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1 Introduction & general notes

The VisibleThread product comprises three core components, the VisibleThread dashboard and the VisibleThread
MS Word and Excel Add-ins.

The dashboard is a hosted web based interface to VisibleThread. There is no installation involved in order to use the
VisibleThread dashboard. It can be accessed directly from your web browser.

If you are using the on-demand version of VisibleThread, navigate to the VisibleThread website at:
http://www.visiblethread.com/and c¢cl i ck on t he 6 S| GNUs¢tNecredentiald ttahwerat 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-ins are modules that sit directly within the MS Word or Excel environment. They allow document editors
make changes to a document which are then tracked by VisibleThread, and for MS Word displays all of the structure
and quality information originating from the dashboard.

This help file is for the VisibleThread dashboard. Separate help files exist for the MS Word and Excel Add-ins.

1.1What 6s 2Bew i n

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

1.2 General Compatibility

VisibleThread supports the following file types:
1 Word 2003 (.doc)
1 Word 2007 & Word 2010 (.docx)
1 Excel 2003 (.xIs)
1 Excel 2007 & Excel 2010 (.xIsx, .xlsm)
1 Adobe PDFs (.pdf)

1.3 Browser Compatibility & Settings

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

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

1.4 A note on browsers

We have found in testing that performance may degrade over time in certain browsers. If you notice excessive time
lags, perform a browser refresh (using CTRL + F5 this is supported in most browser environments). This clears the
browser 86s me mo rcan rebutt ion ingeadsedperfornande.

1.5 General Notes

1. Add-ins (plug-ins) for your MS Word and Excel environments supporting Word 2003, Word 2007, Word
2010, Excel 2007 and Excel 2010 are shipped as part of this drop. See the separate VisibleThread MS Word
and Excel Add-in help files for full details of how to install. This can be found at:
http://www.visiblethread.com/support/documentation
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2. After initially uploading 6 . dfiteg, $ou must open the document in MS Word with the Add-in installed in
order to expose structure statistics back to the dashboard. MS Word 2007 & 2010 .docx formatted
documents do not require this.

1.6 Downloading & Installing the MS Word and Excel Add-ins

Pl ease see tVisghletheadAdde mt Idstallation Instructionsd for detail
also how to remove previous versions of the MS Word or Excel Add-ins if applicable. This document is available at:
http://www.visiblethread.com/support/documentation .

2 Signing into the VisibleThread dashboard

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

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

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

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

File Edit View History Bookmarks Tools Help

r c ¢ Q .vaisibiethread.corw1 https://vtl.visiblethread.com/ yj x| "” Google P

| * VT Dashboard |

Visible ! head™ ild 1045 % Install MS Word Addin | /2 fergal1@insure-corp.com v @ User Admin | 3 Settings v

(531 Document Sets ~!| | vital Statistics
By [ X2y G| @F || Geedt oot | E] 5

Project/Document Size Overall Status = Structure Practice = Structure Compliance = Quality Practice Quality Compliance l
HLE 3 [ Agile Project 1 2documents @ 100% Agile - Use Case Si Default plus v2.3
) g %
& (3 LZ Contracts 3documents ¢ 21% VT -BRD v1.0 Default plus v2.3 2% ‘
@ ® LEZFin 1 2documents /) 46% VT-BRDv1.0 [55% Default plus v2.3
@ @ [FFin2 2 documents @ 31% VT -BRD v1.0 Default plus v2.3 200
) @ LFFin3 1 documents € 22% VT-BRDv1.0 Default plus v2.3
| # [ FFin4 3documents P 7% VT-BRD V1.0 14%) Defautt pusv2.3  [EA
@ # [ Insure Corp - Payments System 2documents @ 12% Volere Style Default plus v2.2
=] Higk 3documents < 40% VT-BRD v1.0 & Default plus v2.3
Bl @ (ERFP1 4 documents @ 14% VT-BRDv1.0 Default plus v2.3
T3 e
‘f" & @ [Fsatcomi 2 documents £ 74% VT-BRD v1.0 Red - Gold Checklis
# L Trading System - Interface to DOMs '«
g BET 8documents /A 55% VT -BRD v1.0 100% Default plus v2.3
(# [ Z Trading System - Rule S0 S
# [ ZTrading System - Interface to DOM 3documents < 18% Volere Style 15%) Defautt plus v2.2
# [ Trading System - Rule 50 6 documents /A 49% VT-BRD v1.0 52% Default plus v2.3

Reference Practices

Figure 171 Vital Statistics screen showing after a successful sign in

Once you see this screen, check thatthe versionnumb er at t he 28dp |l eft says 0

If you see this screen but the version is not @.3 ,Gt 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:

© VisibleThread 2011
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InlE7,thiscanbedoneby cl i cking 6Tools > Delete Browsing Histo
For users of Firefox, click lb6oTgooblosx >wiQlle aarp pPerairv.a tNeo wD af
to on, ensuring the other checkboxes are checked off.
In both cases shutdown and restart the browser.

ryeo,

ct haeécok.

Cl

I f you do scieenorsyeudhave thoubke in clearing the browser cache, please contact us on
support@uvisiblethread.com

3 Quick start Guide i Key Usage Scenarios
Here we cover a number of standard usage scenarios for those wishing to start immediately.

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

3.1 Create New Document Set

Step Notes/Tips

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

Clickthe ™26 New Document setodo button

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

3.2 Create a New Document

Step Notes/Tips
1 Click on the _‘lj ®ocument Sets6  a in theanavigation pane
2. Select the Document Set, that will contain the new document
3. Click the <! €Create NewD o ¢ u me n t ,0at whiohtpoira androp
downsub-menu appears. Select the 06C]
option.
Clicking this buttonwill pr esent you with a d

Document 6.
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New Document *

Mew Document Name: | pew Document 1

| New Document 1.docx will be created using the
selected practice VT - BRD v1.0

Choose a Structure Practice for this new Document
it Agile - External Interface Template 2

i Agile - Use Case Formal Template
i Agile - Use Case Simple Template
i Integration - Data Conversion

it olere Style

= VT - Architecture & Degign v1.0
# WT-BRO Lite

1 VT - BRD v1.0

i WT - Nen Functional w1.0 -

m

[7] 1ndude description under Headings

[ Create ][ Cancel ]

Here you have the option of selecting a structure practice and
specifying a document name.

Whendone,c | i ckredtdbe b& €t on

4. The system will create the file using the structure you have specified.

3.3 Add an Existing Document

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

3. CIicktheq'h—'l()Add Document d& button
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 ¥ 24 putton at the bottom left. As you add files you will see the
upload progress represented.
When doneclickthe &6 Cl osed button

4. Once the document(s) are added, the dashboard will display the new
docs. Quality and Discovery analysis is available for the document
and in the case of Word 2007 formatted documents (.docx) structure
is also available.

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

. =
navigation tree L

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

Instructions for downloading the Add-in are in section: 1.6
Downloading & Installing the MS Word and Excel Add-in

Notes/Tips

Note: Once you have added the
file(s), a quality and discovery
analysis is automatically conducted
on that file.

Note: For MS Word 2003 documents,
to see structure analysis, you need to
launch the document in MS Word
first.

© VisibleThread 2011
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3.4 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 Create a New Document

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

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

3. For MS Word 2003 documents, if structure analysis is not available, Note: Skip this step if structure
indicated by the "Ll icon in the navigation tree, then launch MS Word. Sgsfgfrfezas already been

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

4. Inthe2™pane un Geucturd Anaysish t ab, ©b6CCE&:
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 L Best
Practicesd  ain theanavigation pane and highlighting the newly
added practice

3.5 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 StauctwrelPerrac& i cesd or sd6Quakmsy
navigation area

3. Click the % ¢ New Best Pr @createa ped erbpty Besto 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 a c tfor éukkdetails on how to
edit a Best Practice.

5. CIickontheEéSaveé to save any change

© VisibleThread 2011
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3.6 Associate Document Set (or Document) with a Structure Best Practice

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

Best Practice)

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

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

WT - Architecture & Design v1.0
D WT - BRD v1.0

WT - Non Functional v1.0
WT - Test Plan v1.0

WT-Use Case wi.0

£ WT - Vigion v1.0

Trading System - Rule 50

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

Last modified on: 30 Apr 10, 17:54

Structure BP: T - BRD v1.0

Quality BP: Default plus v2.1

Concept List: Finance - Basic v1.0

[ oK ][ Cancel ]

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

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

4, Once satisfied with choices made, clic k 6 OK&6 and t he
will be associated with the current Document Set or Document and a
re-analysis will happen automatically.

3.7 Create New Users

Step Notes/Tips
1. In the dashboard, clickonthe 6 Us e r A danthentdp right ohttke Note: If you do not see this link
dashboard appear, this indicates you are not
. . . . an 6admind user.
2. YOX ;wl(lj seeUthe list of usirs ctur{ently set for thl? ak(]:countt. Click th? f VisibleThread administrator to
0 sero u on on e op e request administrator privileges
3. Once satisfied with changes made on the detail screen on the right,
click o6Updated.

© VisibleThread 2011
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4 Understandi ng O Do cRefeeemnce BeStePtraic tdarcde sd

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

1. Document Sets: A document set is a collection of related documents associated with a project or initiative.
The collection of all Document Sets (projects) can be thought of as equivalent to a Program or Portfolio.

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

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

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 perfofmacde omnmad 6s e @i teyenaimsks

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

expose

document (s). For inst amde Oimthdwdnikt ef thenfollbvang gentenper i at e 6
is impossible to measure andtestf or , e. g. O6we must deliver appropriat
user volumesd. This type ofpodraanchitected|& systemsand duc e s

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

Concept Lists can be associated with document sets.

5 Document Sets
To recap, a document set is a collection of related documents associated with a project or initiative.

VisibleThread comprises a number of logical areas for document sets; a navigation tree to the left and a detail pane
to the right.
The Navigation pane operates in 6 a ¢ ¢ o fashior thedaccordion comprises two sections:

T 6Document Setsd

T &ReferencePr acti ceso

Visible Thread ™ (2.0 prerelease 38
53 Document Sets +
i Reference Practices +

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

© VisibleThread 2011
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When you displayt he Do c unaecordion®ett lde navigation on t henodearddliss hows t he
of any document sets that have been created. As you select items in the navigation area, the detail for the selected

entity displays to the right.

Clicking the Vital Statistics node in the navigation pane displays a view in the detail area comprising two tabs;

Summary View and.

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

Selecting a document set or document in the navigation tree displays a view in the detail area comprising a number
of tabs; Structure Analysis, Quality Analysis, Discovery, Concept Tracking and Activity.

5.1 Vital Statistics Summary View

The Vital Statistics Summary View i s
provides a summary view for all current document sets (projects). It displays a roll up of all frequency and compliance

results.

t he

first

View you s

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

Figure 2 - Vital Statistics

ee when

you

expand

(@ VT Dashboard - Mozilla Firefox | - Remote Session |F=3foE <"
-1 139~ G P
Visible ! hread” w Instal MS Word Add-in -~ [ fergall@insure-corp.com » /&) User Admin 5 Settings ~
& Document Sets
ta % X 2 Epot | §] 5]
i Vaal Statistics sze Oversil Status ~ Structure Practice  Structure Compliance  Guaity Practice  Qualty Complance  Activiy (last
3 jg;’::'cr‘" 8% 2documents ©100%  Agle - Use Case Si Defoust phus v2.3
& B ] 3documents @ 21% VT -BRDv1.0 i | Defautt plus v2.3
P an? @ GFin1 2documents /) 46% VT-BRD V1.0 5%, Defautt plus v2.3 7 edits (1 pel
@ (BFin3 8 0Fin2 2documents @ 3% VT-BRD V10 Defautt plus v2.3 2 edits (1 pel
@ 3Find | §LEFin3 1 documents @ 22% VI-BRD V1.0 Defautt plus v2.3 1 edt (1 pers
# | insure Corp - Payments System H5Find 3documents @ 7% VT-BRD V1D Default plus v2.3
I g ] =V Insure Corp - Payments System 2documents @ 12% Volere Style Defauit plus v2.2 2 edts (1 pet
@ LGRFP1 B3 7.cash_business_scenarios - 3912words Q1% Volere Style Default plus v2.2 1 edt (1 pers
@ CZSATCOMI B 7. cash_system_use_cases_v( 3465 words @ 22% Volere Style Default plus v2.2 1 edt (1 pers
il B3P 3 documents > 40% VT-BRD V10 Defaut plus v2.3 1 et (1 pers
) [ Tradng System - Interface to DOMs
@ [ 7 Trading System - Rule 50 3 LRFP1 4 documents @ 14% VT-BRD V1.0 Default plus v2.3 :
‘| Glzsarcom 2documents A\ 74% VT-BRO VIO Red - Gold Checklis S0 1 edt (1 pers
B3 SATCOMICustomerUserGuidet 4422 words [, 49% SATCOM Red - Gold Checkis T2 1 edit (1 pers
B3 SATCOMIOfterorsservices051 460 words @ 100% - Red - Gold Checkis IR NEG—_——
3lamn 8 documents /. 55% VT-BRD V1.0 Defautt plus v23 {8
@ | 7 Trading System - Interface to DOM 3 documents Volere Style Defaut plus v22  TEG8
3175 Trading System - Rule 50 6 documents VI-BRD V1.0 b Defaut plus v23 5090 1 edit (1 pers
S, CHG Enhancements - BRD. doc 3895 words VT-BRD V1.0 0%} Defautt pus v23 T8
538 CHG Enhancements - Phase 1, Agie - Use Case Si 108 Defautt plus v2.3
CHG Enhancements - BRD.docx 5 poms_wireframes_4.3 pdf Q0% nfa Defautt pus v23 TRl
Added by. fergall @insure-corp.com, 26 Me 8 C-CHG-0001 doc @ 9%6% VT -Use Case vi ¢ ([ESNNNN Ocfout plus v2.3 1 edt (1 pers
t:;‘ m:gjm:‘z‘z" £com ,ucm-woz doc Bawords [\ 74% VT - Use Case vi ¢ 08 Default plus v2.3
Structure BP: VT - BRD v1 0 B 1)C-CHG-0003 doc 662 words @ 87% VT - Use Case viC Defaut plus v23 SR
Quaity BP; Detault plus v2 3
Concept List: Content Qualty indicators - v2
" ’
P+

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

Size

worksheet

This represents the size of the document and for MS Word is measured in words
within the document headings. In Excel it is the total number of rows in the
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Status This represents the overall status of the document or document set.

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

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

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

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

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

Quality Compliance This represents the status of documents when analysed with the assigned quality
best practice.

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 basis,got o Adiivetyd 6 t a b .

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

) Edit document in MS Word

This allows you edit 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 Edit workbook in MS Excel

This allows you edit the selected workbook in Excel and review and/or make changes to the
workbook within MS Excel. 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.
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5.2 Vital Statistics Activity

The Vital Statistics Activity view shows a history of activity in throughout each document set and document in a
sandbox.

Activity events are caused by the following actions:

1.

© © N o a M 0w D

Creation of Document Sets

Creation and Addition of new documents
Edits from within MS Word or Excel

Initial analysis of Word 2003 documents

Reviews made from within the Quality Analysis view including any white listing activity

Adjustment made to associated Structure, Quality or Concept Reference Practices

A change of associated Best Practice.

Renaming of Document Sets

Deletion of Document Sets

When reviewing the activity list, the following types of changes are tracked.

SEVEE

_

A document set with the specified name was added /A document set that has subsequently
been deleted was added

A document with the specified name was added

A document with the specified name was created

A Best Practice was re-associated with the specified document

An analysis was conducted on the specified document

An initial analysis was conducted on the specified Word 2003 document

Changes were made to a given document

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 specified Document Set was renamed /A document set that has subsequently been

© VisibleThread 2011
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deleted was renamed

The specified Document Set was deleted

There are also trend indicators shown against the Quality, Structure and #lssues columns. These indicate the change
in values due to recent changes to your document or document set. The indicators are as follows.

The previous change to this statistic had a lower percentage, showing a positive trend

The previous change to this statistic had a more quality issues, showing a positive downward
trend

The previous change to this statistic had a higher percentage, showing a negative trend

The previous change to this statistic had a less quality issues, showing a negative upward
trend

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.

5.3 Document Sets Navigation Toolbar

The options available on the navigation toolbar are:

Create New Document Set.

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

Add new Document

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

clicking the % A4 putton at the bottom left. As you add files you will see the upload progress
represented. When done click the 6Closed bu

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

Note:St ructure analysis is not oicndi tfiidlelsy. aTvhais

the L icon in the navigation tree. In this case, you need to open MS Word with the
VisibleThread Add-in present.

See the Add-in Help file for more detail.
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o

'3 Create New Document

This allows you create a new document in a document set. Clicking this button will present you
with a dialog box, where you have the option of specifying the new document name and
structure.

New Document *

New Document Name: | New Document 1

o Mew Document 1.docx will be created using the
selected practice VT - BRD v1.0

Choose a Structure Practice for this new Document
Agile - External Interface Template |T

Agile - Use Case Formal Template

Agile - Use Case Simple Template

Integration - Data Conversion

Volere Style

VT - Architecture & Design v1.0

#H VT -BRD Lite

VT - BRD v1.0

i VT - Non Functional 1.0 -

[7] Indude description under Headings

[ Create H Cancel ]

Here you have the option of selecting a structure practice and specifying a document name.
When done, click t he 6Created button.

Additionally you can include descriptions from the structure best practice definition
automatically in the newly created document
under Headingso.

The system will create the file using the structure you have specified.

. 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.
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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
1 WT - BRD v1.0
i VT - Non Functional v1.0
= WT - Test Plan v1.0
£ WT - Use Case v1.0
B VT - 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

’ OK ] ’ Cancel ]

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

Edit document in MS Word

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

Note: Ensure that you have the VisibleThread Word Add-in installed prior to launching the
document. See section: 1.6 Downloading & Installing the MS Word and Excel 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.
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5.4 Creating a document set

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

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

To create a document set follow these steps:

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

Clickthe "6 New Document setdé button

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

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

"% VT Dashboard

Visible " Version: 2.2 - Build 1046 % Install M5 Word Add-
_’Jj Document Sets = MNew Trading System Project
fro o W . 5 % & +

5 E AT X | = G E Add & document to this document set by dicking =, or create a new document by dicking &

1 Wital Statistics
[Z1#4gile Project 1

=

Z Program 1 (SATCOM IIy
E|RFPs
= Trading System - v3

ERREY

zINew Trading System Project

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

You can either add existing documents or create new documents. Follow the steps outlined in the next sections to
complete both.

5.5 Adding Documents

To add existing documents complete the following steps.

1 Click the *a 6Add Documentdé button | (youeaha&sd clicknhe sameicoma theright paree). b

2 You are presented with an 6 pload dialog boxdas shown here.
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Add New Documents *
Ready.
State Filename Note
g8 Add Close

Figure 4 - The Upload dialog box

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

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

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

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

Whendone,c | i ck t he @tGHe battenéighbaofthetupload 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, Discovery and Concept analysis statistics are immediately available for uploaded documents. For MS Word

6. docxd gener a0070d20X0ryourwill also aiutomatically see structure analysis; however document
structure is not immediately available for 6 . ddoaurdents.

NOTES: for users adding MS Word 6 . d docuiments only:

Absence of structure analysis is indicated by this icon appearing in the navigation tree.
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\':".ﬁ *3 = E Structure Compliance Quality Compliance Discovery Change History
§ifl vital Statistics

= Sample Financial System

Trade 1 Structure analysis is not currenthy available for this Document.

To see document structure, this Document must first be opened in Vord.

Click the link below to open this decument in Word

9 CHG Enhancements - Phase 1.doc
e

Webinar L& (Feb 2010}
% Policy Quote System

OF CHG Enhancements - Market F | SwiLaunch in Word: CHG Enhancements - Phase 1.doc
CHG Enhancements - Phase 1

NOTE: Please ensure the MS Word Add-In is installed prior to launching.
If the Add-In is not installed, Word will present a blank document.

Figure 5 - Structure View after initial document addition

a. For 0. deoendustfhavé thesVjsiblgThread Add-in installed in order to see structure for a given
document in the dashboard as it is the Add-in that provides this structure analysis back to the
VisibleThread server.

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

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

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

4 Once the document is uploaded and analysis completed, the newly added document is shown in the dashboard.
The structure is presented similar to the below:

% VT Dashboard

Visible  Version: 2.2 - Build 1046 % Install M5 Word Add-n | [} fergal2@insurecorp.com = /&) User Admin | 3 Settings
5! Document Sets — | CHG Enhancements - BRD.doc
\""g g Mg | K| S g E Structure Analysis | Quality Analysis || Discovery || ConceptTracking || Activity
i Vital Statistics )
Best Practice: W2 - BRD CHG Enhancements - BRD.doc B~
& [ Agile Project 1 : ®|CHG Enhancemen...
M = . T
= (EFin1 2= i Create | bW Edit | 5] F
HLgFin2 Best Practice Category Status Is Mandatory? Document Heading Size =]
B LgProgram 1 (SATCOM I Introduction @ Pass Mandatory - Introduction 174 B -
# LERFPs F Tl
= Glossary @ Fass WMandatory Glossary 0 [
=175 Trading System - v3 Functional R " i Functional R .
8, CHG Enhancements - BRD doc = Functional Reguirements O Partial Mandatory - = Functional Requirements. =
BB, G Enhancements - Fhase 1.doc Actor Profiles Specification @ Pass Mandatory Actor Profiles Specification 9 mRE
98, pmms_wireframes_4.3.pdf Use Case Diagram @ Pass Mandatory Use Case Diagram 0 B
Wﬂﬁ‘(agt Plan for Proj.docx Use Case Specifications @ Pass Mandatory i Use Case Specifications 0 [E
I8, C-CHG-0001.doc Business Rules @ Pass Mandatory Business Rules 0 [/
BB, yc-CHG-0002.doc I Scope @ Fass Mandatory @ About This Document 1rs [0
ooc!
2UC-CHG-0003.doc Out of Scope @ Fail Mandatory Scope 3 O
EiNew Trading System Project = Non functional > Partial Kandatory = Security Reguirements. 833 1]
Look and Feel @ Fail Mandatory = Authentication and Authorization 620 =
=) Security Requirements ) Partial Mandatory Authentication Rules 43 |:|
= Authentication and Authorizati () Partial Mandatory 174 [}
Authentication Rules @ Pass Mandatory 164 ]
ar T D Authorization Levels & Fail Mandatery - 14 [0
) e - =
CHG Enhancements - BRD.doc = Analysis | 0= Document < (T b
Added by: concepttest, 21 Apr 10, 14:02
Last modified: fergal2@insure-corp.com Heading Document Content In Document
Last modified on: 18 Nov 10, 15:02
Structure BP: W2 - BRO
Quality BP: Quality Checks v3
Concept List: NFR Indicators - v3
2 Reference Practices =
Done g3 @

Figure 6 - Document Structure displayed after initial analysis
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5.6 Creating New Documents

To create new documents complete the following steps.

1 Clickthe €reate NewDocument 6 button | ocated on the main tool ba
pane) =l

2 Clicking this button will present you with a dialog box, where you have the option of specifying the new document
name and structure.

New Document *

Hew Document Name: | pew Document 1

e New Document 1.docx will be created using the
selected practice VT - BRD v1.0

Choose a Structure Practice for this new Document
iz Agile - External Interface Template -

Agile - Use Case Formal Template

Agile - Use Case Simple Template

i Integration - Data Conversion

i olere Style

i WT - Architecture & Design v1.0

# WT-BRD Lite

i1 VT -BRD v1.0

i WT - Non Functional w1.0 -

|| tndude description under Headings

’ Create ” Cancel ]

Here you have the option of selecting a structure practice and specifying a document name.

Additionally you can include descriptions from the structure best practice definition automatically in the newly created
document by checking the box titled 6l nclude descript

When done, click the 6Created button.

The system will create the new document using the structure you have specified.

INote: Documents created from VisibleThread are 6 . d oThesedopen in Word 20007 or Word 2010

3 Once the document is uploaded and analysis completed, the newly added document is shown in the dashboard

Tip: Base Documents. New Documents are created with certain MS Word styles. These styles and the associated
l ook and feel are dictated by a dédbased document .

This document can be set within the VisibleThread environment. You will probably want to change the default look
andfeel t o something that reflects your organizationds [Look an:ct
incorporating headers footers, logos, legal disclaimers, branding etc.

See section: 9 Settings i Document Creation for steps on how to do this.

5.7 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 i the Reéerence Practices
area. For more on setting defaults, please see section: 6 Reference Practices.
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The list of associations is specified in the properties area of the screen:

a4 m b

Trading System - v3

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

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

= Referenre Practices +

To change the association, document set. Now,cl i ck t he “%;Amtm,omerealnoretbe system displays a
sub-menu menu facilitating three types of association:

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

Re-associate Structure Practice *

=55 Structure Practices

Default Content Practice

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

WT - Non Functional v1.0
WT-Test Plan v1.0

WT - Use Case v1.0

£ WT - Vigion v1.0

Trading System - Rule 50

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

Last modified on: 30 Apr 10, 17:54

Structure BP: T - BRD v1.0

Quality BP: Default plus v2.1

Concept List: Finance - Basic v1.0

[ oK ][ Cancel ]

Figure 7 - Choosing a structure practice

As you select the Practice you want, the text area at the bottom is updated accordingly. Once satisfied with the
choice made, click O060OK6. The system wbDdclmerit Betand perfomlay 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.
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sets/documents.

detail.

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

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

5.8 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.

5.8.1

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 instance, in a situation where you wish to review documented

6busi

ness driverso6 for

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

A.) been documented and

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

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

" VT Dashboard
Visible

25 Document Sets

x

' Wersion: 2.2 - Buid 1046

Survey Results x

% Install MS Word Add-in

Trading System - v3

£ fergal2@insure-corp.com v | /8l User Admin | .5 Settings »

\':'.g g Mgy | X | = Gy E Structure Analysis | Quality Analysis || Discovery || ConceptTracking || Activity
i Vital Statistics 5
Edit %, Bxport | E] & [Z i
@[3 Agie Praject 1 i Edt 2, Export | E] 5 = EBCHG Enhancemen.. EHC
®LFFin1 Doc Set / Document / Heading Best Practice Size Structure Compliance Activity (last 21 ¢ ez | 3t
= ZFin2 2% Trading System - v3 VT -BRD v1.0 7 documents 4 edits (1 per »
e [ Program 1 (SATCOM 1) = ™ CHG Enhancements - BRD.doc W2 - BRD 3809 words R 3 edits (1 per
= LERFPs Introduction 174 @ Pass
=i :.j;m;adlng System - v3 Glossary 0 @ Pass 2
| CHG Enhancements - BRD doc # Functional Reguirements @ Pass
I CHG Enhancements - Phase 1.doc A
e . [ Security Requirements 833 @ Pass =
=) pmms_wireframes_4.3.pdf
8 Test Plan for Projdocx # Associate Usabilty 540 @ Pass
B JC-CHE-0001 .doc @ Payroll Testing Requirements (“Test Envir 137 ¥
T, C-CHE-0002.doc = Future Considerations. 113 @ Pass
BB, | c-CHG-0003.doc N Client Access 68 @ Pass
=} Mew Trading System Project Transaction-Level Authority 29 @ Pass M
@ User Personae 1037 7
Appendix A: Business Priorities 134 @ Pass I
= ™E CHG Enhancements - Phase 1.doc W2 - Detailed Spec 5349 words 1 edit (1 pers
= O v
— 1 512
4| 1 [
- Pr 1202
Trading System -v3
Added by: concepttest, 21 Apr 10, 12:04 W4 = A
Last modified: fergal2@insure-corp.com 8. Assumptions/Restrictions/Constraints 189 @ Pass
Last medified on: 18 Nov 10, 16:05 N 7
Structure BP: VT - BAD v1.0 7 ssues :
Quality BP: Quality Checks v3 [+ Glossary 182 @ Pass
Concept List: NFR Indicators - v3 9. Approval 50 @ Pass 8 - -
i Reference Practices + 4 1 3 4| r
Done L

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:
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:}5 i}

Edit document in MS Word

This allows you edit 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.

Edit document in MS Excel

This allows you edit the selected workbook in Excel and review and/or make changes to the
document within MS Excel. 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

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:

Heading

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

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 and is measured in
words. If there are no words in a given heading of the document then you will see 0
indicating that there is no content.

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

Structure Best Practice.

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

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

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

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

As you review the status of documents, bear in mind that 100% compliance is based
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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 adocumentsetb asi s, dActivitybo ttahbe. 6

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

5.8.2  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.

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, pane 1; Best Practice Analysis Pane
displays the currently associated Best Practice for the document, the right, pane 2; Structure Pane displays the
document structure as it occurs in the current document.

An additional 6 D o ¢ u me #iab i paseulbs available. This shows a high fidelity view of the document itself. It
provides a quick way to glean the document content without having to jump into MS Office itself.

As you interact with 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.
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Pane2ind

“* VT Dashboard % | Survey Results x
VisibleThread™ Version: 2.2.1 - Buld 1045 % Install M5 Word Add-in
' Document Sets ~ | CHG Enhancements - BRD.

5% My (X By @ F Structure Analysis | Qualy Analysis | Discovery | Concept Tracking | Activity

A Vital Statistics
& 7 Agle Project 1 Dot Prachce; V0070 5,016 Enhancemen)
£} :_Corlvac!s 03 wER §]3
@ LEfn1 Best Practice Category Status Is Mandatory? Document Heading Size
E Az 3 troduction O Partia Mandatory » || @ System Help Requirements 354 -
: ::3 Documea Pupose @ pass Mandatory = Data Requirements
P V:hs.’e A Sk Securty @ Pass Mandatory Data Architecture 0
&P ntended Audence 9 Fail Mandatory & Data Volumes o
HLGRFP1 Project Background QO Fail Mandatory Data Conversion 0
@ L5SATCOME Purpose of the Business Requirerr @ Fail Mandatory Data Retention and Archiving 0
LG Business GoalsiObjectives tobe & @ Fail Mandatory Privacy Impications 0 &
) [ Trading System - interface to DOMs BenettsRationale @ Fall Mandatory Data Defintion Reports 0
2= Trading System - Rule 50 Stakeholders @ Fail Mandatory Availabity Requirements 0

Wj(}’e EhanCements s BRD H0ox Dependencies on existing system: @ Fail Mandatory T 43

b % O Fail Mandatory Document Purpose 13
Results Areg showing content ] Optionst Securty 1
occurrence of resultin document OFal Mandstory @ Auhertication and Authcrization 632

& UC-CHG-0003 doc  FUNCToNa! Requs ements O Fail Mandatory @ Logging and Report sitabit 17
« = m + | = Data Requirements Mandatory il | §- | it 840
CHG Enhancements - BRD.docx =] analysis | [ Document 4 Interface Requrements 4% o | 5 = g
Added by: fergal! @nsure-corp.com, 26 Me
Last modified: fergall @insure.corp .com Heading Document Content In Document

Last modified orc 27 Oct 10,1246
Structure BP: Y1 - BRD vi 0

Quaity BP. Detad plus v2 3

Concept List Content Qualty Indicators - v3

iiii Reference Practices -

Done

Thumbnail visually showing

amount of document contentfor
specific headings

Figure 9 - Structure Analysisat Document Level

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

Red text in the Best Practice Analysis 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)

The size metric in the Structure Pane displays a 0 (with red decoration), when a given heading is empty.

As you review Best Practice against the selected document structure, 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.

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

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

@ Black text Full Match

This means that the category was found in the comparison document and any sub-
categories were also found in the comparison document.
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] Black text  Partial Match

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

P Red text Full Mismatch

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

&y Red text Partial Mismatch

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

Light Red Optional Mismatch
text

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:

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

] Edit document in MS Word

This allows you edit 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.

5.8.3 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.
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5.8.4 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) UC-CHG-0001.doc m

APl AT This best practice contains 8 top

Best Practice Category Status Is Mandatory? Document Heading Size |:| - . _
Summary @ Pass Nansstory Summary : | level categories with no sub
Actors @ Pass Mandatory Actors 24 ]| Categorles.

Pre-conditions @ Fail Mandatory Primary flow 5 =

Primary flow @ Pass Mandatory Post-conditions 5 ] Eacr; top Cate-gory aCCOLlOntS for
Afternate fiows @ Fai Mandatory Notes A 12.5%, equating to (100% / 8).
Post-conditions @ Pass Mandatory Change log 16 =} .

Notes @ Pass Nangstory 6 of the 8 top categories match.
Change iog @ Pass Mandatory Matches are signified by the @

icon and black text. Non-

matches are signified by the L 4
with red text

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

Example 2: Headings at multiple levels

Best Practice: Default Content Practice CHG Enhancements - Phase 1.doc
2185 HEE % - s This best practice contains 6 top
Best Practice Category Status Is Mandatory? Document Heading Size .
Project Drivers < Fail Mandatory 43 [} |heVe| Categones. Of these’ 2
Stakeholders @ Pass Mandatory 22 |:| ave SUb-categones'
= Functienal Requirements ) Partial Mandatery 3 |
Functional @ Pass Mandatory 148 |:| Eacr‘]) top Cate_gory aCCOL;ntS fOI’
Use Case < Fail Mandatory 2 (=] 166&! equatlng to (100/0 / 6)
Data @ Pass Mandatory J Functional Requirements 307 ] .
I Menfunctional < Partial Mandatery Functienal 3 ] 2 Of the top Categones fu”y
Constraints @ Pass Mandatery Data 5 |:| matCh n the document;
Look and Feel @ Fai Mandatory B 205 [ . ,
Usability & Fail Mandatory 3 = - 0Stakehol der s
Performance @ Fail Mandatory 10 |:| 7 - P
Maintainability and Support < Fail Mandatory 15 ] - 0 A ssum p tionso:
Security < Fail Mandatory ] =) _ Sub TOTAL: 33.2%
Legal @ Fal Mandatory 5 @ ' '
Project Issues < Fail Mandatory 31 |:| Of the remaining 4 we haVe 2
Assumptions @ Pass Mandatory iii g Wlth a pal’tial match:
41 [}

- 6Functional R¢
13.8%,(5/6 of 16.6%)

- 6Nonf und.6%, (it |
of 16.6%)

- Sub TOTAL: 15.4%
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%.

M  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:
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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 ation for O6Functional Requiren
16.6%. This is calculated thus:

¢ Matched To p:n dtFiuonal Requirementsé = 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: O6Nonfunctionalé = 3
¢ Matched Sub: 6éConstraintsdé = 1
¢ Number non-matched subs = 6
¢ Total Matched: 1

¢ Overall total 10
yielding 1/10 of 16.6%

5.8.5 Viewing document content

A second sub-tab6 Do c u me nt Odisplays aphemfidelity view of the document itself. This allows for very
speedy review of a portfolio of documents.

Sel ect t he 0 Bab .Asyoenavigate asourld the document, a toolbar in the document pane allows you
search the document as well as size it according to available space in the window.

Additionally you can select headings in the structure view resulting in the document scrolling to the particular point
where the heading occurs.

In the following screenshot, you can see a user has switched to document view and identified a section heading with
no content (i.e. showing a red 0). Upon selection, the document pane shows that heading in the context of
surrounding content.
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% YT Dashboard X Survey Results How| ot
Visible ™ Wersion: 2,2.1 - Build 1045 W Instal M5 word Add-in | /2 fergall@insure-corp.com + | /& User Admi
55 Document Sets —!| | CHG Enhancements - BRD.docx
b X | = &G @ Structure Analysis || Quality Analysis Discovery || Concept Tracking || Ackivity
el Wital Statistios
& i | 17 B || CHEEnhancements - BRD.docx m
L Agile Project 1 -
e A] % create | W Edt | £] 2 b
=] = e . D rit Heacl =
a 2.7 Availability Requirements cument Heading 28 O
H System Help Recuirements 354 D -
) = Data Requirements 960 D
=
Data Architect
# [ Einsure Corp - Payments System A & Architecture il ]
=L EM m Data Yolumes o B
&
@ (ERFR 2.8 Scope Data Conversion i] ]
Ewerylhing except section 5.0 (Fulure Considerations) should be cong " .
H L g sATCOM I requirements for an initial release, where possible, Though section 5. Data Retention and Archiving 0 ]
] -::EJTS Ir:rl;\‘;r?;;fr;:lfl:iihmaﬂiﬁ::\g:_oemgneu should be sensilive not 1o pf Privacy Implications 0 D =l
H g Trading System - Interface to DOMs Diata Definition Reports i) D
&l
=155 Trading System - Rule 50 Availabilty Requirements 0 [
B8 CHG Enhancements - BRD . docx Seope P (&
IIEIECHG Enhancements - Phaze 1.doc 2.9 Document P.l.l'prSe
o [The: purpnse of this document is to describe business requirements Documert Purpose 13 0
B pmims_wireframes_4.3 pdf ane ur in f pendent manner. Al Securt 1 0
)| _CHG-0001 dos ¥ 1
00| cHG-0002 doc FOR (NTERNAL USE GNLY - @ Authentication and Authorization B32 B
00| CHG-0003 do > I C ll @ Logoing and Reports ("Audishilty 171 0
4 m | » 3 Azsociste Usability 540 ]
CHG Enhancements - BRD.docx = snalysis || = Document H Interface Requirements 426 B |
Added by: fergall @insure-corp com, 26 Mz
Last modifiect fergall @insure-corp.com Hesadding Document Contert In Document

Last modified on: 27 Oct 10, 12046
Structure BP: T - BRD w10

Guality BP: Default plus v2.3

Concept List: Cordert Suslty Indicators - w2

Figure 10 - Structure View with Document being shown

5.8.6  Structure Analysis View for Excel Workbooks

Structure Analysis at the workbook level is comprised of two panes, the left pane displays a high fidelity view of the
workbook and the right; Structure Pane displays the worksheets contained in the workbook.

As you interact with the Structure Pane, the Thumbnail and High Fidelity View are also updated. The thumbnail
displays the extent of the selected worksheet in the Structure Pane.
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Visiblehread ™ Version: 2.3 -Buid 1055 & Install MS Office Add+ns » & fergal2@insure-corp.com v | /) User Admin | % Settings v
L2 Document Sets ~' | Advisor Client Phase 2 Requirements.xis

Pt gy (X = & (F Structure Analysis | Quality Analysis || Discovery || ConceptTracking | Activity

1A Vital Statistics 27 feal [T
- o i e [0 — :: 4 -2
=7 Agile Project 1 . é_ B

= -
» | Advisor Client Phase 2 Requirements.xls B8 A gvisor Client.

|
Af | Uk Edit

[ Worksheet Name Rows [7]
open issues 8 ]
L 0 O
title page 50 @
regs output [Hidden] 1629 (&)
config [Hidden] 13 0
stakeholders [Hidden] 2 @
rev history 20 @O
Appendix A 7% 7

B, Biz Rule 1.docx
Biz Rule 2.docx
8, Biz Rule 3.docx
BRD Lite.docx
@BC1 - Create and Edit Order.docx
BB, yC2 - Create and Edit Account.dot
% Agilisys 1
BB sample Spec.docx
BFin1
ZFin2
T Program 1 (SATCOM I
[ Reference Library
SRFPs
Trading System- v3
B122
B123
Tz
5, Advisor Client Phase 2 Requireme:
% Advisor Client Phase 2 Requireme
B0, CatalyzeProjectPlan-4.0.xis
3725

w

m

(=95

(=

e

w

< I »

Advisor Client Phase 2 Requirements.
Added by: fergal2@insure-corp.com, 12 Ja
Last modified: fergal2@insure-corp.com
Last modified on: 24 Jan 11, 13:15
Structure BP: n/a

Quaity BP: Quaity Checks v3

Concept List: NFR Indicators - v3

<]

i Reference Practices + -

Figure 11 - Structure Analysis atWorkbook Level

The options available on the Structure Pane are:
g Edit workbook in MS Excel

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

5.9 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.

5.9.1 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.
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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

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,
4 =0 CHG Enhancements - Phaspf doc  Defaul plus v2.1 849 paragraphs

@ =B yC.CHG-0001.doc Default plus v2.1 78 paragraphs Whlte IISt dlsplays docu ment set
02 qoc Defaut plus v21 177 paragraphs level phrasesthatare marked as

N fault nhis w2 1

Review sessions

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 12 - 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 in terms of words within headings.

# 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.

At Document Set and Document level, the percentage (%) indicator is a roll up value
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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 i 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: I f you wish to focus on certain ver
number of categories forthese, set ti ng t hem wiperhapseveah 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 Activiyo méab.set ba

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

5.9.1.1 The Document Set White list

The Whitelist contains phrases that have been reviewed and m
review session. See section: 5.9.4 €onducting a document quality reviewé ; 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 havesegmdnidt ahidstbeyg osmalrl ebecei méss his acr
this document set will be omitted from the issue list.

Whitelist
>< Remove =, Export

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

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

small business segment  small Ambiguity The SBSCSRisa frank jones@insure-corp.com 17 Feb 10, 08: Quality review of document "CHG:
non-technical, business Enhancement Project Market
resource dedicated to offering Requirements 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 clients using whiteslist stuff

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

Figure 1371 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.

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 Activity.
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See section: 5.9.4 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.

5.9.2  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.

Checkbox adjacent to defective

phrasesfoundin document, number

€HG Enhancements - BRD.docx indicates num. issuesfound

Structure Analysis Quality Analysis | Discovery || Concept Tracking Activity

TS
S Edit B cHG Enhancemen...

& Authertication and Authorizatior *

Weighting = Status

[
% Measurahility Medium < Fail 1 [ - User Authentication
H pionality Medium Q Fail 23 (] % User Authorization
mprecise & Subjective Medium Q Fail 7 ] User Administration ==
=] pen ended Medium < Fail 16 v B Role Administration e —_
Sine = ===
s 0 ¥ i
5 . J] = Distributed Access ("Distribut
s B Concurrent Aqgess
g » Remote Access (NG
1 0™ 1 -
[ Sections where
] 2 B[ risky phrasesare
| un Client Access
presen
1 B ¥ T jon-Level Authority
| @ | Unachievable - too specific Medium | - = User Personae
] - u User Administrator IS
= analysis Document ' F—— ’
' StartReview <) © = =
Term Document Content In Document In Heading
w for example , @ 'Ledger Fields Role' may be crested that allows accessto 154 CHG Enhancements - BRD docx User Authorization 2
tasks managing the following sensitive fields: =
mie. Description: The solution shall permit full concurrency across users in all q}!'l CHG Enhancements - BRD docx Concurrent Access

service groups utilizing the solution (as in 2.1.6), wilefio visible degradation
in performance. Specifically, the solution desig ould account for an initial

Slcon eotloinz an le performance degradation
Results Area showing
occurrenceofissuesin

m »

document

Figure 14 - Quality Analysis at Document Level
The quality view comprises 4 major sections.

Occurrence-Analysis-Grid

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.

Chilaunch | 2,.Export | E] 5]

Category Weighting = Status
=215 Optionality Medium < Fail 47 i

# maybe [l

# perhaps 0

such as s

might [l

may 12
could ) . =

# should 13

i possibly E

i probabhy 0

i gimilar Z

Figure 15 - Occurrence Analysis Grid
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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.

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 (IZ) 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:

.l 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.

This is done via a structure vi e wefereicedrwih the beetiorcwherectheeistky i t e mo s
terms / phrases are encountered.

:lmECHG Enhancements - Phase 1.doc -
& Overvie
1 Introduction
n Purpose
Eun Background

@ Reference & Related Documents

m

B0 Project Summary (Phase 1)

B Proposed Business Flow

EENEECEED Business Reguirements
§ Known Technology Reguirements

tside Scope, (for this phase of the Project
1 5.1 Other System / Application Impacts
EEEEEE 5.2 Other Business Process Impacts

ent Impacts

Figure 16 - 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.
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The following options are available in the Structure view toolbar:

S Edit document in MS Word

This allows you edit 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.

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 17 - Thumbnail
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 agThegeolortotielet@a@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. Similar to the term column, color codinginthe6 Document Contentd ar ehmcohted ps i dent
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 VisibleThread Add-i n i nst al l ed. The fi nal column 61 n He
heading where the occurrence is found.

: Start Review | =) v :_-, =
Term Document Content In Document In Heading
-

mie Each transaction listed should show the User ID that submitted the entry _‘*ﬂ Business Reguirements
m should (as well az other details yet to be determined, i.2. if rejected tem) CHG Enhancements - Phase 1.doc
u Ll 8- e 1.d
to be determi...

andior Allow the User to eptionally download the list of tranzactions into an ASCI _:ﬂ Busziness Requirements
mie file. The records should be in an 80 byte format (i.e. without any further - _ 4 =
m should details such as User ID who submitted the entry). This would faciltate re- CHE 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 _:ﬂ Business Requirements
m could there, because their content does not exactly match that of the pending = _ .
W ie. transaction, or they have already been pulled from the CHG HOLDFILE) CHC Echancements S Bnaseltdoc
m should should result in the generation of an appropriate error message in the: -
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The toolbar is present to support reviewing of content. For more on reviewing, see section: 5.9.4 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.

5.9.3 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<tgrengod phrased 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.

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

Startthe review process by clicking t h,ehesc@denanters reR@wriodewd butt on.
whereupon the remainder of the dashboard is masked and you interact only with the review grid as shown in the
screen below.

gy G e an

) Cancel [ J#Finish Review | :Add to Whitelist ‘=

Term Document Content In Document

' m all Updated 2.1.5 to read: “The =olution shall permit all service or implementation associates...” from “The -:E
=olution =hall permit all service agsociates...”

oy

n=r CHG Enhancements - Market Reguire...

= m al Terminology originalty determined by a meeting of functional heads has been cited when a new term _:ﬂ
- ie. has been adopted (| = Business Transaction Language (“Key English™}). CHG Enhancements - Market Require. .
m adeguate Qualified 2.16 Distributed Access with the phrase: “(according to their user profile and needs while _:ﬁ
maintaining L ETEGEENENE of duties)”.

CHG Enhancements - Market Require...

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

.........................

Figure 18 - review session 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.

. L _ Z3Add to Whitslist
Reviewers can mark phrases to add to the &Vhitelistd6 by sel ecting th T At 13
If the selected text does not include a suspect term, then the system alerts with a message.

rbdttonc | i c ki ng

Once the phrase is added to the Whitelist then this effectively means that the phrase willbe markedas o6 beni gnd
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

followingsituat i on where o6all servicebd has been whitelisted.
m full Description: The solution shall permit full cencurrency across users in all serviceQ groups utilizing \_} _:'!]
u ?” the solution (as in 2.1.6), with no visible degradation in performance. Specifically, the solution design CHG Enl
L& should acceunt for an initial 220 concurrent logins and operate with no visible performance
degradation (. =. at less than 75% capacity).

© VisibleThread 2011



VisibleThread Dashboard Help - Version 2.3 (January 2011)

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

, you can View any <chan

Tip: If you wish to review the full Whitelist, s el ect t he docum®uality Amaysisban i bs e ISeet steltd | @
5.9.1.1 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 *

Please Enter a comment:

Finshed reviewing and whitelisted some -
itermns

’ oK ” Cancel ]

Medinm <» Fail 1
This comment will also be recorded as part of the Activity for the document.

Note that if you wish to mark the document as having been reviewed without any whitelisting activity, you can also
us e ftnisher edv i e w dwitbouttaddiagiany whitelisted phrases. In this case, the comment is also logged and
the change log will indicate no whitelisted items.

5.9.5 Viewing document content

Asecondsub-t ab 6Document d& adjacent to the analysis, displays a hi
for very speedy review of the particular risky term in the content of where it sits in the document.

Sel ect t he O¢-falm Asyonemavigabe amundbthe document, a toolbar in the document pane allows you
search the document as well as size it according to available space in the window.

Additionally you can select headings in the structure view resulting in the document scrolling to the particular point
where the heading occurs.

You can also select rows in the Results Area, and if the document sub-tab is displayed the document will scroll to that
particular section. A blue highlighter will show the beginning of the phrase of text.

In the following screenshot, you can see a user has switched to document view and identified a particular row in the
results area. Upon selection, the document pane shows that text in the context of surrounding content.
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CHG Enhancements - BRD.dock
Structure Analysis Quality Analysis Discavery Concepk Tracking Ackivity
= |1on~’s | |? |x1? | 3 Edi
L r = » wl Edit IEBCHG Enhancemen...
TYPE FOTTCIOTaT .
|4 = Authertication and Authorizatior
2.11.2 User Authorization LUser Suthertication
Description: The solution shall enforce authorization rules such that users are o
rafes and roles are associated with tasks, Individual users are assigned to roles User Authorization
administration (see 2.1.3). Tasks are associated with reles via authentication adr User &dministration = 4
(2.1.4) Users who are not members of & requisite role shall not have any access . . -
associated with that role, nor should they be visible for such users in the applica [ Role Adminiztration _
pnly’ information should be displayed where a user is not authorized Single Sign-On == -
For example, a ‘Ledger Fields Role' may be created that allows access o tasks {— |
following sensitive: fields: 1 = Distributed Access ("Distribut
»  Ledger Debit Date Code
+ Ledger Remil Cade B Concurrent Access
#  Ledger Credit Tier » Femote Access ("Remote b
*  Business numbers # Logging and Reports (*Suditabili =
In this case, only members of the finance roke’ could access or modify any of the 4 _gg 4 - s (
Persona: SBS CSR, Major/National CSR, Tax AdminFinance CSR, Service Mar [ Azsociste Usability
Type: Funcional @ Payroll Testing Reguirements ("Test
2.11.3 User Administration B Future Considerstions g
Description: The solution shall allow that user administration can be executed u BE Cliert Access
INSURE-CORP infrastructure, where possible, upon request. User administratic— . "
inclucle requests 1o add, edit or delete users, and to change their level of authori{ ¥ | Transaction-Level Authority
< | [+] =2 Uszer Personas
- B Uszer Administrator S
E= fnalysis = pocument 4| i r
. Start Review = =) 7 = =
Term Document Content In Document In Heading
for example , & 'Ledger Fields Role' may be crested that allows accessto _“ﬂ CHG Enhancements - BRD docx User Authorization -
tazks managing the following sensitive fields: =
Hie. Description: The solution shall permit full concurrency across users in all -@CHG Enhancements - BRED docsx Concurrent Access
=service groups utilizing the saolution (as in 2.1.6), with no visible degradation
in performance. Specifically, the solution design should account for an initial
280 concurrent loging and operate with no visible performance degracstion
[i.e. at less than 75% capacity). -
< | n 2

Figure 19 - Quality View with Document being shown

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

It analyses the documents on the basis of frequency of occurrence of dounséwithin the document. It automatically
scans a body of documents and calcul ates the occurrence of 0
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, O0OAccountdéd, Obécustomer6, O6clientd are typical no

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.

Letds say we are | ooking at document s systamdhatrwill affecgbusnesse xt ensi o
rules around how accounts are validated for trading thresholds. In this case you would expect to see a reasonable
di stribution of certain key domain concepts dacresscetlainr aded, o6d
documents in certain distribution frequencies. In particular we might expect to see quite a bit of content and rules
relating to éaccountd. The BRD (Business Requirements Docume
use casesthatt ouch account manipulation eg: oO6Update Acountd and as:

have relatively high occurrences of the concept déaccount 0.

Di scovery allows us take very quick O6deep di gaeubwhatnt o | engt h
concepts are at play and whether the documents look to have sufficient content coverage for the important ones.

5.10.1 Discovery View for Document Sets

The discovery view for document sets is shown below:
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Occurrence grid with
each document showing

Trading System - v3

as a column

Structure Analysis ” Quality Analysis ” Discovery

Search

| @B, CHG Enhancements - BRD.doc

| ™ cHe Enhancemen... ™2 cHe

J-| Trackin ConceptList [+
| & Introduction
Noun ~ Freq. CHG...| CHG...| UC-.. | UC-.. | UC-.. B Security Requirements
abiities 4 [ e * | | @ Associate Usabilty
ability 2 Fl| = a ' @ Interface Reguirements
acceptance 1 = o @ Graphical User Interface (GUI|
| © Business Transaction La
Access 2 : Duplicate Submissions =
Account 2 Q @ Future-Dated Transactions
bl s Iﬂ 7 Queue Visibilty (“Visibility
o Data Walidation
accounting 2 e Print Functionality
accreditations 1 @ I Batch Interface
| accuracy 3 El o o . [ Payroll Testing Requirements (“Test
@ Future Considerations —!
Acronyms 3 @ # Client Access
activities s ® @ | Transaction-Lewel Authority
Activity g - | - User Personae
Py ¥ Sha e B : : Appendix A: Business Priorities

4 4 |

Noun

m Account

m account

Document Content

Description: In contrast to its existing use of my
language, CHG =hall allow users to complete t
interface (3.2.1) that uses business transactig
business transaction language include “Add/E:
Bank &ccou .
necessary inputs associated with a transaction should be similarhy
prompted in business English.

A future goal is to enable clients with the ability to access and modify some
of their company or account

Green circle indicates
occurrence withina
given document

arg

n lan
it Eal
20US Service

nt Information’, “Submit a Miscellan

15 CHG Enhancements - BRD doc

information — i.e. contact names, addresses,

[ LS 3
In Heading
Business Transaction Language (| »
Client Access

-

Figure 20 - Discovery View at Doc Set level witld A ¢ ¢ osaletted

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.
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4| Y Trackin ConceptList [¥] 2, Expart

Noun + Freq. CHG.. CHG.. UC-.. UC-. | UC-.
abilties £ ] -
ability 8 [ 1
acceptance 1 [l 3
Access 30 [ B
Account 2
accountability 2 [ I
accounting 2 [l
accreditations 1 [F]
accuracy 3 [l
Acronyms 5 =
activities 2 [l
Activity g [ e - L

Page 1 of1e | P Pl | show 50 | |items Displaying 1 - 50 of 785

Figure 21 - Discovery Occurrence 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 to an 06x6. Clicki
results.

s Track in Concept List
Thisallowsyout ake a selected item such as daccoun
concept list for explicit tracking. See: 5.11 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.

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.

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
interested in tracking and click the “o6Track in Conce pt 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® thédocumdnts forghats@weanceptand the occurrence grid is updated
accordingly.
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Add to Concept List X

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

General

Tracking

oK ] [ Cancel

Structure View

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

located.
Inthe case below, we see 6éaccountd showing up under the 6Business Tr

= ™8 CHG Enhancements - BRD.doc o
@ Introduction
[ Security Requirements
@ Associate Usability
& Interface Requirements
@ Graphical User Interface (GU|
Business Transaction La

Duplicate Submissions

m

Future-Da

i Data Validation
Print Functionality
Batch Interface
@ Payroll Testing Requirements (“Test

& Future Considerations —
Client Access
Transaction-Level Authority
@ User Personae
Appendix A Euairslaé Priorities

4| m b

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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% 14 Enhancemen.. T2 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 occur in the same paragraph of text they arereflect ed i n t he dihacaontd thelaftiofu mn .
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 VisibleThread Add-in installed. The fin a | column 6l n Headingb s how
heading where the occurrence is found.

MNoun Document Content In Decument In Heading

Account Description: In contrast to its existing use of mnemenics and system _‘h 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
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 iz 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, addresses, -
] 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 terms occur, sort on the Term column. All
paragraphs where multiple occurrences are encountered will show first.

5.10.2 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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Searc P 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 6x6. Clicki
results.
iy, Track in Concept List
Thisal | ows you take a selected item such as 6

concept list for explicit tracking. See section: 5.10.2 Error! Not a valid bookmark self-
reference. for more on concept tracking.

Check Selected

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

.l 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 egendd for checked items is shown by defvalitishot hshoudo 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

= A000L TS DOt

Aceount 2 . x_ B Terminology
Noun Freq. accounting 2l = Specificity
1 Clarified 1 D client 20 - * Scope
| Security Reguirements
j Lt i 0 | & Authentication and Authc
client 20 . . User Authentication
- clientele 3 [ | User Authorization
- clients 13 |:| User Administration
| & Role Administration
H 1

B Verification
Single Sign-On
@ Distributed Access (T
@ Logging and Reports (“A
| Associate Usability
| B Interface Requirements
'8 Graphical User Interf

................... ¥ Business Transa:
Displaying 1- 5of 5 | 4 i t

|4 4 ' Pagel of1 » | Show 50 v items

Ammow in divider allows the

panetobe collapsed

Figure 22 - DocumentLevel Discovery showing legend
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5.11  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

setoft er ms/ phr ases. towards arrivi at

Concept Listd

A common path
functionality.

ng

those corl

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 |l ooking at documents concer ni negt
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

an

concepts

extensi

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
Document) and use cases that touch account manipulatione.g. 6 Up d act e u At 0
be expected to have relatively high

Whilst discovery allowsusi denti fy that
this one step further and allows you explicitly specify groups of concepts for tracking. So, for financial oriented
documents,we mi ght have a
establish presence or absence of these concepts in certain critical sections of our documents.

(Business
and associ
occurrences of

5.11.1 Concept List View for Document Sets

The concept tracking view for document sets is shown below:

Occurrence grid with

Trading System - v3
Structure Analysis

categorized sets of
concepts for tracking

= ™8 CHG Enhancements - BRO.doc

Quality An. Discofery

concepétdelailsetr o6c,o0 moplreitstienr@and daek toraeddei 6t, 6

Requireme
ated test
the conce

6 a c c o u nintthe firgt instasde,she concept listeaked o c u me nt s

and

% New Concept | ., Export i Introduciion | ™3CHG Enhancemen.. ™cHa
Concept Freq. CHG Ei CHG Ei UC-CH UC-CH: UC-CH 5 Se ch'rt;-f Mearomenie
= General {5 Items) it @ Authentication and Authorizatior
ABA |:| User "—'LithEn.tICﬂ.[ICn
User Authorization =

LI 2 User Administration
Client 47 |:| @ @ [® Role Administration
Customer 1 |:| Single Sign-On

= @ Distributed Access (“Distribut
Deal O T Concurrent Access M
Dealer (] Remote Access ("Remote
Letter of Credit |:| @ Logging and Reports (“Auditabili

rade E 3 Associate Usability
Trader ]| @ Interface Reguirements
@ Graphical User Interface (GUI

@ Tracking {5
Archival

Audit

Concepts

account

Account

Business Transaction La
Duplicate Submissions
Future-Dated Transactions' ™

3 n

In Document In Heading

Gray font indicating
absence of concepts in
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dation

54 CHG Enhancements - BRD.doc Concurrent Access

documents

Description: In contrast to its existing use of mnemonics and system
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

I.'Tg CHG Enhancements - BRD.doc Business Transaction Language |

4

n

Figure 23 - Concept

Listat Doc Set | evel with 6Accountd selected
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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.

Concept =

= General (3 Items)

Account
Clignt

Customer

=@ Tracking (5 Items)
Archival

Audit

I New Concept | #., Export

Freq. CHGEI CHGEI UC-CH UC-CH UC-CH

47

m

5 =

1 @
O

20

Figure 247 Concept Tracking Occurrence 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 a metunganunfileded 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 i 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 want to add and clic k 6 Th&gystem 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 Mew Category

General

Tracking

OK ” Cancel l I

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-refetercediwithih the headindveheretioelcancepts s cr os s

are located.
Inthe case below,we see déaccountd showing up under the 6éBusiness Tran

;lmi,CHG Enhancements - BRD.doc -
@ Introduction
@ Security Reguirements
3 As
@ Interface Requirements
& Graphical User Interface (GUI

sociate Usability

Business Transaction La
Duplicate Submizsions
tions

m

1 Data Validation
Print Functionality

Batch Interface
@ Payroll Testi
@ Future Considerations 4

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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% 14 Enhancemen.. T2 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 i n the s ameonaptsba geroalpobroclorftotheefikt t hey a
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 or Excel document where the

concept has occurred. Similar to the conceptsc ol umn, col or coding in the 6Document Co
terms in the 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. Th e f i nal ¢ ol wshowsthé specificdeadi ngo
heading where the occurrence is found.

Concepts Document Content In Document In Heading
account Description: The solutien =hall permit full concurrency across users in all _“g CHG Enhancements - BRD.doc Concurrent Access o
service groups utilizing the solution (as in 2.1.6), with no visible degradation
in performance. Specifically, the solution design should for an initial E

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

Account Description: In contrast to itz existing use of mnemonics and system _“g CHG Enhancements - BRD.doc Buginess 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 tranzaction language include “Add/Edit Earnings Code’, ‘Update -

4 n k

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.

5.12  Activity
Activity allows you see trends on 3 dimensions; Structure, Quality and Size.
Change events are caused by the following actions:

10. Creation of Document Sets
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11.
12.
13.
14.
15.
16.
17.

There are two sections in the Activity pane. Changes are displayed graphically on the left side of the pane while the

correspo

Creation and Addition of new documents
Edits from within MS Word or Excel

Initial analysis of Word 2003 documents

Reviews made from within the Quality Analysis view including any white listing activity

Adjustment made to associated Structure, Quality or Concept Reference Practices

A change of associated Best Practice.

Renaming of Document Sets

nding 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.

Ch

ange list: individual activities are

itemized showing the type of change
made with date/time

| CHG Enhancements - BRD.docx

| Structure Analysis H Quaiity Anélysis || Discavery || Concept Tracking | Activity | \
| Structure 220 Export
100% Description User S Q Size Date/Time
=/ BestPractice VT - BRD v1.0 modified fergall @insBre-cor 20% 0% 3895 10.11.201014:20 £,
<& Associste DocSet 'Trading System - Rule 50'  fergall @insure-cot 20% 0% 3895 25.10.201015:27
0% with Concept List ‘Content Qualty Indicators -
v3
% Associste DocSet 'Trading System - Rule 50'  fergall @insure-cor 20% 0% 3895 281020101314
0% with Concept List 'Finance - Bonds and
Apr Jul Oct Securities v1.0' =
v xZ  Concept List Content Qualty Indicators - v3 fergall @insure-cor 20% 0% 3895 27.10.201013:59
Quality - i
modified
100% | k=) 'CHG Enhancements - BRD docx' saved. fergall @insure-cor 20% 0% 3895 27.10.201013:46
Commit log: 2
3 Ty Quality review of document 'CHG fergall @insure-cor 20% 0% 3892 27.10.201013:44
v
50% Enhancements - BRD.docx', changes made to T
Whitelist with the comment: 'Reviewed'
k4 'CHG Enhancements - BRD docx' saved. fergall@insure-cor 20% 0% 3892 271020101336
Commit log: Added sec section with junk
28 A 'CHG Enhancements - BRD.docx' saved. fergall @insure-cor 19% 0% 3891 27.10.201012:58
pr Jul Oct -
Commit
e Graphs show activity levels for QEEEES
Structure, Quality and Size. 1020101018
Selecting an entry here e
2000 e :
highlights the detail in the
0 Change IlSt 102010 16:42 -
Apr Jul Oct

|4 | Page1 of5 b B | Show 25 v items

Displaying 1 -

25 of 107

Figure 25 - Activity for a specificdocument

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

b=l A document set with the specified name was added
e A document with the specified name was added
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=l
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&

i

A document with the specified name was created

A Best Practice was re-associated with the specified document

An analysis was conducted on the specified document

An initial analysis was conducted on the specified Word 2003 document

Changes were made to a given document

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 specified Document Set was renamed

There are also trend indicators shown against the Quality, Structure and #lssues columns. These indicate the change
in values due to recent changes to your document or document set. The indicators are as follows.

The previous change to this statistic had a lower percentage, showing a positive trend

The previous change to this statistic had a more quality issues, showing a positive downward
trend

The previous change to this statistic had a higher percentage, showing a negative trend

The previous change to this statistic had a less quality issues, showing a negative upward
trend

The Activity applies to both the document and document set level.

When viewing Activity 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.
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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 perfofmacte ommad 6seeguiitremémaers exposes high |

Quality Best Practices focus on categorized term sets that if found may indicate risk issues in the document (s). For
instance, the term 6appropriated in the context of a sentenc
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 Il i st mi ght consider o6deal 0, 6broker o6 etc.

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.

e 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 new
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

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.

X 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.
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