CHCErfancenents—EBhaseidoc
m should should result in the generation of an appropriate error message in the -

The toolbar is present to support reviewing of content. For more on reviewing, see section: 5.6.4 Conducting a
document quality review.

Tip: Sorting. Sorting is possible by clicking on the column header in any column oriented view within VisibleThread.

Tip: Reviewing multiple occurrences. To see paragraphs where multiple terms occur, sort on the Term column. All
paragraphs where multiple occurrences are encountered will show first.

5.6.3 How Quality Compliance is calculated

The quality compliance metric % takes into consideration a weighting algorithm that considers a) the number of risky
terms/phrases encountered as specified in the Best Practice combined with b) the weighting assigned to that
category. In general linguistic ambiguity has a detrimental effect on ability to interpret correctly and deliver a working
system.

The metric works on the following premise; if there are no occurrences of any term instances in any category for a
specific document then that document is rated at 100%. Each occurrence can be thought of as an issue or defect.

100% in this case indicates a clean document, thatis; we have no r-li is&ktgrengod phrésed oecariing, in
other words no issues. The more instances we encounter, the further we get from 100%.

There are three weighting levels for categories: high, medium and low. Any category that has a high level will result in
any terms or phrase occurrences being weighted more negatively, that is; a high category means that even a single
term occurrence in that category would result in a far greater negative impact on the quality rating than a low
weighting.

5.6.4 Conducting a document quality review

VisbleThread provides an ability to review the reported quality issues in the document.

Start the review processbyc | i cki ng the 06Start Re ytliesomenehtersrévemmmodeOnce you do
whereupon the remainder of the dashboard is masked and you interact only with the review grid as shown in the
screen below.
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“) Cancel | Finish Review | ‘=Add to Whitelist —

Term Document Content In Document

b m al Updated 2.1.6 to read: “The =olution shall permit all service or implementation associates...” from “The _:g
solution shall permit all service associates...”

mo»

CHG Enhancements - Market Require...

= m all Terminology originally determined by a meeting of functional heads has been cited when a new term -:E
- ie. hasz been adopted (| = Business Tranzaction Language (“Key English™}). CHG Enhancements - Market Require...
m adequate Qualified 2.16 Distributed Access with the phrase: “(according to their user profile and needs while _:g
maintaining e segregationfdfl =5 o
CHG Enhancements - Market Require...

m al For example, a ‘Ledger Fields Role’ be created that allows access to tasks managing the _“E =

Figure 16 - review sesion in progress

You can cancel the review at any time whereupon any whitelisted additions you have made will be lost and the
system will revert to the state it was prior to entering review mode.

Reviewers can mark phitelsts e b ydig thétextiand cicking the =7 00 2 WHItslst | on

If the selected text does not include a suspect term, then the system alerts with a message.

Once the phrase is added to the Whitelistt hen t hi s effectively means that the phras
throughout the document set. Any other occurrences of that phrase are also marked as benign. The system places a
green check icon adjacent to the actual text and adjacent to the row to help highlight the Whitelist entry as in the

following situatced Wwherbeéal whseelisted.
m full Description: The golution shall permit full concurrency across users in all serviceo groups utilizing Q _fg
u ?" the solution (as in 2.1.6), with no visible degradation in performance. Specificalty, the solution design CHEG En
1€ should account for an initial 280 concurrent logins and operate with no visible performance
degradation (.= at less than 75% capacity).

At any time during the review session, you can View any chan
shows changes made during this session only, rather than the entire Whitelist.

Tip: If you wish to review the full Whitelist, s el ect t he docum®&uality Aaysistan i bs e |ISeet stelce | @
5.6.1.1 The Document Set White list.

Click Finish Review to end the review. At this point you are prompted to enter a comment describing the result of the
review.

Comment X

Please Enter a comment:

Finshed reviewing and whitelisted some -
items

’ OK l [ Cancel ]

Kedium » Fail 1
This comment will also be recorded as part of the change history for the document.
Note that if you wish to mark the document as having been reviewed without any whitelisting activity, you can also
use tfmishrdé vi e w dwithouttaddiagnany whitelisted phrases. In this case, the comment is also logged and
the change log will indicate no whitelisted items.

5.7 Discovery

Discovery allows you quickly get an understanding of the intent of a set of documents that you are unfamiliar with.
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It analyses the documents on the basis of frequency of occurrence of dounséwithin the document. It automatically
scans a body of documents and calculates the ocbmwrrence of 6
document content. It also provides a frequency metric of each encountered noun.

Nouns are important as you review documents in that they often form the basis for particular process adjustments.
For instance, 6 Account 06, nounsthascarobm®undin madbydbcuneents. 6 ar e typi cal

VisibleThread uses NLP (Natural Language Processing) technology to identify the nouns and their frequency so this
type of search is different from a normal string search in MS Word or equivalent. To understand this, try adding a
document to a doc set and observe that nouns and their frequency are immediately presented in the discovery area.
This underscores that there is no need for pre-configured list when using discovery.

Letbdbs say we ar e | ocekingagex@rsiondoao existegtiading system that will affect business

rules around how accounts are validated for trading thresholds. In this case you would expect to see a reasonable
distribution of certain key odédomdienteonodptcy eldiikeé,6 6tbracceo®@,ntdd
documents in certain distribution frequencies. In particular we might expect to see quite a bit of content and rules

relating to 6accountdé. The BRD ( Busi ndReguirdierDocumenthendt s Doc ume
use cases that touch account mani pul ation eg: O6Update Acount
have relatively high occurrences of the concept déaccount 6.

Di scovery all ows us t ak e ngthy dogumgntsiardving ai ahereerstadding &subwhatnt o | e
concepts are at play and whether the documents look to have sufficient content coverage for the important ones.

5.7.1 Discovery View for Document Sets

The discovery view for document sets is shown below:

Occurrence grid with

each document showing

Trading System - v3 as a column
Structure Analysis || Quality Analysis Discovery || Concep, i Change History
a Uy i it [V =™ CHG Enhancements - BRD.doc &
- i I?I roducti — | ™ chG Enhancemen... T2 CHG
@ Introduction
Noun « Freq. CHG.. CHG.. UC-.. UC-.. UC-. &) Security Reaurements
abilties 4 O e = o Associate Usabilty
ability 8 Fl| = @ @ Interface Requirements
E @ Graphical User Interface (GUI|
acceptance 1 [ ® B Grap '
Business Transaction La
e N [ a . Duplicate Submissions |z
Account 2 @ Future-Dated Tr:
accountability 2 Fl| = Queue Visibilty
_ i Data Walidation "
accounting 2 [ Print Functionality
accreditations 1 Fl = Batch Interface
. accuracy 3 D a o @ Payroll Testing Requirements (“Test
2 Future Considerations —
Acronyms 3 = L] Client Access
activities 2 Fl = @ Transaction-Lewvel Authority
Activity 9 Fli = e - @ User Personae
7 5 ) Business Priorities i
4 4 |Pagel of1s| B Bl |Show 50 |v ihem\Dlsplawng T ITHIT | o pe— TR— b 2| e »
Noun Document Content Green CIFC|B Indlcates In Heading
Account Description: In contrast to its existing use of my i H Business Transaction Language (| »
language, CHG shall allow users to complete t °cc u rre n ce WIt h I n a F
interface (3.2.1) that uses business transactig H
business transaction language include “Add/Ed g Ive n d °c u m e nt =
Bank & ccount Information®, “Submit a Miscellanes arge. A
necessary inputs associated with a transaction should be similarhy
prompted in business English.
account A future goal is to enable clients with the ability to access and modify some L]*ﬂ CHEG Enhancements - BRD . doc Client Access
of their company or zccount information — i.e. contact names, addresses, -
4 T | +

Figure 17 - Discovery View at Doc Set level witld A ¢ ¢ osalected
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The discovery view is comprised of 4 main panes.
Occurrence-Grid

The occurrence grid displays the set of nouns found across documents, number of occurrences and a color
correlating with any checked rows. Each subsequent grid column represents the document in the document set.
Green circles in a given column indicate presence of the relevant term in that doc.

4| “ETrackin ConceptList [+ =.,Export
Noun = Freq. CHG... CHG... UC-.. UC-.. UC-.
abilties 4 = -
ability ] [ |
acceptance 1 = 1
Access 30 0
Account 2
accountability 2 0
accounting 2 [
accreditations 1 [l
accuracy 3 [
Acronyms 3 [l
activities 2 [
Activity 9 [ s - 48
Page 1 of16 kPl | Show 50 | v items Displaying 1 - 50 of 785

Figure 18 - Discovery Occurrene Grid

The following options are available in the occurrence grid toolbar:
Filter

Typing in text into this box dynamically filters the result set. As you type text into the box, the
icon to the right changes t o admetuingan unfilteded setbfi

results.

W Track in Concept List
Thisallowsyout ake a selected item such as O6accoun
concept list for explicit tracking. See: 5.8 Concept Tracking for more on concept tracking.

) Check Selected

This is a convenience mechanism that allows you highlight multiple rows and to automatically
check the rows.

) 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.

Tracking Discovery Terms in Concept List

For convenience, you can track discovery terms as part of a concept list. To do this, select a row that you are

interestedintrackingandclickthe‘:-ii'c')Tr ack in Concept Listdé button.

A dialog box showing the categories in the currently associated concept list is presented. Select the appropriate
category from the list presented or you can create a new category by clicking New Category Link.

Once ready, cl i ck-scan®tédocuments forghatseweoncept and the occurrence grid is updated
accordingly.
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Add to Concept List

concept to, or dick New Category

General

Choose an existing Category to add this

Tracking

OK ] [ Cancel

Structure View

Checked items within the occurrence grid are shown in the context of specific headings in each document. This is
vi ew wh erefeeencechwéthindhe beading where theenoubissarec ol or i s

done in the structure

located.

In the case bel

= ™8 CHG Enhancements - BRD.doc
@ Introduction
@ Security Reguirements
=
& Interface Requirements

ciate Usability

o

& Graphical User Interface (GUI

Business Transaction La

i Data Validation
Print Functionality
Batch Interface

@ Payroll Testing Reguirements {*Ti

(@ Future Considerations
Client Access
Transaction-Level Authority
@ User Personae
Appendix A Business Priorities
4| m |
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Document Thumbnail

ow,

we

S

ee

6accountcdt isohnodwianngd udpC | uinednetr

This is a miniaturized representation of the selected document. It displays any checked items, with associated

coloring.

The thumbnail serves to provide a strong visualization of density, frequency and concentration of terms for the area
under review. The thumbnail is updated automatically when you check/uncheck items in the occurrence-grid.

In the case of document sets, one thumbnail is presented for each document present in the document set.
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I -~

ImiC.HG Enhancemen... = CHG

Results Area
The results area comprises a set of rows, each displaying the content for the checked items in the occurrence grid.

I'f multiple terms occur in the same par agfhepolortotiieleft@@xt t hey a
each noun allows for easy visual identification of what that noun correlates to in terms of the other panes, i.e.
occurrence grid, structure view and thumbnail.

The document content area displays the full text sentence found in the MS Word document where the noun has

occurred. Si mi |l ar to the term col umn, color coding in the 6Documen
of the actual document content. In the case of multiple occurrences in a given sentence then the colorization is used

to differentiate the nouns.

The document where the occurrence is found is represented in the 3™ column. Clicking the hyperlink will launch the
document assuming you have the VisibleThreadadd-i n i nstal l ed. The final column &6l n He
heading where the occurrence is found.

MNoun Document Content In Decument In Heading

Account Description: In contrast to its existing use of mnemonics and system _“g CHG Enhancements - BRD.doc Busi Transaction L {1~
language, CHG =hall allow users to complete tazks via a graphical user
interface (3.2.1) that uses business transaction language. Examples of
buziness tranzaction language include “Add/Edit Earnings Code’, ‘Update
Bank Information’, “Submit a Miscellaneous Service Charge’. All
necessary inputs associated with a transaction should be similarhy
prompted in business English.

m

account A future goal is to enable clients with the ability to access and modify some -:ﬂ CHG Enhancements - BRD.doc Client Access
of their company or information — i.e. contact names, addreszes, -
4 LU 2

Tip: Sorting. Sorting is possible by clicking on the column header in any column oriented view within VisibleThread.

Tip: Reviewing multiple occurrences. To see paragraphs where multiple terms occur, sort on the Term column. All
paragraphs where multiple occurrences are encountered will show first.

5.7.2 Discovery View for Document

Discovery at the document level is very similar to the document set level view except we identify nouns in the context
of the specific document only and do not consider cross-cutting into other documents.

As such the occurrence grid displays the set of nouns found in the selected document, number of occurrences and a
color correlating with any checked rows.

Similar to the document view, the following options are available in the occurrence grid toolbar:
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Sea I Filter
Typing in text into this box dynamically filters the result set. As you type text into the box, the
icon to the right changes to an 6x06. CIl i cbfi
results.
iy Track in Concept List
Thisal | ows you take a selected item such as

concept list for explicit tracking. See section: 5.7.2 Error! Not a valid bookmark self-
reference. for more on concept tracking.

This is a convenience mechanism that allows you highlight multiple rows and to automatically

Check Selected
check the rows.
el 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.

The Structure, and Results Pane behave the same way as for document sets.

The other noticeable difference between the discovery view at document level versus document set level, is that the

6l egendd6 for checked

items is

shown by

def alitishot. bghoud o c ument

be observed that it is still displayable however it is not displayed by default at document set level. Clicking the arrow
in the divider allows panes to be collapsed or made visible.

Legend showing occurrence
ofissuesin document

Ammow in divider allows the

panetobe collapsed

Figure 19 - Document Level Discovery showing legend
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x
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User Authorization
User Administration
& Role Administration
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B Business Transa:
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5.8 Concept Tracking

Concept Tracking is similar to discovery in terms of screen interaction.

Whereas Discovery automatically calculates noun occurrence, concept tracking explicitly tracks against a predefined
set of terms/phrases. A common path towards arrivinng at thos
Concept Listdéd functionality.

Alternatively you may leverage a set of predefined concepts for a new project and its documents. VisibleThread ships
with a number of concept lists and you can start with one of these. Like Structure and Quality practices, Concepts
Lists are maintained in the reference practice area. See: 6.4 Concept Lists for more detail on concept lists.

So,let 6s say we are | ooking at documentalingsysterntaatwiliafiegg an ext ensi
business rules around how accounts are validated for trading thresholds. In this case you would expect to see a

reasonable distribution of certain key domain cspreadepts | i ke
across certain documents in certain distribution frequencies. In particular we might expect to see quite a bit of content

and rules relating to 6accountd. The BRD (Business Requireme

Document) and use cases that touch account manipulatione.g. 6 Updat eu Mt 6 and associated test
be expected to have relatively high occurrences of the conce

Whilst discovery allowsusi dent i fy that & acc o urinth firstinstande,the concept listéaked o c u ment s
this one step further and allows you explicitly specify groups of concepts for tracking. So, for financial oriented

documents,we mi ght have a concepétdelalsetr 6c,o noplreitstienrgnddeek toraeddei6t,d6 and
establish presence or absence of these concepts in certain critical sections of our documents.

5.8.1 Concept List View for Document Sets

The concept tracking view for document sets is shown below:
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Occurrence grid with

categorized sets of

[ Structure Analysis ” Quality Anyﬁ!ls ” Discofery conce ptS fOl’ traCkI ng
Search & & New Concept | ., Export (Z™3 CHG Enhancements - BRD.doc ~
2 B %|CHG Enh fiCHG
/ i I # Introduction - rhanesmen -
Concept « Freq. CHG Ei CHG Er UC-CH UC-CH UC-CH B Security Requirements
it @ Authentication and Authorizatior
User Authentication
ABA .
e e 2 User Authorization
-
A.cc.:nunltl : 3 . 5 .a R e User Administration
Client 47 @ @ @ @ @ [ Role Administration
b 1 = Single Sign-On
= @ Distributed Access (“Distribut]
[l =
Deal ' u Concurrent Access
Dealer Remote Access (“Remote
Letter of Credit @ Legging and Reports (“Auditabili
Trade @ Associate Usability
Trader @ Interface Reguirements
@ Graphical User Interface (GUI
BTracklng{S ¥ Business Transaction La
Archival 1 ] Duplicate Submissions
Audit o o o Future-Dated Transactions' ™
Concepts . . - In Document In Heading
Gray font indicating .
maccount all 154 CHG Enhancements - BRD.doc Concurrent Access -
H dation
absence of concepts in Hﬂ
ation
documents
W Account Description: In contrast to its existing use of mnemonics and system L“U CHG Enhancements - BRD.doc Business Transaction Language |
language, CHG shall allow users to complete tasks via a graphical user
interface (3.2.1) that uses business transaction language. Examples of
business transaction language include *Add/Edit Earnings Code’, ‘Update -
4 n >

Figure 20- ConceptListatDoc®t | evel with O6Accountd selected

Similar to the Discovery View, the concept tracking view is comprised of 4 main panes.
Occurrence-Grid

The occurrence grid displays the set of concepts found across documents, number of occurrences and a color
correlating with any checked rows. Each subsequent grid column represents the document in the document set.
Green circles in a given column indicate presence of the relevant term in that doc.
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Figure 217 Concept Tracking Occurrence Grid

The following options are available in the occurrence grid toolbar:

:kﬁ 1]

Filter

Typing in text into this box dynamically filters the result set. As you type text into the box, the
icon to the right changes to an 0 x 0 unfilteded setbfi
results.

New Concept

This allows you add a new concept for explicit tracking. Adding a concept in this way adjusts
the set of concepts in the relevant concept practice. See section:

Check Selected

This is a convenience mechanism that allows you highlight multiple rows and to automatically
check the rows.

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.

For convenience, you can add concepts directly to the currently associated concept list. To do this, click the " dNew
Conceptd button.

A dialog box showing the categories in the currently associated concept list is presented. Select the appropriate
category from the list presented or you can create a new category by clicking New Category Link.

Enter the new concept you wanttoadd and c | i ¢ k Thé d9sted re-scans the documents for that new concept and
the occurrence grid is updated accordingly.
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New Concept ¥

New Concept: Broker

Choose an existing Category to add this
concept to, or dick New Category

General

Tracking

QK ] [ Cancel

Structure View

Checked items within the occurrence grid are shown in the context of specific headings in each document. This is
doneinthest ructure view where t he-refefecedivighth the headm@veheretioelcancepts s cr os s

are located.
In the case below,we see O6accountdé showing up under the éBusiness Tran

;lmi,CHG Enhancements - BRD.doc -
@ Introduction
@ Security Reguirements
& Associate Usabilty
= Interface Requirements

= Graphical User Interface (GU|
Business Transaction La

Duplicate Submissions

m

Future-Dated Tra

" Data Validation

Print Functionality
Batch Interface

& Future Considerations —
Client Access
Transaction-Level Authority

@ User Personae

Appendix A: Business Priorities
|

4 | [T} 3

Document Thumbnail

This is a miniaturized representation of the selected document. It displays any checked items, with associated
coloring.

The thumbnail serves to provide a strong visualization of density, frequency and concentration of terms for the area
under review. The thumbnail is updated automatically when you check/uncheck items in the occurrence-grid.

In the case of document sets, one thumbnail is presented for each document present in the document set.
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I -~

ImiC.HG Enhancemen... = CHG

Results Area
The results area comprises a set of rows, each displaying the content for the checked items in the occurrence grid.

If multiple terms occurinthe s ame paragraph of t e xConcdpisée yc calTherootorddftHedelt t ed i n t
of each concept allows for easy visual identification of what that concept correlates to in terms of the other panes, i.e.
occurrence grid, structure view and thumbnail.

The document content area displays the full text sentence found in the MS Word document where the concept has

occurred. Similar to the conceptsc ol umn, col or coding in the O6Document Content
context of the actual document content. In the case of multiple occurrences in a given sentence then the colorization

is used to differentiate concepts.

The document where the occurrence is found is represented in the 3™ column. Clicking the hyperlink will launch the
document assuming you have the VisibleThread add-ininstalled. The f i nal ¢ ol showsthé spacificdieadi ng
heading where the occurrence is found.

(@)

Concepts Document Content In Document In Heading
account Description: The =elution ghall permit full concurrency across users in all _\h CHG Enhancements - BRD .doc Concurrent Access -
service groups utiizing the solution (as in 2.1.6), with no visible degradation
in performance. Specifically, the =olution dezign should for an initial

m

280 concurrent logins and operate with no visible performance degradation
(i.e. at less than 75% capacity).

Account Diescription: In contrast to its existing use of mnemonics and system _“g CHG Enhancements - BRD.doc Business Transaction Language |
language, CHG shall allew users to complete tasks via a graphical user
interface (3.2.1) that uses business transaction language. Examples of
business transaction language include ‘Add/Edit Earnings Code’, “Update -

] 1 3

Tip: Sorting. Sorting is possible by clicking on the column header in any column oriented view within VisibleThread.

Tip: Reviewing multiple occurrences. To see paragraphs where multiple concepts occur, sort on the Concepts
column. All paragraphs where multiple occurrences are encountered will show first.

5.9 Change History

Change History allows you see trends on 3 dimensions; Structure, Quality and Size.
Change events are caused by the following actions:
1. Edits from within MS Word
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2. Reviews made from within the Quality Analysis view including any white listing activity
3. Adjustment made to associated Structure, Quality or Concept Reference Practices
4. A change of associated Best Practice.

There are two sections in the Change History pane. Changes are displayed graphically on the left side of the pane
while the corresponding change detail appears in list form on the right hand side.

You can select specific change points in the graph and the corresponding entry in the list will be selected.

Change list: individual activities are

itemized showing the type of change
made with date/time

E(Mﬁﬁmemis—ﬂﬂﬂ.doc

Structure Analysis ” Quality Analysis H Discovery ” Concept Tracking ]Iir Change History l \

0 Export
Description S Q Size | DatelTime

Concept List Finance - Basic w1.0 modified fergalz@nsure-col 5% 0% 34% 21.05.20M0%9:18 =

Concept List Finance - Basic v1.0 modified fergal2@inzure-cor 9% 0% 349 18.05.2010 16:01

Quality review of document 'CHG fergal2@insure-cor 9% 0% 349 18.05.2010 15:54
Enhancements - BRD.doc', changes made to

Whitelist with the comment: ‘Reviewed pieces

of doc’

Concept List Finance - Basic v1.0 modified fergal2@insure-cor 9% 0% 349 17.05.2010 16:53

Concept List Finance - Bazic v1.0 modified fergal?@insure-cor 9% 0% 349 17.05.2010 16:52

m

Concept List Finance - Basic v1.0 modified fergal2@insure-cor 9% 0% 349 17.05.2010 16:49
Concept List Finance - Basic v1.0 modified fergal2@insure-cor 9% 0% 349 17.05.2010 16:45
Concept List Finance - Basic v1.0 modified fergal2@inzure-cor 9% 0% 349 17.05.2010 18:07
Best Practice Default plus v2.3 modified fergal?@insure-cor 9% 0% 349 14052010 22:23

Concept List Finance - Basic v1.0 modified fergal2@insure-cor 9% 0% 349 13.05.2010 14:27

Concept List Finance - Basic w1.0 modified fergal2@insure-col 13.05.2010 14:25

. . Graphs show activity levels for ezl

""""" & 4 Structure, Quality and Size. 12082010 T2

: Selecting an entry here L

highlights the detail in the 110820101759
change list.

May 1

11.05.2010 17:58

May 1 /|

of3| B b [ Show 25 |wv items Displaying 1 - 25 of 72

Figure 22 - Change History for a specificdocument

When reviewing the change List, the following types of changes are tracked.

s A document with the specified name was added
e A Best Practice was re-associated with the specified document
I-?';g An analysis was conducted on the specified document

A

Changes were made to a given document
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g Changes were made to a given Best Practice.

A Review session has ended. If a comment was entered, this also will be shown in the
description. Additionally whether or not white listed terms were added during that session is
indicated.

% |

= One or more entries were removed from the Whitelist phrase list. If a comment was included at
the time of removal this is also presented.

The Change History applies to both the document and document set level.

When viewing change history for a document all three metrics show. These metrics are specific to the currently
selected document.

When viewing changes for Document Sets, the Structure and Quality metrics are shown and these are aggregates of
the group of documents in that document set. For documents sets, since 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.

6 Reference Practices

As mentioned earlier, best practices come in three forms: Structure, Quality and Concept Practices.

Structure Best Practices focus on verifying that particular types of Structure are present within the document (s).
For instance, if defining business drivers for a transaction oriented system e.g. an online tax system, a billing system,
then absence of perfor-mancei andl 6ecequityemanns exposes high |

Quality Best Practices focus on categorized term sets that if found may indicate risk issues in the document (s). For
instance, pphepteamedain the context of a sentence is |likely
quality Best Practice relates to fuzzy and ambiguous language.

Concept Lists focus on categorized term sets that are used to explicitly track within documents. New project
initiatives will often be associated with concepts relevant to a particular business domain. For instance, in a financial
scenari o, the concept | i st mi ght consider 6deal 6, 6broker o e

The next section outlines the general toolbar options available for reference practices and the following sections take
each type of practice in turn, considering the usage matrix and mechanisms for editing each.

6.1 Reference Practices Navigation Toolbar

The options available on the navigation toolbar apply to all three reference practice types.

Lt Create New Best Practice.

This allows you create a new Structure, Quality or Concept practice.

Clicking this prompts you for the Practice name. Once you click ok, the system creates a hew
best practice with the name entered.

Duplicate Best Practice

This results in an exact duplicate of the selected practice. Specify the name of your new Best
Practice when prompted and click ok.

Set as Default
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This allows you to set a given structure, quality or concept practice as default, meaning any
new document sets will automatically acquire that practice as the association.

Whilst VisibleThread ships with a number of good defaults, many organisations will customize
them or have their own sets. Consider and pick the most suitable default for your organization
needs.

Delete Best Practice

This allows you delete a Structure, Quality or Concept practice.
Clicking this prompts you to confirm you wish to delete the Best Practice.

Note 1: If you delete a Best Practice that is currently in use by any document or document set,
you will be prompted with a message telling you which document sets and/or documents are
currently using it.

Note 2: This action cannot be undone.

Export Best Practice

This allows you export best practices to an xml file format. This means you can share best
practices with colleagues or across account sandboxes. See section 6.5 Exporting and
Importing Best Practices for full details.

Import Best Practice

This allows previously saved Best Practices to be imported. Best Practices can also be
imported from URLs. See section 6.5 Exporting and Importing Best Practices for full details.

Refresh

This allows you refresh the dashboard, picking up any changes made by other users.

6.2 Structure Practices

6.2.1 Usage Matrix - Structure Best Practice

The first top level icon in the navigation tree relates to structure practices and when selected shows the structure
practice usage matrix. This allows you get an overview of all Structure Practices and their associated documents
and/or document sets.

The matrix contains a grid outlining the associations between specific document sets / documents and relevant

structure practices.

Above the grid is a toolbar allowing associations to be established or removed and exporting to csv (MS Excel
compatible). The following options are available on the toolbar:

_

Associate Document Sets / Documents

This associates one or more documents with a reference practice.

Tip: You can select multiple documents and document sets, click associate thereby creating
multiple associations.

Disassociate Documents

Where an explicit association was created for a document to a given reference practice, this
option is enabled. Its purpose is to reset the specific association to that of the document set.
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) 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.

Grid shows all

associations for all Best

Practices Install S Word Add-in § fergal2@nsure-corp.com | Sign cut | User Admin | Help )

GDDWISEE

i Reference Practices = =) b, Export

=415 Structure Practices — # Defaul Content Practice

i Default Content Practice ;
SDG - Architecture & Design v0.1 = # SDG - Architecture & Design v0.1
SDG - BRD v0.1 — # SDG-BRDvOA
i SDG - Functional v0.1 # SOG - Functional v0.1

i SDG - Non Functional v0.1
SDG - Test Plan v0.1

VT - Architecture & Design v1.0 — # SDG - Test Plan v0.1
VT-BROv1.0 B VT - Architecture & Design v1.0
WT - Non Functio
VT - Test Plan v1.0
VT -Use Case vi0

— # SDG - Non Functional v0.1

i # WT - Non Functional v1.0

s B

Bolded Practice indicates that

Xip @ # Document Set / Document - Associated With Associated On

Associated By

»

n

ality Practices
Defauk phia 1 12 May 10, 17:11:28 fergal2@i
et ay 10, 17:11: ‘ergal2@insure-corp.com
DoRuuk s v2.2 this is a default for any new
Default plus v2.3 12 May 10, 17:28:48 fergal@insure-corp.com
3 Concept Lists document sets that are created.
Finance - Basic v1.0 : 3 = 10 May 10, 16:01:52  fergal@i
Finance - Bonds and Securities v1.0 #) Fin 2 7 Consolidated Reporting BRD v1.0.dc VT-BRD V1.0 ay 10, 16:01: ‘ergal@insure-corp.com i
D Insurance vi.0 Wﬂ Fin 2 7/ VEWS Application Enhancements i ! VT-BRDv1.0 10 May 10, 16:03:25 fergal@insure-corp.com :
# NWO (New Worid Order) (7 Fin3 # WT-BRD VIO I
Reinsurance v1.0 . 4
T 0 "5 Fin 3 f BMSAG A Business Requirements ¥ WT-BRD v1.0 12 May 10, 11:04:06  fergal@insure-corp.com
B, Fin 3 7 Project Vision - 1A for Zurichv3.doc 1 VT-BRDv1.0 12 May 10, 11:02:50 fergal@insure-corp.com
B, Fin 3 7 PWM_Zurich_lA_Functional Specific # VT -BRD v1.0 12 May 10, 10:5%:04  fergal@insure-corp.com
['%) Sample Doc Set # VT-BRDv1.0
') Trading System- v3 # VT-BRD V1.0 =

Figure 23 - Usage Matrix for Structure showing Structure Best Practices vs. Document Sets/Documents

The following outlines the meaning of each column in the Usage Matrix:

Document Set / The document set or document
Document column denotes that there is no associated document set / document for the
adjacent reference practice

cur r&ntlwn

in the n

e X

Associated with This shows the currently associated reference practice.

Associated on This is the date when an association was created.
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Associated by This is the user that created the association.

6.2.2 Associating and disassociating Best Practices with documents from the Usage Matrix

The usage matrix provides a central point where you can associate or disassociate Best Practices. To associate one
or more Best Practices, select the specific row or rows in the grid that contain the document you are interested in,
and click the O6Associated6 button. You are then prompted to s

Disassociating is the reverse of this and applies to documents, where you have previously made associations at the
document level. Once you disassociate a document it then assumes the Best Practice that is set for the containing
document set.

An example of several associations this can be seen in the B
Systemdb i s shown bel ow.

Usage Matrix - Structure Practices

2., Export

Document Set / Document - Associated Best Practice Associated On Associated By
- i USUA FSA - Test Plan 3
- i USDA FSA - Use Case Spec
— s USDA FSA - Vision
- i Use Case (Wikipedia)
- # Visie Ref Model (Dutch)

[z Policy Quote System i Default Content Practice
I8 policy Quote System/ CHG Enhancements - Market Requ i Default Content Practice 18 Feb 10, 12:48:32 frank jones@insure-corp.com
I, policy Quote System/ CHG Enhancements - Phase 1.doc i Default Content Practice 18 Feb 10, 12:50:03 don.draper@insure-corp.com

iz Sample Financial System £ BROD (VT Default)
mE, Sample Financial System / CHG Enhancement Project Mar i BROD (VT Default) 18 Feb 10, 13:10:58 frank jenes@insure-corp.com

| @8, Sample Financial System / CHG Enhancements - Phase 1. i NFR (VT Defautt) 17 Feb 10, 19:57:43 frank jones@insure-corp.com
I8 Sample Financial System / UC-CHG-0001.doc i Use Case (Cockburn Style) 18 Feb 10, 13:11:55 frank jenes@insure-corp.com
| @8, Sample Financial System / UC-CHG-0002.doc i Use Case (Cockburn Style) 18 Feb 10, 13:11:57 frank jones@insure-corp.com |

I8 Sample Financial System / UC-CHG-0003.doc i Use Case (Cockburn Style) 18 Feb 10, 13:11:59 frank jenes@insure-corp.com i
I Sample Financial System / UC-CHG-0004.doc i Use Case (Cockburn Style) 18 Feb 10, 13:12:1 frank jones@insure-corp.com

& Trade 1 rstrata - Software Specification v1.0
I Trade 1 / z-cash_business_scenarios_-_Oct09.doc i Gtrata - Software Specification v1.0 17 Feb 10, 141828 frank jones@insure-corp.com
T8 Trade 1 / z-cash_system_use_cases_v004_Oct09.doc i Strata - Software Specification v1.0 17 Feb 10, 14:21:22 frank jones@insure-corp.com

[z Webinar 14 (Feb 2010) & Webinar Structure (Feb 20110)
I8, VWebinar L& (Feb 2010} / Webinar Example 1.doc i Webinar Structure (Feb 2010) 17 Feb 10, 14:30:15 frank jones@insure-corp.com  [_

Figure 24 - Best Practice Matrix showing multiple associations

Here we see outlined in the red highlighting, a BRD templ ate
enhancement project market requir elaeadsaidteddvitha numberdfise speci fi c
cases and an NFR (non-functional requirements) template associated with the phase 1 document.

6.2.3 Re-ordering & Sorting Columns

The column order can also be rearranged by dragging a specific column heading to the desired location. The
following shows a user rearrangingt he 6 As s oci at sothatWiwitl dpdearatdifstyaosition in the Grid. This
means you can take a Best Practice to Doc set/Document viewpoint or the reverse
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10y Install M5 Word Add-in

+ Ji:.ls,amgervn.-rl:n-ix-st:-m:tun:1?rau:|:iq:«5

Best Practice = Associated With 4

..
i Arc — -
@ associated With
i Defounrcomem rrococs EE| Sample Financial System
i Default Content Practice mﬁ Sample Financial System / CHG Enhancements - Phase 1.doc :

i Default Content Practice mﬁ Sample Financial System /150 14001-2004.doc 1

PO I - - - -~ -

You can sort columns by clicking on the specific column headings.

6.2.4 Editing Structure Best Practices

When you select a specific Structure Best Practice in the navigation area, the right hand side adjusts to show the
details of the Best Practice selected.

Bov B v @ v [dRage v (hTaolsv

Reference Practices

X3 e[

X S Export
Is Mandatory? Description

Install MS Word Add-in & fergal2@insure-corp.com | Sign out | User Admin | Help ﬁ

=] tructure Practices = EE Introduction Mandatory
| i Default Content Practice @ Document Purpose Mandatory  The purpose of this document is to describe business requirements of ¢
i SDG - Architecture & Design v i Intended Audience Mandatery ~ The main intended audience for this document are the business owners
1 zi ) SuRr?c:ir:;-:al V0.1 [ Project Background Mandatory  This section describes if these Business Requirements are as a result ¢ |=
# SDG . Non Functional vo.1 Purpose of the Business Reguirements Mandatory
# S0G - Test Plan v0.1 % Business Goals/Objectives to be achieve  Mandatory
# VT - Architecture & Design v, [0 Benefts/Rationale Mandatory
[ Stakeholders Mandatory
T - Non Functional v1.0 E= Dep ies on existing syst v
5 WT - Test Plan w1.0 [ References Mandatory
i VT - Use Case v1.0 8 Azsumptions Mandatory
== Quality Practices _ .
= - Reguirements Scope Mandatory
Default plus 1 2 In Scope Mandatory
Default plus v2.2
3 Default plus v2.3 2 Qut of Scope Mandatory
oncept Lists 5 5 Functional Requirements Mandatory Details for the selected item in
i Finance - Basic v1.0 < | i
Finance - Bonds and Securitie! AT the above IISt
! Insurance v1.0 L
NWO (New World Order) Mandatory:
i Reinsurance v1.0

5 TM V1.0
B
| VT-BRDv1.0
| Created by: vtadmin
| Created on: 21 Apr 10, 12:00
| Last modified by: wtadmin
| Last modified on: 21 Apr 10, 12:00

L] i} LS

Description:

[# €D Internet | Protected Mode: Off #100% ~ i

Figure 25 - Structure Best Practice screershowing a specific Structure Practice

Structure Best Practices are comprised of categories,effect i vel y
you can think of them as a table of contents.

Mush the same as headings, categories can be nested, for instance youmi g ht t
requiremanhegoércempobopengtsabal 6, 06u

functional

equi v anMSwWord.Calecivbélye adi ngs 0

have a
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In the example BRD (Business Requirements Definition)a b o v e ,  u mtoductiortd h eawd@nber of sub-
headings to occur in any associated documents; ®ocument Purposed |ntentled Audienced Project Backgroundoetc.

As you select each category, detail for that cat:egory is pre
1. Name i name of the category

2. Description i the description of that category. The contents of this field will be displayed to authors within
MS Word when editing any documents that are using this Best Practice

3. Aflag indicating whether this category is mandatory or optional. Marking a category as optional means that
the total compliance calculation for a document will not consider that category.

When selecting a specific Structure Best Practice in the navigation area, the right hand side adjusts to show the
details of the Best Practice selected.

To start editing, c | i ¢ k tbhtten on tEedtdolbad immediately above the detail area.

This then enables the remaining options to allow editing activities.

Note: Permissions. Admin Users Only Admin users can create, modify or delete Best Practices. If you do not have
admin rights and you attempt to edit you get the following message.

The options available on the toolbar are:
Cancel Edit

If you want to discard any changes you have made to the best practice, select this option and
the prior version of the Best Practice will be restored.

= Save

Saves any changes made to the Best Practice. Clicking this will also prompt you to confirm that
you wish to save.

Add
This allows you create a new Structure Category.

Clicking this prompts you for the type nhame and optional description. Once you click ok, the
system creates the category with the name entered.
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