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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 cl i ck on t hathetdlrightNUsé thetcredentiald tlranwere
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 2dew i n

For a full l'ist of whatés new please see the Release Notes a
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 (.xIs)

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

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 browser d6s me oaaresultininceasedmpéerfarimaneen d

© VisibleThread 2011


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

_ VisibleThread Dashboard Help - Version 2.4 (April 2011)

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 6 .

dfites, 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

Pl ease see

t VisbleTheaddde mt st al | at i

on

Il nstructdi

onso

for

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/

CliSIGNIMO at

t h eAt thisoppint you @réhprompted 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:

@ VT Dashboard - Mozilla Firefox (===
File Edit Miew History Bookmarks Tools Help
@ - c 0] @ https://stage.visiblethread.com/ irdig -‘l" shipleywins.co.uk P
"% VT Dashboard + -
Visible " Version: 2.4 - Build 1090 3 Install MS Office Add-ins » | /2 fergal4@insure-corp.com + | [l User Admin % Settings +
31 Document Sets —! vital Statistics
g e | X 2 55| [F] Summary View | Activity || (2 Discussions
| vital Statistics. 2 Moz
i 2 Export | 2| =
@ [Z Sample Project-Bid e
@ (' Sample Project-T Project/Document Size Overall Status ~ Structure Practice = Structure Compliance  Quality Practice Quality Compliance #lssues | E
& ['Z Sample Project-Bid 3 documents ) 21% 8id - Tech Volume Bid - Review Scan 200
[ L5 Sample Project-IT 7 documents ./ 56% T-BRD - IT - Quality Checks 225
i Reference Practices + ] [ }
Done L
Figure 171 Vital Statistics screen showing after a successful sign in
Once you see this screen, check thatthe versionnumb er at t he 2d®p |l eft says 0
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If you see this screen but the version is not @.4§ it means that the browsers cache may still be referencing a previous
version and needs to be cleared. You should clear the cache in this instance. Try hitting CTRL + F5. If you continue
to see older screens, completely clear your browser cache.

Tip: Completely clearing your browser cache:

InIE7, thiscanbedoneby <cl icking 6Tools > Delete Browsing Historyéo, tl
For users of Firefox, click 6Tools > Clear Private Dataéd. A
to on, ensuring the other checkboxes are checked off. Click ¢

In both cases shutdown and restart the browser.

I f you doscikenorsy@udave tioubke in clearing the browser cache, please contact us at
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 Setsé  ain theanavigation pane

Clickthe “2i6 New Document setd button
Enter the name you want to call your doc set which should correspond
with the general intent of the documents, for instance we might call it
6Policy Quote Systemb.

3.2 Create a New Document

Step Notes/Tips

1. Click on the _‘lj document Setsé  ain theanavigation pane

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

Clickthe <6 Catte New Documento button

downsub-menu appears. Select the o6C
option.
Clicking this button wild/l presen

Document 6.
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mailto:support@visiblethread.com

_ VisibleThread Dashboard Help - Version 2.4 (April 2011)

New Document X

| New Document Name:

|
- New Document 1.docx wil be created using the

selected practice VT - BRD v1.0

Choose & Structure Practice for this new Document
i Agie - Use Case Formal Tempiste -
i Agle - Use Case Simple Template
2 integration - Data Conversion
i SATCOM
i Tech Volume £
i# Volere Style
I VT . Architecture & Design v1.0
# VT-BRDLte
1 VT -BRDv1.0 -

Incude description under Headings

[ create || cancel |

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

When done, click the 6Createbd bu

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 '-.L‘lj document Setsé  ain theanavigation pane

2. Select the Document Set you want to add to

Note: Once you have added the

file(s), a quality and discovery
Clicking this button will present you with a dialog box, where you have  apalysis is automatically conducted
the option of adding one or more files. Choose each file by clicking on that file.

the ¥ 4% puytton at the bottom left. As you add files you will see the
upload progress represented.

. B, "
Clickthe ¥ 6 Add Documento6 button

When done click the 6Closed butt

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 '-.:jj document Setsd6  ain theanavigation pane

© VisibleThread 2011
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2. Inthe navigation tree, select the document that you want to use as
basis for the new Reference Practice

Inthe2™pane un Geucture Analysisd t ab, ©6Ccék.
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 dBest
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 taenavigation pane

2. Sel ect StacttrelPerracd i cesd or sd Quak ms)y
navigation area

3. Clickthe 6 New Best Pr tcreatea pedv erbpty Basto 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 hame. 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:
Practiceso6 for f
edit a Best Practice.

5. ClickontheE()Saveé to save any change

3.6 Associate Document Set (or Document) with a Structure Best Practice
Step Notes/Tips

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

2. Select the Document Set or the Document (in the case of Structure
Best Practice)

Click the = button, at which point a drop down sub-menu appears.
Select the OAssoci ateopBanructure Pr

Clicking this displays a dialog box with a Tree showing the list of
Structure Practices.
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Re-associate Structure Practice X! |

= 3 Structure Practices -
iii Agde - BRO (Reraton 0)
i Agle - Business Rule Template
HE Agle - External hterface Tempiste
I Agde - Use Case Formal Tempiate =
il Agde - Use Case Simple Template
i integration - Data Conversion
i SATCOM
I Tech Volume
fii Volere Style
i VT - Architecture & Design v1.0
HE VT < BRO LRe
Program 1 (SATCOM n) |
Added by: fergal@insure-corp.com, 01 Oct 10, 135 |
Last modified: fergal@insure-corp, com
Last modified on: 21 Jan 11, 10:55
Structure BP. VT - BRD w10
Quaity BP: Quakty Checks v3
Concept List: NFR Indicators - v3

Loox J[ conce |

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 OKé 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. Inthe dashboard, clickonthe 6 Us e r A danthentdp right ohtte Note: If you do not see this link
dashboard appear, this indicates you are not
an 6admind user.
VisibleThread administrator to
request administrator privileges

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

3. Once satisfied with changes made on the detail screen on the right,
click 6Updateod.

4 Understandi ng O Do cRefeeemct BeStdPtralc ta rcdke s®d

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

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 anfdumsetciuomalyd 6me aqhighfeeesknef nsk at anecarlp stagee I 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, checkingf or al | instances of owill 6,
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, o6waffled or legally risky |l angu
delighted tod, o6éwe will ensured or Owe are expertd should be
For IT Users

The ter m 6 aainpdr oophthegami@xt of the following sentence is impossible to measure and test for, e.g.

6we must deliver appropriate | evels of wuptime, given high us
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 o6win themed scan, highlighting ga

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 |ike 6traded, O6deal 6, o6éclientd 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.

© VisibleThread 2011



VisibleThread Dashboard Help - Version 2.4 (April 2011)

VisibleThread comprises a number of logical areas for document sets; a navigation tree to the left and a detail pane
to the right.

The Navigation pane operates in 6 a ¢ ¢ o fashiorg thedaccordion comprises two sections:
6Document Setso

&Reference Pr acti ces o

'} Document Sets +

filf Reference Practices

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

When you displ ay dcdolionbpctumenna8egabdti on on t henodearddaliss hows t he
of any document sets that have been created. As you select items in the navigation area, the detail for the selected
entity displays to the right.

Clicking the Vital Statistics node in the navigation pane displays 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 Viewisthefi r st vi ew you see when you expand the 06Doc
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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r
@ VT Dashboard - Mozilla Firefox
Eiireﬁidit View History Eookr;wrks Tools uﬁp'

6 <

Vital Statistics showing all ——
document sets by Structure and

=B

Quality Compliance

Figure 2 - Vital Statistics

| [ G 5

“ VT Dashboard [ =
VisibleThread™ Version: 2.3 - Buid 1055 & Install MS Office Add+ns v [ fergal2@insurecorp.com v /) User Admin  _? Settings +
'3 Document Sets - | Vital Sgatj
BBy | X | D a2 i Navigation View
A Vial Statistics
@ [ Agile Project 1
@ [ Agisys 1 Project/Document Size Overall Status = Structure Practice  Structure Compliance ~ Quality Practice Quaity Compliance #issues Edis (last 21 days)
@ (GFin1 @ L Agile Project 1 6documents @ 100% Agile - BRD (teratic [[FCNENEE Quaity Checks v [FEEEEN
@[ BFin2 @ [Agiisys 1 1 documents /A 59% VT-BRD V1.0 Quaity Checks v3  [TE SN
@ L Program 1 (SATCOM ) @ [GFin1 2documents @ 11% VT-BRD v1.0 Quaity Checks v3 a748
@ L5Reference Library @ GFn2 2documents @ 10% VT-BRD V1.0 0% Quality Checks v3 ~403
@ L@RFPs @ (7 Program 1 (SATCOM ) 2documents D 24% VT-BRO V1.0 Qualty Checks v3 7
e @ (7Reference Library 0 documents n/a wa na
j jg @ [7RFPs Sdocuments < 23% VT-BRD V1.0 os | Red - Gold Checkiis 233 1ed(1person)
@ (31241 @ [ Trading System - v3 8documents /A 52% VT-BRO V1.0 Quaity Checks v3 3 4254 3edis (2 persons)
@l@1zs @gT22 6documents @ 10% VT -BRD V1.0 Qualty Checks v3 ~ 1020
@LgTZ3 7 documents 48% VT-BRDO V1.0 nia Quality Checks v3 -288
@ [Tz 3documents Q 11% VT-BRO V1.0 a Quaity Checks v3 4201 4edis (2 persons)
@gT2s Sdocuments @ 3% VT-BRD V1.0 P | Qualty Checks v3 523

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 Activiydo méab.set ba

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:

:kﬁ 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 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.
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Activity events result from the following actions:

1. Document Sets

a.
b.

C.

Creation of Document Sets
Renaming of Document Sets

Deletion of Document Sets

2. Documents

a.
b.
c.

d.

Addition of documents (Word, Excel, PDF)
Creation of new MS Word documents
Deletion of documents

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.

f_, / Ef_-f, A document set with the specified name was added /A document set that has subsequently
been deleted was added

g A document with the specified name was added

g A document with the specified name was created

I A Best Practice was re-associated with the specified document

= An analysis was conducted on the specified document

—}g An initial analysis was conducted on the specified Word 2003 document

= Changes were made to a given document

T Changes were made to a given Best Practice.

P 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.

FE 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

|5 The specified Document Set was deleted

a 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 i 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 -thnualso skbétecel
in content.
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= | P Usage of "every' needs to be removed (no replies) Open Sample - lowa-Venturi Cat 1-lTQ- 04 Apr2011 15:42
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4 | 1 L
: Reference Practices i Page 1 of1 Show 100 v Displaying 1-20f 2
Done g -

Figure 3 - Discussions at Vital Statistics legl

5.2 Document Sets Navigation Toolbar

The options available on the navigation toolbar are:

falE) 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.

© VisibleThread 2011

avapec



VisibleThread Dashboard Help - Version 2.4 (April 2011)

g Add new Document

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

clicking the % A4 putton at the bottom left. As you add files you will see the upload progress
represented. When done click the 6é6Closed bu

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

iy 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 X

| New Document Name:

|
- New Document 1.docx wil be created using the

selected practice VT - BRD v1.0

Choose a Structure Practice for this new Document
I Agie - Use Case Formal Tempiste -
il Agle - Use Case Simple Template
I integration - Data Conversion
it SATCOM
i Tech Volume i
i# Volere Style
1 VT . Archiecture & Design v1.0
# VT-BRDLte
1 VT -BRD V1.0 v

Indude description under Headings

| P

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

Additionally you can include descriptions from the structure best practice definition
automatically in the newly created document
under Headingsb®6.

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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i

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:

Re-associate Structure Practice X |

= I35 Structure Practices -
fii Agde - BRO (Reraton 0)
il Agle - Business Rule Template
H Agle - External hterface Tempiste
i Agde - Use Case Formsl Template o
il Agde - Use Case Simple Template
it integration - Data Conversion
i SATCOM
I Tech Volume
i Volere Style
i VT - Architecture & Design v1.0
HE VT < BRD LRe
Program 1 (SATCOM ) |
Added by fergal@insure-corp.com, 01 Oct 10, 13:5 |
Last modified: fergal@insure-corp.com
Last modified on: 21 Jan 11, 10:55
Structure BP. VT - 8RO w10
Qusity BP: Qualty Checks v3
Concept List: NFR Indicators - v3

Lox J[ conce |

Select a Structure Practice, Quality Practice or Concept List. Selecting a Practice updates the
text area at the bottom of the dialog.

Once sat i sf iThasystem Will thek applyie@hosen 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 _‘nj document Sets6  a in theanavigation pane

Clickthe\"f-?_i-'léNeW Document setdé button

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

documents, forinstance inIT,we mi ght <call it O0Policy Quot eadigy s
System U p g r aiméebanking scenario.For Pr oposal Initiatives, it 1
on.

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

= VT Dashboard
VisibleThicad ™ Verson: 2.3 - Buld 1056 3 Instal MS Office Addns «
.12 Document Sets = Mew Trading System Project

! v XK Dy (9] Ad4 o document 10 this document set by didking -/, or create a new documant by cidng
A7 Vieal Statatics
|Age Project 1
Aghsys 1
fo )
fn 2
jProgram 1 (SATCOM ¥
Reference Livary
|RFPs
Trasing System - v3
L7~
\TZ3
| TZ4
YLHTZS
\New Trading System Promct

el

ek

Figure 4 - Empty doc set cdled '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 *a 60Addubmeat 8 button | oc at (godcanalso tlitkéhe same igon in tbeaigghbpane).
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You are presented with an 6 pload dialog boxdas shown here.

Add New Documents X
I Ready.

State ~ Féename Note

dp Add Close

Figure 5 - 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 and
one is currently being analysed.

Add New Documents X
| Uploading: 0 of 1 files complete.

State +  Fiename Note
2 UC-CS0002.doc oK
(o8] CHG Enhancements - Phase 1.doc Uploading and Analyzing

Whendone,c | i ck t he @tGHe battenéighbaofthetupload 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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'@ VT Dushborsd - Mosit Frelox = it T 2% 5 = r
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o-'..:-l Sent ractce Tategory Data - o Ce. easng e o
$ilinz 3 rretucnen O Pt Vs, I |
e here il Ovcvmestrese orm uncuzry wm
6%““”“ [ Ot Vassaary wm n
T 1 (SATCOM B reendel hutecie Qfu Vasdvery Bsngrend m 0
¥ Betwesce Ltewy Progct Becagraand Qorw Vartaery @ Veterrncs b Dewtect Locumweny n
» N Purpete o e Buncess Seourer O Pl Vandany Dot Savery ¥ " f
@ [} Treseg Syviem . v3 Busrrss CoanCapaime Win s O rad Vandatney L Wegored Bonmers Fuw 1202 r
ERA -] BaremaSatcare Qrm Vandstony 0 A
4™ 4 Saarotes M Uandaery w1
#5120 Cupendencas o7 eamrg yyvam QO Fpd Verspery -
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A oce Reparetenty Pru Vandetony
3 Cats 2equawreny D Vassaery
o~ - o | ® mertunctensi recoremerts S Mandeany -
WG Lahascements - Phase 1.80¢ = anstyss | (D Coawment il
Addes by. erpel@rasre-conp com 17 Jn —— )
Last modfed rpalQeure-corp com Neasng Content I Document
Laal modfed ox 27 Joa 11 0004
Sovenre 80 VT 88D 01
Conty 8. Cuaity (2acia )
Concest Lint NER Bacemany 2
T Reference Practioes .
uou- G
Figure 6 - Document Structure displayed after initial analysis
5.5 Creating New Documents
To create new documents complete the following steps.
Click the €Create NewDocument 6 button | ocated on the main tool ba

pane) g .

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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New Document X

[ New Document Nome:

|
o= New Document 1.docx wil be geated using the

selected practice VT - BRD v1.0

Choose 8 Structure Practice for this new Document

i Agie - Use Case Formal Tempiste -

i Agle - Use Case Simple Template

2 Integration - Data Conversion

i SATCOM

I Tech Volume £

i Volere Style

1 VT .Archiecturs & Design v1.0

i# VT-BRO Lte

1 VT -BRDv1.0 v
Indude description under Headings

[ create || concel |

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 thenbaxdtirt Hedaddhmgslbude 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

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 ar e di c thattseal withirythed/isibldT lread ehvirahmentuy me n t

You wil|l probably want to change the default | ook and feel t
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 6 d e f a u | taé specifiel i the Reéerence Practices
area. For more on setting defaults, please see section: 6 Reference Practices.

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

L m )

Trading System -v3

Added by: concepttest. 21 Apr 10, 12:04
Last modified: ferga@insure-corp.com
Last modified on: 21 Jan 11, 10:55
Structure BP: VT . BRO v1.0

Quaity BP: Qualty Checks v3

Concept List: NFR Indicators - v3

1! Dafaranca Ovartirar

© VisibleThread 2011



VisibleThread Dashboard Help - Version 2.4 (April 2011)

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

A Structure Practice associations
A Quality Practice associations
A 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 X |

= I35 Structure Practices -
i Agde - BRO (Reraton 0)
i Agle - Business Rule Template
HE Agie - External hterface Tempiste
I Agde - Use Case Formal Template o
iii Agde - Use Case Simple Template
it integration - Data Conversion
i SATCOM
I Tech Volume
fii Volere Style
i VT - Architecture & Design v1.0
HE VT - BROD LRe
Program 1 (SATCOM N)
Added by fergal@insure-corp.com, 01 Oct 10, 12:5 |
Last modified: fergal@insure-corp.com
Last modified on: 21 Jan 11, 10:55
Structure BP. VT - BRD w10
Quaity BP: Quakty Checks v3
Concept List: NFR Indicalors - v3

Lox J[ conc |

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 60K®&6. The system will then apply the chos
automatic analysis.

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

Note 1: Explicitly setting Structure or Quality Practices for documents

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

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

Note also that concept lists 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 occur
scans a body of documents and calculatestheoc cur r ence of 6énounsdé in the context of
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, O0Account 6, 6 c usaredauaindnany documéensnt 6 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.

Letbds say we are | ooking at documents concerning an extensio
rules around how accounts are validated for trading thresholds. In this case you would expect to see a reasonable
distributi on of certain key domain concepts I|Iike O6traded, O6deal er 6

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

rel ati ng (The BRD(BusimessiReqgairements Document), FRD (Functional Requirement Document) and

use cases that touch account manipul ation eg: O6Update Acount
have relatively high occurrences of the concept déaccount 6.

Di scovery allows us take very quick 6deep divesd into | ength
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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Occurrence grid with
/ each document showing
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| © Business Transaction La
-
Access o : Duplicate Submissions =
Account 2 B | Future-Dated Transactions
accountabilty 5 Fl e ' Queue Visibility (*Visibility’
_ " Data Validation M
accounting 2 L] | Print Functionality
accreditations 1 @ | Batch Interface
 accuracy 3 Ell e = | [ Payroll Testing Requirements (“Test :
@ Future Considerations —
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Acronyms 3 @ | u Client Access |
activities 2 -] ] | Transaction-Level Authority |
Activity g - @ User Personae !
T ” z 5 | Appendix A: Business Priorities |
4 4 | Displaying 1-500f 785 | , — = 4 3
Noun Document Content Green CII'C|e Indlcates In Heading
m Account Description: In contrast to its existing use of my I H H Business Transaction Language (| »
language, CHG shall allow users to complete t occ u rre n ce WIt h I n a |

interface (3.2.1) that uses business transactig
business transaction language include “Add/Ed
Bank & ccount Information®, “Submit a Miscellanes arge.
necessary inputs associated with a transaction should be similarhy
prompted in business English.

given document

m account A future goal is to enable clients with the ability to access and modify some L“E CHEG Enhancements - BRD . doc Client Access |
of their company or zccount information — i.e. contact names, addresses, -

Figure8-Di scovery View at Doc Set |l evel with O6Accountdé 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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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 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
icontotherightc hanges to an 6x6. Clicking the 06x506
results.

iy Track in Concept List
Thisal | ows you take a selected item such as

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 clickthe 6 Tr ack in Concept Listo 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 forghatsaweanceptand the occurrence grid is updated
accordingly.
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Add to Concept List

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

located.

In the case below,we s ee

;lmjt‘.HG Enhancements - BRO.doc

]
]
E|

Appendix A: Business Priorities

Introduction

Security Reguirements

Associate Usability
@ Interface Requirements
& Graphical User Interface (GUI
Business Transaction La
Duplicate Submizsions
Future-Dated Transactions
Queue Visibilty (“Visibility
Data Validation
Print Functionality
Batch Interface

Payroll Testing Requirements (“Test

Future Considerations o

Client Access
Transaction-Level Authority

User Personae

[Tl | r

Heat Map

m

-

6account d

showi

ng

up

under

t

he

6Busi

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.

vi ew wh erefeeencechwithindhe beading where theenoubissarec ol o r

ness
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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 in the same mp&r aglampmm. ofTheextol ohey oa
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
of the actual document content. In the case of multiple occurrences in a given sentence then the colorization is used

to differentiate the nouns.

o
O

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 all ed. Thadingéal sbbwmsmnt bénsple
heading where the occurrence is found.

MNoun Document Content In Document In Heading

Account Description: In contrast to its existing use of mnemonics and system _‘}ﬂ CHG Enhancements - BRD.doc Business Transaction Language (1 +
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
Bank Information’, “Submit a Miscellaneous Service Charge’. All
necessary inputs associated with a transaction should be similarhy
prompted in business Englizh. b

m

account A future goal is to enable clients with the ability to access and medify some _‘}ﬂ CHG Enhancements - BRD.doc Client Access
of their company or information — i.e. contact names, addreszes,
4| m +

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 change sthdtextaadmetuing an unfil@red set bfi

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 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

6l egendd for checked items is shown by default at document
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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Legend showing occurrence

ofissuesin document

CHG Enhancements - BRD.doc

Change History '\

Ammow in dividerallows the

panetobe collapsed

Figure 10 - Document Level Discovery showing legend

5.8 Structure Analysis

Structure Analysis Quality Analysis If Concept Tracking
d - & Trackin Concept List [/ =, Export
Noun = Freq.
| Clarified |
. Clean 1 1
client 20 W
- clientele 3 (]
| clients 13 O
4 « |Page 1 of1| b #| | Show|sg | |items

Displaying 1-50f 5

Account
accounting

client

= ADUOL TS DUCa

B Terminology
Specificity

Scope

| Security Reguirements

| B Authentication and Authc

User Authentication
User Authorization

User Administration
@ Role Administration
B Verification
Single Sign-On

@ Distributed Access (T

[ Logging and Reports (“A
| Associate Usability

| B Interface Requirements

=¥ Graphical User Interf
B Business Transa:

e i '

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 situat.i

on

wher e

you

wi sh to

revi

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 parties)

The Structure Analysis Detail Comprises a Structure Analysis Pane and Heat Map.

ew docume
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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:

Er] 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
VisibleThread server.

Edit document in MS Excel

the

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.
E ) Export to CSV

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

The first

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

Excel.

Collapse
This collapses all rows

Expand

This expands all rows to one level of depth. This is useful when you want to quickly see 2 or
more documents in terms of how they compare. E.g.: you might quickly see how Business Use

cases at a certain level related to System Use Cases in a different document
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= Expand selected

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

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

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

Heading selected.

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

Size This represents the size of the document and for MS Word 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 T this means that the Structure (category) as expressed in the
associated Best Practice has been found as a heading in the particular
document

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

As you review the status of documents, bear in mind that 100% compliance is based
on all categories in the Best Practice being found within the document. The
document may have additional headings above and beyond what is specified in the
Best Practice.

Activity This shows the level of activity at both the doc set and document Level. To see
detailed activity on a Adctviityd méab.set ba

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 addi ti onal -tabidpanailnseavailable. Bhis Bhows 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.

Pane 1 showing categones and

terms from Structure Practice I

Pane 2 indicates the co

AR "1/t age viskiethread comy the document compared against
the Best Practice

Fracace: ¥ ST o - SR,
i Aok Propt § Best Pracsce: VT - 820 O Irhancements - 5R0.40¢ s B
3 Dagher b 03 Cee HE 13
e B-LOL Beat Pracice Categery eatin u Vansetny> Document Headeg S
Pi5re # raesucten ) Pl Uensanny - recoucton m
ew 5
RS SHOS N M Sosuremess Socce Ofm Monzatiry
¥ - Pregram § (SATCOM ¥ 2 a & o p a
- e
2 08 Retrente Liwewy 4 P orcenel Beguremen " Vercatyry 4 fenctersl Sesurere
S8R L0 Proties SoecfCenes @ ram Waodatory AN vy SoatACaton ’
217 Trageg Syswem. v3 e Cane Dapran D rane Vardatory Vie Cane Sapen
B3 OnG [ntwncements - BR0 o | oo Cane Sectcarens 0 hass Uasdatry Use Cane Spectcmoce
Q Fuss Uontety 5 Purrans 3l
Results Area showing content @rm Uesswiny "
occurence of result in document v Sama [
@ Fane Varcatry 3 Secuty Reguremests
W U2.Cn0-0001 dec
o Mandetory 4

B U On00002 0ee
B3 UC.OnG.000) 2o
o
syt

o024

Srm Uarcetory o Whertace Regurementy
S Uasdeitny 8

L 220 Uostaniay

O Versenny

- D Pt Varcasny
CHG Lohancements - BR0.doc
Added by cosceptiest 21 Age 30, 1402
Lol modted WrpalGrserecirp toam
Last modfed oa 38 Nev 10, 1500
Saveunere B9 1. 080

Coary

Thumbnail visually showing
amaunt of document cantent for
spachic headings

Figure 12 - 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 Heat Map 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 Heat Map
and the results area.

Tip: To highlight all Structure areas check, the box (D) 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

D Black text

P Red text

<o Red text
Light Red
text

Full Match

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

Partial Match

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

Full Mismatch

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

Partial Mismatch

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

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

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

The options available on the Best Practice pane are:

£ Collapse

This collapses all categories of Best Practice

=] Expand

This expands all categories of Best Practice

The options available on the Document pane are:

i 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 fol

oOWi

ng

t he

outline of the document .

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

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

5.8.4 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)

33

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

Change log

Example 2: Headings at multiple levels

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

Is Mandatory?
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Mandatory

UC-CHG-0001.doc

S1EE

Document Heading
Summary
Actors
Primary flow
Post-conditions.
Motes.

Change log

i

Size

24

Ooooooom

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%.
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Best Practice: Default Content Practice CHG Enhancements - Phase 1.doc
= J S oo _ This best practice contains 6 top
Best Practice Category Status Is Mandatory? Document Heading Size |:| .
Project Drivers < Fail Mandatory ervie 43 [} |eVe| Categorles‘ Of these’ 2
Stakeholders. @ Pass Mandatory ase 1 22 ] have Sub-CategOl’ieS_
(=l Functicnal Reguirements. ) Partial Mandatory 3 |:|
Functional @ Pass Mandatory 148 g Each top category accounts for
Use Case < Fail Mandatory L 2 .
Data @ Pass Mandatory 2 Functienal Reguirements. 307 ] 166%1 equatlng to (100% / 6)
= Nonfunctional < Partial Mandatory Functienal 3 ] .
Constraints @ Pass Mandatory D 2 Of the top Caternes fu”y
Look and Feel & Fai Mandatory ] match in the document;
Usabity & Fail Mandatory [}
Performance < Fai Mandatory 0 é S t a k e h (0} I d er s 6 .
Maintainability and Support @ Fail Mandatory D
Security @ Fai Mandatery [ O6Assum ] tionso:
Legal @ Fal Mandatory |
Project lssues § Fail Mandatory ] Sub TOTAL: 33.2%
Assumptions @ Pass Wandatory ]
5 g Of the remaining 4 we have 2
41

with a partial match:

6Functional Req!
13.8%,(5/6 of 16.6%)

6Nonf un d.6%, (Liatof 6 :
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 inexample 2above, t he <cal cul ation for &é6Functional Résqsui r ement s
calculated thus:

MatchedTop: OFuncti onal Requirements6 = 3
MatchedSub: OF@ne&t ilonal
MatchedSub: o6Datad = 1

Number non-matched subs = 1

Total Matched: 5

Overall total 6

yielding 5/6 of 16.6%

The second partial hit in exampllé% autd66%.dhisfiscalculdtedthasf unct i onal

Non-Mat ched Topi:omaNlotn f=unXt
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Mat ched Sub: 6Constraints?®o
Number non-matched subs = 6

Total Matched: 1

Overall total 10

yielding 1/10 of 16.6%

5.8.5 Viewing document content

= 1

A second sub-tab6 Do c u me n t Odisplays apghghfidelityt view of the document itself. This allows for very

speedy review of a portfolio of documents.

Sel ect the

search the document as well as size it according to available space in the window.

6 Hab.As yoenavigate asourtd the document, a toolbar in the document pane allows you

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.
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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.

Visiblehread” Version: 2.3 -Buid 1055 & Install MS Office Add+ns » & fergal2@insure-corp.com v | /3 User Admin | % Settings
2 Document Sets ||| Advisor Client Phase 2 Requirements.xis
Pty [ X = & ([F Structure Analysis || Quality Analysis || Discovery || ConceptTracking || Activity
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2 2 [
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267 Agilsys 1 regs output [Hidden] 1629 0 |=
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@EEFn 1 stakeholders [Hidden] 12 [
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@ (3 Program 1 (SATCOM I) Appendix A 75 =]
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7 Reference Library
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5 CatalyzeProjectPlan-4.0 xis.

3725
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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

<]

eference Practices +

Figure 14 - Structure Analysis atWorkbook Level

The options available on the Structure Pane are:
E 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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Document Set Quality
Compliance Pane showing

. : s M v B - & v ;b Page v {J Tools v
document quality compliancevisa -

vis current Quality Best Practice
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4! Document Sets = | Trading System - Rule 50
Pa g | X | (3 - : = -
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@EEFn1 = B~Export J ﬂ = M8 1 Enhancer
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i
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317 Trading System - Rule 50 @ U5 Boundary uncertainty Mediom 1 & Fai
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| CHG Enhancements - Phase 1.doc @ (3% Optionalty Medium 20 @ Fal =
BB | C.CHG-0001.doc . ) ]
@ [ imprecise & Subjective Medium 8 @ Fai
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13 }
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Review sessions
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Practice’
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Trading System - Rule 50 Whitelist Entry Originating Term  Originating Category  Originating Context Added By il

Added by: frank jones@insure-corp.com, 0 § a5 seryice Al Quantification Updated 2.1.6 to read: “The solution shall permit all service  frank jones@ins... :
Last modified: fergali @insure-corp.com of implementation associates_..” from “The solution shal

Last modified on: 04 May 10, 23:11 permi all service associates,..”
Structure BP: VT - BRD v1.0

to download TODO Unresolved - lack o... Users have the oplion te ioad the 80 byte fergall @insure-...  *
transactions. (This will efiminate re-keying entries in CHG
should they be submitted by the user to the wrong region)

il Reference Practices +|I ¢ L s

Done & Internet | Protected Mode: Off B 100% -

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 / This shows the document set, document, or Quality Category depending on what

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

@ 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: If youwish to focusoncer t ai n very specific types
number of categories forthese, setti 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 Adctiviyo méab.set ba

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 m
review session. See section: 5.9.5 €Conducting a document quality reviewd ; f or more on conducting a
and white listing.

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

For instance you may haveegmdnibt anidstbey osmalrlrebmeei nédss 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

T O TR T

Replacing transmit.exe for CHG
will not have a direct impact on
the as=ociates 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 Reguirements Document 2.0.doc’,
front-line support to INSURE- changes made to Whitelist with the
CORP's small business segment comment: ‘Reviewed and added some =
clientele, including clients using whiteslist stuff

Telephone or Fax Payroll, or
SBS pay@work. -
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Figure 167 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. 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:
A to review the specific document against certain categories and log a comment in terms of your review

A to can mark specific instances as part of a white list when reviewing
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A 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.

Checkbox adjacentto defective

phrasesfoundin document, number
indicates num. issues found

CHG Enhancements - BRD.docx

Structure Analysis Quality Analysis Discovery Concept Tracking Activity .
2 Export | E] =
Category Weighting = Status [
@ [z Measurailty Medium < Fail 1 [ -
@ pionality Medium <€ Fail 23 [
] precise & Subjective Medium < Fail 7 [ i
pen ended Medium < Fail 16 ¥
s 0 ¥
s @
D »
O =
or example 1 0 ¥ 7
i for instance [
etc 2 B ¥
i but not limited to |
ncluding 1 0 ¥
Medium ] -

- 4 [ Unachievable - too specific

= analysis E=] pocument

1l

. StartReview <) = =
Term Document Cortent
w for example , @ 'Ledger Fields Role' may be crested that allows access to

tasks managing the following sensitive fields:

mie. Description: The solution shall permit full concurrency across users in all
service groups utilizing the solution (as in 2.1.6), wi i

in performance. Specifically, the solution desig
2 in= and onerat itl i

Results Area sﬁ'é\;\}i'ng

le performance degradation

4|

S Edit
2 Authertication and Authorizatior
User Authertication
% User Authorization

User Administration

= Distributed Access ("Distribut
® Concurrent Aqgess

=2 User Pel ae
B User Administrator
([ /S— L

In Document

134 CHG Enhancements - BRD docx

5% CHG Enhancements - BRD docx

B cHG Enhancemen...
-

Sections where

risky phrases are
present

In Heading
User Authorization

>

Concurrent Access

m

occurrenceofissuesin

document

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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Sillaunch | #,.Export | E] 5]

Category Weighting = Status
=155 Optionality Medium < Fail 47 it

. [
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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 (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 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 (D) adjacent to the category. The tree will automatically expand and any occurrences
are automatically highlighted.

The following options are available in the occurrence grid toolbar:
2. 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.
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:lmECHG Enhancements - Phase 1.doc
@ Owverviev
1 Introduction
n Purpose

»

Eun Background

m

@ Reference & Related Documents
B0 Project Summary (Phase 1)
EEEEEEE Proposed Business Flow

EENEECEED Business Reguirements
§ Known Technology Reguirements

JULSiDE SCope, (T0r (i phase

1 5.1 Other System / Application Impacts

EEEEEE 5.2 Other Business Process Impacts

5.3 Client Impacts

T S ¥ S S,

- B ki e AP

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:
B 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.

Iﬁli CHG Enhancemen...

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.

I'f multiple terms occur in the same par agTheeolortotieleta@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 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 codhenogtexi n t he
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.

o
O

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 nstal l ed. The final column o661 n He
heading where the occurrence is found.

7StartReview | < 5 =Y Er
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 as other details yet to be determined, i.e. if rejected tem) CHG Enhancements - Phase 1.doc
- .d
to be determi...

andior Allow the User to eptionally download the list of transactions into an ASCI _“ﬂ Business Reguirements
W ie 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- CHG Enhancements - Phase 1.doc
m such as submitting these entries under another district company number

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

m appropriate  Deletion requests that could not find a match (i.e. because they were never _“ﬁ Business Reguirements
m could there, because their content does not exactly match that of the pending n _ -
W ie transaction, or they have already been pulled from the CHG HOLDFILE) GHC Enfrencements S BiaseEdoc
m should should result in the generation of an appropriate error message in the -

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

5.9.5 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 clicki nthestréenen@StedewmodRevi ewd butt
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 1an ' v

) Cancel _/Finish Review | Add to Whitelist —

Term Document Content In Document

b m al Updated 2.1.6 to read: “The solution shall permit all service or implementation asseciates...” from “The -:E
=olution =hall permit all service ag=ociates...”

moy

CHG Enhancements - Market Require. ..

= m al Terminology originalty determined by a meeting of functional heads has been cited when a new term _“E
- 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 _“ﬂ
maintaining e N Eh B of duties)”.

CHG Enhancements - Market Require...

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

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.

. L SwAdd to Whitelist
Revi ewers can mar k Mnhitlstdebyt seebhddttitagtha ettt :
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 Whitelistt hen t hi s effectively means that the phras
throughout the document set. Any other occurrences of that phrase are also marked as benign. The system places a
green check icon adjacent to the actual text and adjacent to the row to help highlight the Whitelist entry as in the

foll owing situation where O6all serviced has been whitelisted
u full Description: The solution shall permit full concurrency across users in all sewice@ groups utilizing \_) .‘h
u ?” the solution (as in 2.1.8), with no visible degradation in performance. Specifically, the solution design CHG Enl
1. should account for an initial 280 concurrent loging and operate with no visible performance
degradation ( = at less than 75% capacity).

At any time duringthe r evi ew session, you can View any changes made by
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 Quality Analysisd6 t ab. See sectic
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.

Comment *

Please Enter a comment:

Finshed reviewing and whitelisted some E
itermns

’ oK ” Cancel ]

Madium & Fail 1 ]

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
us e finisher edv i e w dwithouttaddiagnany 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

Asecondsub-t ab 6 Documentdé 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 O6-@almAsyonmavigabe amundhthe 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.

CHG Enhancements - BRD.dock
Structure Analysis Quality Analysis Discavery Concepk Tracking Ackivity
= |1on~’s | |? |x1? | 3 Edi
L O g ‘ b 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
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= analysis || E=l Document < | [} 2
7 Start Review | ) 2 = =
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 -
taszks managing the following sensitive fislds: ==
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 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 thos
Concept Lidty. 6 functiona
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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,let 6s say we are | ooking at documents concerningt an extensi
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 |ike

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

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

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

Whilst discovery allowsusi denti fy that & ac c ounnthe firstkstasnce,the concept listéaked o c u me nt s
this one step further and allows you explicitly specify groups of concepts for tracking. So, for financial oriented

documents, we mi ght have a concept |list comprisingg@ndseekto aded6é, O6deal
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:

Occurrence grid with

i categorized sets of

Structure Analysis Quality An: Discofery conce pts fO r t rac ki n g
S 2., Export =] mﬁ CHG Enhancements - BRD.doc =

i
' New Concept I8,cHE Enhancemen...  TBiCHG

@ Introduction
Concept Freg. CHG EI CHG Er UC-CH UC-CH UC-CH: £ Security Requirements
= General (3 Ttems) = @ Authentication and Authorizatior
LB [l User huthen.tic:ﬂ.tion
User Authorization =

LI g User Administration
Client 47 |:| @ ] @ Role Administration
i 1 D Single Sign-0On

3 3 Distributed Access (“Distribut]
Desl O T Concurrent Access T
Dealer O Remote Access (*Remote
Letter of Credit |:| @ Logging and Reports (“Auditabili
Trade E 3 Associate Usability
Trader |:| @ Interface Reguirements

@ Graphical User Interface (GUI

= Tracking {5 Business Transaction La

Archival 1 [ Duplicate Submissions
y N - N Future-Dated Transactions ¥
uct 2 & * (amn s » [ :
Concepts . . - In Document In Heading
account G ray fo nt I n d Icatl n g all |_1*ﬂ CHE Enhancements - BRD.doc Concurrent Access -
. i B E—
absence of concepts in g !
documents
Account Description: In contrast to its existing use of mnemonics and system qg CHE Enhancements - BRD.doc Business Transaction Language |
language, CHG shall allow users to complete tasks wia a graphical user
interface (3.2.1) that uses business transaction language. Examples of
business transaction language include ‘Add/Edit Earnings Code’, ‘Update -
4 [ 2
Figure 23- ConceptListat Doc Set | evédettedwi th &éAccountd se

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.

y i Mew Concept | =, Export
Concept = Freq. CHG Ei CHGEI UC-CH UC-CH UC-CH

= General (3 Items)

ABA [l
Account 3
Client &7 [l
Customer 1 |:|
D =
[H
Letier or Lred I:l
Trade [
Trade |:|
=@ Tracking (5 Items)
Archival 1 0
Audit 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 to an 06x6. Clicki
results.

iz 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.

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.

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

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

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

New Concept: Broker

Choose an existing Category to add this
concept to, or dick Mew 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
doneinthest ructure view where t he-refetercediwithih the headingdveheretioelcancepts s cr os s

are located.

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

=™ CHG Enhancements - BRD.doc -
@ Introduction
[ Security Requirements

ciate Usability

& Interface Requirements
& Graphical User Interface (GU|
Business Transaction La

Duplicate Submissions

m

Future-Dated Transactions
ility (“Vizibility

Queue
i Data Validation
Print Functionality
Batch Interface
[ Payroll Testing Reguirements (“Test

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

1| n F

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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% 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 texttheyar e r ef | eConcepds6i not hemné The col or to
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 conceptsc ol umn, col or coding in the 6éDocument 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-in installed. Th e f i nal ¢ o | whows thé specifide adi ng o6
heading where the occurrence is found.

Concepts Document Content In Document In Heading
account Description: The solution shall permit full concurrency across users in all _“g CHG Enhancements - BRD.doc Concurrent Access o
service groups utilizing the solution (as in 2.1.8), with no visible degradation
in performance. Specifically, the solution degign should for an initial E

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

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

4 n 2

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

Tip: Reviewing multiple occurrences. To see paragraphs where multiple 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:

© VisibleThread 2011



VisibleThread Dashboard Help - Version 2.4 (April 2011)

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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Change list: individual activities are

itemized showing the type of change

made with date/time

CHG Enhancements - BRD.docx

| Structure Analysis H Quality Analysis H Discovery | Concept Tracking || Activity j \
| structure | % Export \
I =1
100% [ Description User \ S  Q Size
=/ Best Practice VT - BRD v1.0 modified fergall @instre-cor 20% 0% 3895
<t Associste DocSet 'Trading System - Rule 50'  fergall @insure-cor 20% 0% 3895
50% with Concept List 'Cortent Quality Indicators -
v3'
“% Associste DocSet 'Trading System - Rule 50'  fergall @insure-cor 20% 0% 3895
0% | with Concept List 'Finance - Bonds and
I Jul Oct. Securities v1.0'
| v | =/ Concept List Content Quality Indicators - v3 fergall @insure-cot 20% 0% 3895
| Quality 55
| modified
| [100% | k) 'CHG Enhancements - BRD docx' saved. fergall @insure-cot 20% 0% 3895
Commit log: 2
3 :, Quality revievw of document 'CHG fergall @insure-cor 20% 0% 3892
50% | Enhancements - BRD .docx', changes made to
Whitelist with the comment: ‘Reviewed'
k) 'CHG Enhancements - BRD.docx' saved. fergall @insure-cor 20% 0% 3892
Commit log: Added sec section with junk
o8 Jul Ot 'CHG Enhancements - BRD.docx' saved. fergall @insure-cor 19% 0% 3891
i Commit log: 1
2 | = Graphs show activity levels for
R e Structure, Quality and Size.
Commit jocy: %
T Gualtyfevien Selecting an entry here
| zooo
Enhancg 3 H ; S|
Wit wi highlights the detail in the
ended h | t
. e change list.
i Jul oct | TS = —

|1 Pagel of5 b bl Show 25 v items

Date/Time

>

1011.201014:20
28.10201015:27

281020101314

o

2710.201013:58

27.10201013:46

271020101344

2710201013:36
2710201012:58
A0.201011:43
A10201010:18

A10.201016:51

A10.201016:42 -

Displaying 1 - 25 of 107 |

Figure 25 - Activity for a specificdocument

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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Il 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

g

description. Additionally whether or not white listed terms were added during that session is
indicated.

FE 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.

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-

opencomments. A 6 Comment 6 button is available in the structure vieyv
Map.

Figure 26 - Commentsassociated witha headingii n t hi s case 61 TQ Exhibit GO
When reviewing, the following capabilities are available typically directly on the structure view:
Comment

This allows you add a new comment. If you have selectedaheadi ng t he &éc omme
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.

© VisibleThread 2011



