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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 click on the óSIGN INô button at the top right. Use the credentials that were 

provided to you. 

If you are using the on-premise version of VisibleThread, navigate to the VisibleThread dashboard at the URL that 

was provided by your VisibleThread administrator and use the credentials that were provided to you. 

The Add-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. 

1.1 Whatôs new in 2.4 

For a full list of whatôs new please see the Release Notes available online at: 

http://www.visiblethread.com/support/documentation 

1.2 General Compatibility 

VisibleThread supports the following file types: 

Word 2003 (.doc) 

Word 2007 & Word 2010 (.docx) 

Excel 2003 (.xls) 

Excel 2007 & Excel 2010 (.xlsx, .xlsm) 

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 will perform a refresh in most browser environments). This clears 

the browserôs memory footprint and can result in increased performance. 

http://www.visiblethread.com/
http://www.visiblethread.com/support/documentation
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1.5 General Notes 

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 

After initially uploading ó.docô files, you 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 

Please see the document óVisibleThread Add-in Installation Instructionsô for detailed instructions on how to install, and 

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/ 

Click óSIGN INô at the top right. At this point you are prompted 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: 

 

Figure 1 ï Vital Statistics screen showing after a successful sign in 

Once you see this screen, check that the version number at the top left says ó2.4ô. 

http://www.visiblethread.com/support/documentation
http://www.visiblethread.com/support/documentation
http://www.visiblethread.com/
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If you see this screen but the version is not ó2.4ô, it means that the browsers cache may still be referencing a previous 

version and needs to be cleared. You should clear the cache in this instance. Try hitting CTRL + F5. If you continue 

to see older screens, completely clear your browser cache. 

Tip: Completely clearing your browser cache: 

In IE7, this can be done by clicking óTools > Delete Browsing Historyéô, then click óDelete Filesô & óDelete Cookiesô.  

For users of Firefox, click óTools > Clear Private Dataéô. A dialog box will appear. Now check óCacheô and óCookiesô 

to on, ensuring the other checkboxes are checked off. Click óClear Private Data Nowô. 

In both cases shutdown and restart the browser. 

If you donôt see this screen or you have trouble in clearing the browser cache, please contact us at 

support@visiblethread.com 

3 Quick start Guide ï 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  óDocument Setsô area in the navigation pane  

2.  Click the  óNew Document setô 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 

óPolicy Quote Systemô. 

 

3.2 Create a New Document 

 Step Notes/Tips 

1.  Click on the  óDocument Setsô area in the navigation pane  

2.  Select the Document Set, that will contain the new document  

 
Click the  óCreate New Documentô button, at which point a drop 

down sub-menu appears. Select the óCreate New Word Documentéô 

option. 

Clicking this button will present you with a dialog box titled óNew 

Documentô. 

 

mailto:support@visiblethread.com
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Here you have the option of selecting a structure practice and 

specifying a document name. 

When done, click the óCreateô button. 

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

3.3 Add an Existing Document 

 Step Notes/Tips 

1.  Click on the  óDocument Setsô area in the navigation pane  

2.  Select the Document Set you want to add to  

3.  Click the  óAdd Documentô 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  button at the bottom left. As you add files you will see the 

upload progress represented. 

When done click the óCloseô button 

Note: Once you have added the 

file(s), a quality and discovery 

analysis is automatically conducted 

on that file. 

4.  Once the document(s) are added, the dashboard will display the new 

docs. Discovery, Structure and Quality analysis is available for the 

document and in the case of Word 2007 formatted documents (.docx) 

structure is also available. 

 

 

3.4 Create new Structure Reference Practice based on your Document 

 Step Notes/Tips 

1.  Click on the  óDocument Setsô area in the navigation pane  
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2.  In the navigation tree, select the document that you want to use as 

basis for the new Reference Practice 

 

3.  In the 2
nd

 pane under the óStructure Analysisô tab, click the  óCreate 

new Best Practice from Current Documentô button. 

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 

 

4.  Edit the Best Practice as needed, by navigating to the  óBest 

Practicesô area in the navigation pane and highlighting the newly 

added practice 

Note:  See section: ó6 Reference 

Practicesô for full details on how to 

edit a Best Practice 

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

 Step Notes/Tips 

1.  Click on the  óReference Practicesô area in the navigation pane  

2.  Select either óStructure Practicesô or óQuality Practicesô items in the 

navigation area 

 

3.  Click the  óNew Best Practiceô button to create a new empty Best 

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 section: ô6 Best 

Practicesô for full details on how to 

edit a Best Practice. 

 

5.  Click on the  óSaveô to save any changes you made Best Practice  

 

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

 Step Notes/Tips 

1.  Click on the  óDocument Setsô area in the navigation 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. 

Select the óAssociate Structure Practiceéô option. 

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

Structure Practices. 
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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, click óOKô and the chosen practice 

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, click on the óUser Adminô link at the top right of the 

dashboard 

Note: If you do not see this link 

appear, this indicates you are not 

an óadminô user. Contact your 

VisibleThread administrator to 

request administrator privileges 

2.  You will see the list of users currently set for this account. Click the 

óAdd Userô button on the top left. 

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

click óUpdateô. 

 

 

4 Understanding óDocument Setsô and óReference Best Practicesô 

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. 

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. 
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Given that a document set is in essence a collection of documents, one of the first things you will look to do is to 

create a new document set and then start adding documents.  

Full details on how to do this is outlined in the next section. 

Document sets are associated with reference practices which determine the treatment of the content. 

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

Concept Lists. 

Structure Practices focus on verifying that particular types of Structural components are present within the 

document (s). 

For Bid / Proposal Users 

If responding to a US federal government bid, you would define a structure that reflects the heading breakdown as 

suggested in sections L and M. You would define structures for the Tech Volume, Cost volume and so on. 

Associating these structures with relevant documents enforces that structure. 

For IT Users 

If involved in a project for a transaction oriented system e.g. an online tax system, a billing system, absence of 

performance and security ónon-functionalô requirements exposes high levels of risk at an early stage. In this case, 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. 

Quality Practices focus on categorized term sets that are scanned in one of more documents. 

For Bid / Proposal Users 

You can perform an obligation scan using a quality practice, checking for all instances of ówillô, ómustô, óshallô in the 

SOW or RFP. With one-click, you can generate an Excel Compliance Matrix. For response documents, run a review 

scan that picks up language weakening credibility, raising legal questions or affecting future delivery of your solution. 

Proposals containing sloppy, ówaffleô or legally risky language put the win in jeopardy. Examples like; ówe are 

delighted toô, ówe will ensureô or ówe are expertô should be scrubbed and replaced. 

For IT Users 

The term óappropriateô and óhighô in the context of the following sentence is impossible to measure and test for, e.g. 

ówe must deliver appropriate levels of uptime, given high user volumesô. This type of language introduces high risk of 

poorly architected IT systems and heightens the probability of late stage architectural rework and poor user 

experience. 

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

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

Concept Lists allow you specify particular categories of terms / phrases that you may have an interest in tracking. 

For Bid / Proposals, run a ówin themeô scan, highlighting gaps or low density of win theme language by section. 

Running a scan on the document with categorized win theme language allows Bid Managers ensure that the 

response does not lose focus when multiple authors are collaborating. 

In IT, looking at a financial system for example, one might define a Concept List that tracks occurrences of terms and 

phrases like ótradeô, ódealô, óclientô etc. 

Concept Lists are only associated with document sets. 

5 Document Sets 

To recap, a document set is a collection of related documents associated with a project or initiative. 
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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 óaccordionô fashion, the accordion comprises two sections: 

ôDocument Setsô 

óReference Practicesô 

 

 

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

When you display the Document Set óaccordionô, the navigation on the left shows the óVital Statisticsô node and a list 

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 

There are three views at Vital Statistics level; Summary View, Activity View and Discussions view. 

5.1.1 Vital Statistics - Summary View 

The Vital Statistics Summary View is the first view you see when you expand the óDocument Setsô accordion. It 

provides a summary view for all current document sets (projects). It displays a roll up of all frequency and compliance 

results. 

It also shows editing activity over the last period for all document sets. 
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Figure 2 - Vital Statistics 

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

 

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

within the document headings. In Excel it is the total number of rows in the 

worksheet 

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. 
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The percentage (%) indicator is a roll up value arrived at by analysing contained 

documents against categories of marker terms as dictated by the associated Quality 

Best Practice. 

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

detailed activity on a document set basis, go to the óActivityô tab. 

 

There are also trend indicators shown against the Quality, Structure and #Issues 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 

 

 

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. 

 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 
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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. 

5.1.2 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 result from the following actions: 

1. Document Sets 

a. Creation of Document Sets 

b. Renaming of Document Sets 

c. Deletion of Document Sets 

2. Documents 

a. Addition of documents (Word, Excel, PDF) 

b. Creation of new MS Word documents 

c. Deletion of documents 

d. Edits/Saves from MS Word or Excel 

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

4. Reference Practices 

a. Adjustment made to associated Structure, Quality or Concept Reference Practices 
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b. A change of associated Best Practice. 

5. Discussions 

a. Creating a comment 

b. Replying to a comment 

 

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

 

 /  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 

deleted was renamed 

 

 The specified Document Set was deleted 

 
A Comment was added 

 
A reply was added to a Discussion Comment 
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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. 

5.1.3 Vital Statistics ï Discussions 

When reviewing in a team setting, you can add comments at document set, document or heading level. Comments 

provide an audit trail and allow teams to collaborate. Comments can also be useful to handle lightweight task 

management and instructions for the team. 

All document and document set level screens provide the ability to add and reply to comments as well as close / re-

open comments. 

For full detail on creating and replying to comments see section:  5.12 Discussions for Collaboration 

The Vital Statistics discussions view summarises all discussions across all document sets. It is a convenient way to 

track and respond to discussions. You can also select a specific discussion and óclick-thruô to the relevant discussion 

in content. 

 

Figure 3 - Discussions at Vital Statistics level 

5.2 Document Sets Navigation Toolbar 

The options available on the navigation toolbar are: 

 

 Create New Document Set. 

This allows you create a new document set. Clicking this prompts you for the Document Set 

name. Once you click ok, the system creates a new document set. 
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 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  button at the bottom left. As you add files you will see the upload progress 

represented. When done click the óCloseô button. 

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

and Discovery. 

 

 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. 

 

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

When done, click the óCreateô button. 

Additionally you can include descriptions from the structure best practice definition 

automatically in the newly created document by checking the box titled óInclude description 

under Headingsô. 

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: 

Associate Structure Practice 

Associate Quality Practice 

Associate Concept List 

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

following screen: 

 

 

Select a Structure Practice, Quality Practice or Concept List. Selecting a Practice updates the 

text area at the bottom of the dialog. 

Once satisfied, click óOKô. The system 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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5.3 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: 

 Click on the  óDocument Setsô area in the navigation pane 

 Click the  óNew Document setô button 

Enter the name you want to call your doc set which should correspond with the general intent of the 

documents, for instance in IT, we might call it óPolicy Quote Systemô in an insurance setting or óTrading 

System Upgradeô  in a banking scenario. For Proposal Initiatives, it might be the RFP effort weôre working 

on. 

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

 

 

Figure 4 - Empty doc set called 'New Trading System Project'  

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

complete both. 

5.4 Adding Documents 

To add existing documents complete the following steps. 

 

 Click the  óAdd Documentô button located on the main toolbar (you can also click the same icon in the right pane). 
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 You are presented with an óUpload dialog boxô as shown here. 

 

Figure 5 - The Upload dialog box 

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

Click the  button 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 and 

one is currently being analysed. 

 

 

When done, click the óCloseô button at the bottom right of the upload dialog box. 

 

 Once the document(s) are added, the dashboard will display the new docs in the navigation tree. 

Discovery, Structure, Quality and Concept analysis statistics are immediately available for uploaded documents. 

 

 Once the document has uploaded and analysis complete, the newly added document displays in the dashboard. 

The structure is presented similar to the below: 
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Figure 6 - Document Structure displayed after initial analysis 

5.5 Creating New Documents 

To create new documents complete the following steps. 

 

 Click the óCreate New Documentô button located on the main toolbar (you can also click the same icon in the right 

pane) . 

 

 Clicking this button will present you with a dialog box, where you have the option of specifying the new document 

name and structure. 
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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 óInclude description under Headingsô. 

When done, click the óCreateô button. 

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

Note: Documents created from VisibleThread are ó.docxô. These open in Word 20007 or Word 2010. 

 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 

look and feel are dictated by a óbaseô document that is set within the VisibleThread environment. 

You will probably want to change the default look and feel to something that reflects your organizationôs Look and 

Feel and corporate standards. This might include incorporating headers footers, logos, legal disclaimers, branding 

etc. See section 9.1 Document Creation for steps on how to do this. 

5.6 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 ódefaultô practice as specified in the Reference Practices 

area. For more on setting defaults, please see section: 6 Reference Practices. 

The list of associations is specified in the properties area of the screen: 
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To change the association, document set. Now, click the óAssociateô  button, whereupon the system displays a 

sub-menu menu facilitating three types of association: 

Á Structure Practice associations 

Á Quality Practice associations 

Á Concept List associations 

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

 

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 óOKô. The system will then apply the chosen Best Practice to the Document Set and perform an 

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 are only associated at document set level. 

 

NOTE 2: An alternative way to associate multiple Best Practices is via the Usage Matrix within the Reference 

Practices area. This is suitable if you want to perform bulk associations for one or more document sets/documents. 

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

detail. 
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5.7 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 ónounsô within the document. It automatically 

scans a body of documents and calculates the occurrence of ónounsô in the context of where they occur within 

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, óAccountô, ócustomerô, óclientô are typical nouns that are found in many documents. 

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. 

Letôs say we are looking at documents concerning an extension to an existing trading system that will affect business 

rules around how accounts are validated for trading thresholds. In this case you would expect to see a reasonable 

distribution of certain key domain concepts like ótradeô, ódealerô, óletter of creditô, óaccountô etc. spread across certain 

documents in certain distribution frequencies. In particular we might expect to see quite a bit of content and rules 

relating to óaccountô. The BRD (Business Requirements Document), FRD (Functional Requirement Document) and 

use cases that touch account manipulation eg: óUpdate Acountô and associated test cases would all be expected to 

have relatively high occurrences of the concept óaccountô. 

Discovery allows us take very quick ódeep divesô into lengthy documents arriving at an understanding about what 

concepts are at play and whether the documents look to have sufficient content coverage for the important ones. 

5.7.1 Discovery View for Document Sets 

The discovery view for document sets is shown below: 
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Figure 8 - Discovery View at Doc Set level with óAccountô selected 

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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Figure 9 - 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 óxô. Clicking the óxô clears the text and returns an unfiltered set of 

results. 

 Track in Concept List 

This allows you take a selected item such as óaccountô and add it into the currently associated 

concept list for explicit tracking. See: 5.10 Concept Tracking  for more on concept tracking. 

 Check Selected 

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

check the rows. 

 Export to CSV 

This allows you export the current view to a text format that is comma delimited. The first 

output row represents the column headings. This type of file can be opened directly in MS 

Excel. 

 

Tracking Discovery Terms in Concept List 

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

interested in tracking and click the  óTrack in Concept Listô 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, click óOKô. The system re-scans the documents for that new concept and the occurrence grid is updated 

accordingly. 
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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 view where the checked itemôs color is cross-referenced within the heading where the nouns are 

located. 

In the case below, we see óaccountô showing up under the óBusiness Transactionô and óClient Accessô headings. 

 

 

 Heat Map 

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

coloring. 

The Heat Map serves to provide a strong visualization of density, frequency and concentration of terms for the area 

under review. The Heat Map is updated automatically when you check/uncheck items in the occurrence-grid. 

In the case of document sets, one Heat Map is presented for each document present in the document set. 
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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 are reflected in the óNounô column. The color to the left of 

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 Heat Map. 

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

occurred. Similar to the term column, color coding in the óDocument Contentô area helps identify 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 the nouns. 

The document where the occurrence is found is represented in the 3
rd

 column. Clicking the hyperlink will launch the 

document assuming you have the VisibleThread Add-in installed. The final column óIn Headingô  shows the specific 

heading where the occurrence is found. 

 

 

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

Tip: Reviewing multiple occurrences. To see paragraphs where multiple terms occur, sort on the Term column. All 

paragraphs where multiple occurrences are encountered will show first. 

5.7.2 Discovery View for Document 

Discovery at the document level is very similar to the document set level view except we identify nouns in the context 

of the specific document only and do not consider cross-cutting into other documents. 
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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: 

 
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 óxô. Clicking the óxô clears the text and returns an unfiltered set of 

results. 

 Track in Concept List 

This allows you take a selected item such as óaccountô and add it into the currently associated 

concept list for explicit tracking. See section: 5.10 Concept Tracking for more on concept 

tracking. 

 Check Selected 

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

check the rows. 

 Export to CSV 

This allows you export the current view to a text format that is comma delimited. The first 

output row represents the column headings. This type of file can be opened directly in MS 

Excel. 

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 

ólegendô for checked items is shown by default at document level, whereas for document set level it is not. It should 

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. 
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Figure 10 - Document Level Discovery showing legend 

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 óbusiness driversô for a particular initiative, you 

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

appropriate Business Drivers have: 

been documented and  

are clear to all involved stakeholders. (in many instances 3
rd

 parties) 

The Structure Analysis Detail Comprises a Structure Analysis Pane and Heat Map. 
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Figure 11 - Structure Analysis at Document Set Level 

The Structure Analysis view shows the Structure of all documents in the document set. The view lists each document 

and can be expanded and collapsed as needed. 

The options available in the Structure toolbar are: 

 

 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 
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 Expand selected 

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

these are themselves fully expanded. 

 

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

 

Doc Set / Document / 

Heading 

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 ï this means that the Structure (category) as expressed in the 

associated Best Practice has been found as a heading in the particular 

document 

 This means that Structure (heading) was found in the document that 

but does not have a corresponding heading in the current Best 

Practice. Whilst this is not necessarily a bad thing, entries with this 

mark mean that the heading should be reviewed for appropriateness 

As you review the status of documents, bear in mind that 100% compliance is based 

on all categories in the Best Practice being found within the document. The 

document may have additional headings above and beyond what is specified in the 

Best Practice. 

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

detailed activity on a document set basis, go to the óActivityô tab. 

 

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 Heat Map displays the extent of content for given selected 

sections in the document. A results pane is displayed showing selected extracts from the document. 
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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 óDocumentô sub-tab in pane 1 is 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 Heat Map and Results Area are also updated. The Heat Map 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. 

 

Figure 12 - Structure Analysis at 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 Heat Map and results area. This is done by checking the ( ) box adjacent to the heading. 

Once you check these boxes, color coding appears relating the particular heading with its location in the Heat Map 

and the results area. 

Tip: To highlight all Structure areas check, the box ( ) in the column header. 
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The following is the set of visual indicators signifying matched/unmatched portions in the best practice pane. 

 

 Black text Full Match 

This means that the category was found in the comparison document and any sub-

categories were also found in the comparison document. 

 Black text Partial Match 

This means that this category was found in the comparison document but that some of 

the sub-categories were not matched. 

 Red text Full Mismatch 

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

categories were found. 

 Red text Partial Mismatch 

This means that the category was not found in the comparison document and that some 

of the sub-categories were found. 

 Light Red 

text 

Optional Mismatch 

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

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

 

The options available on the Best Practice pane are: 

 Collapse 

This collapses all categories of Best Practice 

 Expand 

This expands all categories of Best Practice 

 

The options available on the Document pane are: 

 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. 
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 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. This will be placed in the óBest Practicesô area. 

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

the currently selected document. 

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

5.8.4 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  

 

 

This best practice contains 8 top 

level categories with no sub-

categories. 

Each top category accounts for 

12.5%, equating to (100% / 8). 

6 of the 8 top categories match. 

Matches are signified by the  

icon and black text. Non-

matches are signified by the  

with red text 

The total structure metric comes 

to 75%, equating to 6 x 12.5%. 

Example 2: Headings at multiple levels  
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This best practice contains 6 top 

level categories. Of these, 2 

have sub-categories. 

Each top category accounts for 

16.6%, equating to (100% / 6). 

2 of the top categories fully 

match in the document; 

óStakeholdersô: 16.6% 

óAssumptionsô: 16.6%  

Sub TOTAL: 33.2% 

Of the remaining 4 we have 2 

with a partial match: 

óFunctional Requirementsô: . 

13.8%,(5/6 of 16.6%) 

óNonfunctionalô: 1.6%, (1/10 of 

16.6%) 

Sub TOTAL: 15.4% 

The total: 33.2 + 15.4 = 48.7% 

 

The metrics are calculated as follows: 

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%.  

Sub-levels: Top-level headings may have sub-headings, and those sub-headings may in turn have more sub-

headings and so on. So, in the instance where sub-headings exist, we weight the parent as higher than the sub-

headings and the following rule applies: 

The parent heading counts as 3 sub-headings, this number is added to the total number of sub-headings and that 

proportion of the allocated amount becomes the result. 

For instance in example 2 above, the calculation for óFunctional Requirementsô comes to 13.8% out of 16.6%. This is 

calculated thus: 

Matched Top: óFunctional Requirementsô = 3 

Matched Sub: óFunctionalô = 1 

Matched Sub: óDataô = 1 

Number non-matched subs = 1 

Total Matched: 5 

Overall total 6 

yielding  5/6 of 16.6% 

The second partial hit in example 2 above for óNonfunctionalô comes to 1.6% out of 16.6%. This is calculated thus: 

Non- Matched Top: óNonfunctionalô = 3 
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Matched Sub: óConstraintsô = 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-tab óDocumentô in pane 1 displays a high fidelity view of the document itself. This allows for very 

speedy review of a portfolio of documents. 

Select the óDocumentô sub-tab. As you navigate around 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. 

Upon selection, the document pane shows that heading in the context of surrounding content. 

 

Figure 13 - 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. 
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As you interact with the Structure Pane, the Heat Map and High Fidelity View are also updated. The Heat Map 

displays the extent of the selected worksheet in the Structure Pane. 

 

Figure 14 - Structure Analysis at Workbook Level 

 

The options available on the Structure Pane are: 

 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, Heat Map and a Whitelist. 
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Figure 15 - 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. 
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Quality Compliance This represents the status of documents when analysed with the associated Quality 

Best Practice. 

At Document Set and Document level, the percentage (%) indicator is a roll up value 

arrived at by 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 ï 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. 

 Fail ï 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: If you wish to focus on certain very specific types of óriskyô terms, then create a 

number of categories for these, setting them with a óhighô weighting, perhaps even 

having one term per category. This results in shifting the % weighting towards these 

categories & terms. 

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

detailed activity on a document set basis, go to the óActivityô tab. 

 

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

5.9.2 The Document Set White list 

The Whitelist contains phrases that have been reviewed and marked as ówhitelistedô as part of a specific document 

review session. See section: 5.9.5 óConducting a document quality reviewô; for more on conducting a review session 

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 have whitelisted ósmall business segmentô and any occurrence of this across any document in 

this document set will be omitted from the issue list. 
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Figure 16 ï 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. 

See section: 5.9.5 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. small 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: 

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

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. 

 

5.9.3 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: 

Á to review the specific document against certain categories and log a comment in terms of your review 

Á to can mark specific instances as part of a white list when reviewing 
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Á to identify the exact structural sections of the document where the risk factors are identified. 

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. 

 

Figure 17 - 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. 
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Figure 18 - Occurrence Analysis Grid  

When the checkbox is checked, the color code is used to represent that row in the Structure Breakdown Area, 

Document Heat Map 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, Heat Map and results area. This is done by checking the ( ) 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 Heat Map and the results area. 

Tip: To highlight all Structure areas check, the box ( ) in the column header. To highlight occurrences for a specific 

category only, check the box ( ) 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: 

 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 view where the checked itemôs color is cross-referenced with the section where the risky 

terms / phrases are encountered. 
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Figure 19 - 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. 

The following options are available in the Structure view 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. 

 

Document Heat Map 

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

coloring. 

The Heat Map serves to provide a strong visualization of density, frequency and concentration of terms for the area 

under review. The Heat Map is updated automatically when you check/uncheck items in the tree-grid. 

 

Figure 20 - Heat Map 
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Results Area 

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

If multiple terms occur in the same paragraph of text they are reflected in the óTermô column. The color to the left of 

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 Heat Map. 

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 coding in the óDocument Contentô area helps identify 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 the terms / phrases. 

The document where the occurrence is found is represented in the 3
rd

 column. Clicking the hyperlink will launch the 

document assuming you have the VisibleThread Add-in installed. The final column óIn Headingô  shows the specific 

heading where the occurrence is found. 

 

The toolbar is present to support reviewing of content. For more on reviewing, see section: 5.9.5 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. 

5.9.4 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, that is; we have no risky or óblack-listedô terms or phrases occurring, 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. 

5.9.5 Conducting a document quality review 

VisibleThread provides an ability to review the reported quality issues in the document. 
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Start the review process by clicking the óStart Reviewô button. Once you do so, the screen enters review mode 

whereupon the remainder of the dashboard is masked and you interact only with the review grid as shown in the 

screen below. 

 

Figure 21 - 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. 

Reviewers can mark phrases to add to the óWhitelistô by selecting the text and clicking the  button. 

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

Once the phrase is added to the Whitelist then this effectively means that the phrase will be marked as óbenignô 

throughout the document set. Any other occurrences of that phrase are also marked as benign. The system places a 

green check icon adjacent to the actual text and adjacent to the row to help highlight the Whitelist entry as in the 

following situation where óall serviceô has been whitelisted. 

 

 

At any time during the review session, you can View any changes made by clicking the óView Changesô button. This 

shows changes made during this session only, rather than the entire Whitelist. 

Tip: If you wish to review the full Whitelist, select the document set and select the óQuality Analysisô tab. See section:  

5.9.2  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. 

 

This comment will also be recorded as part of the Activity for the document. 
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Note that if you wish to mark the document as having been reviewed without any whitelisting activity, you can also 

use the ófinish reviewô button, without adding any whitelisted phrases. In this case, the comment is also logged and 

the change log will indicate no whitelisted items. 

5.9.6 Viewing document content 

A second sub-tab óDocumentô adjacent to the analysis, displays a high fidelity view of the document itself. This allows 

for very speedy review of the particular risky term in the content of where it sits in the document. 

Select the óDocumentô sub-tab. As you navigate around 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. 

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. 

 

Figure 22 - Quality View with Document being shown 

5.10 Concept Tracking 

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

Whereas Discovery automatically calculates noun occurrence, concept tracking explicitly tracks against a predefined 

set of terms/phrases. A common path towards arriving at those concepts can be via discovery using the óTrack in 

Concept Listô functionality. 
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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, letôs say we are looking at documents concerning an extension to an existing trading system that will affect 

business rules around how accounts are validated for trading thresholds. In this case you would expect to see a 

reasonable distribution of certain key domain concepts like ótradeô, ódealerô, óletter of creditô, óaccountô etc. spread 

across certain documents in certain distribution frequencies. In particular we might expect to see quite a bit of content 

and rules relating to óaccountô. The BRD (Business Requirements Document), FRD (Functional Requirement 

Document) and use cases that touch account manipulation e.g. óUpdate Accountô and associated test cases would all 

be expected to have relatively high occurrences of the concept óaccountô. 

Whilst discovery allows us identify that óaccountô exists in the documents in the first instance, the concept list takes 

this one step further and allows you explicitly specify groups of concepts for tracking. So, for financial oriented 

documents, we might have a concept list comprising: ótradeô, ódealerô, óletter of creditô and óaccountô and seek to 

establish presence or absence of these concepts in certain critical sections of our documents. 

5.10.1 Concept List View for Document Sets 

The concept tracking view for document sets is shown below: 

 

Figure 23 - Concept List  at Doc Set level with óAccountô selected 

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

 

Figure 24 ï 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 to an óxô. Clicking the óxô clears the text and returns an unfiltered set of 

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  óNew 

Conceptô 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 click óOKô. The system re-scans the documents for that new concept and 

the occurrence grid is updated accordingly. 
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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 view where the checked itemôs color is cross-referenced within the heading where the concepts 

are located. 

In the case below, we see óaccountô showing up under the óBusiness Transactionô and óClient Accessô headings. 

 

 

 Document Heat Map 

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

coloring. 

The Heat Map serves to provide a strong visualization of density, frequency and concentration of terms for the area 

under review. The Heat Map is updated automatically when you check/uncheck items in the occurrence-grid. 

In the case of document sets, one Heat Map is presented for each document present in the document set. 
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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 are reflected in the óConceptsô column. The color to the left 

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 Heat Map. 

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 concepts column, color coding in the óDocument Contentô area helps identify 

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
rd

 column. Clicking the hyperlink will launch the 

document assuming you have the VisibleThread Add-in installed. The final column óIn Headingô shows the specific 

heading where the occurrence is found. 

 

 

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. 

5.11 Activity 

Activity allows you see trends on 3 dimensions; Structure, Quality and Size. 

Activity events result from the following actions: 
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1. Document Sets 

a. Creation of Document Sets 

b. Renaming of Document Sets 

c. Deletion of Document Sets 

2. Documents 

a. Addition of documents (Word, Excel, PDF) 

b. Creation of new MS Word documents 

c. Deletion of documents 

d. Edits/Saves from MS Word or Excel 

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

4. Reference Practices 

a. Adjustment made to associated Structure, Quality or Concept Reference Practices 

b. A change of associated Best Practice. 

5. Discussions 

a. Creating a comment 

b. Replying to a comment 

 

There are two sections in the Activity pane. Changes are plotted in graph form on the left side of the pane while the 

corresponding change detail appears in list form on the right hand side. 

You can select specific change points in the graph and the corresponding entry in the list will be selected. 
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Figure 25 - Activity  for a specific document 

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

 

 A document set with the specified name 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 
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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 #Issues 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. 

5.12 Discussions for Collaboration 

When reviewing document content in a team setting, you can add commentary at document set, document or 

heading level. Comments provide an audit trail and allow teams to collaborate, as they are a single point of reference. 

Comments can also be useful to handle lightweight task management and review instructions. 
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All document and document set level screens provide the ability to add and reply to comments as well as close / re-

open comments. A óCommentô button is available in the structure view, with a Discussions tab adjacent to the Heat 

Map. 

 

Figure 26 - Comments associated with a heading ï in this case óITQ Exhibit Gô 

When reviewing, the following capabilities are available typically directly on the structure view: 

 Comment 

This allows you add a new comment. If you have selected a heading the ócomment contextô will 

be set to that heading. If no heading is selected the context will be the document or document 

set. 

When you add a new comment, the following fields are presented: 

Title The main intent of the comment. This is a mandatory field for any comment. 

Comment The optional body of the comment. 

Type A categorisation of the comment. By default, there are 6 types: 

 

You can modify the types for new comments. See section: 9.2 Discussion Types for more. 


