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QUICKSTART GUIDES

Administration

How to add users

Log into VT Docs with your credentials.
1. Click on the User Admin button on the sidebar

2. Click on the “Add User” button.

3. The “Add User” dialog box is shown
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4. Insert username and password.
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How to delete users
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1. Select the user

2. Click on the “Delete User” button. 1 angus medonogh@yisibleth. . angus
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How to edit settings

VT Docs settings are configurable from the Settings menu.

« Configure your Readability threshold settings and Ignore list.

» Update your Acronym Ignore List

» Create Macros for customized outputs. Our Customer
Success team can help you upload a macro if needed.

Readability Ignore List

1. Click on the Settings menu icon. u

2. Click the “Edit” button opposite “Readability Ignore List”.
3. Click the “Add” button.

4. Add your term to the new row.

5. Click “Save Changes”.

6. Toremove aterm, select the row and click “Remove”

7. Click “Save Changes”.

Import your “Ignore list” from .csv

Write your list of terms and phrases within MS Excel before
creating in VT Docs.

1. Create a new MS Excel file.
2. Populate Column A with the terms and phrases.

3. Save the file as a .csv file to your local desktop.

Import your Readability “Ignore list” Terms

1. Click on the “Import from CSV” button in the
“Readability Ignore list” dialog box is displayed

2. Select “Browse” and locate your csv file location

3. Select your import option. You can Append or Overwrite
exiting “Ignore list”. Keep the default option for your first
ignore list.

4. Click “Import”

5. Your “Ignore list” is displayed on screen.

Export your Readability “Ignore list” Terms

1. Click on the “Export to CSV” button in the
“Readability Ignore list” dialog box to review your full
Ignore list with your team or use to build a larger list for
import.
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Readability Ignore List

This is  list of words and phrases that we will ignore when checking your
Readability.

@add 9 Exportto CSV  Import from CSV

Ignore List wordiphrase
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Import new ignore list from CSV (<]

File to Import:

C:\fakepath\ECCC_Watch'

@ Append to exisiting ignore list

Import Options

© Overwrite exisiting ignore list
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Readability Ignore List

This is a list of words and phrases that we will ignore when checking your
Readability.

@ Add 8 Export to CSV | Import fram CSV

Ilgnore List word/phrase
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Readability Settings

Readability Settngs o

1. Click on the Settings menu icon. ﬂ

2. Click the “Edit” button opposite “Readability Settings”.

3. Use the slider to adjust the settings for each Language
Threshold.

4. Click “Save Changes”.

Acronym Ignore List

1. Click on the Settings menu icon. n Acronym Ignore List
B “« e B " H "
2. Click the “Edit” button OppOS|te Acronym Ignore List”. This is a list of words (case sensitive, normally UPPERCASE) that we will
ignore when searching for possible acronyms. Use "*' to match any text e.g.
. “ ” . . DARPA-BAAY
3. Click the “"Add” button to insert the new item.
.&é) Add 8 Exportta CSV  Import from CSW

4. Click “Save Changes”.

lgnore word -

5. Toremove a term, select the row and click “Remove” ABOUT |
AIRBUS
6. Click “Save Changes”. ALL
AM
Import your Acronym “Ignore list” Terms AND
ANMEX
1. Click on the “Import from CSV” button in the
“Acronym Ignore list” dialog box. ArRENEX
APR
2. Select “Browse” and locate your csv file location
3. Select your import option. You can Append or Overwrite
exiting “Ignore list”. Keep the default option for your first
ignore list.

Acronym Ignore List
4. Click “Import”

This is a list of words (case sensitive, normally UPPERCASE) that we will

5. Your "lgnore list” is d|sp|ayed on screen. ignore when searching for possible acronyms. Use ™ to match any text e.g.
DARFPA-BAAY
.&é) Add 8 Export ta CSV  Import from CSW
Export your Acronym “Ignore list” Terms Ignare word
ABOUT |

1. Click on the “Export to CSV” button in the

“Readability Ignore list” dialog box to review
your full Ignore list with your team or use to build

a larger list for import.

Acronym Ignore List

This is a list of words (case sensitive, normally UPPERCASE) that we will

ignore when searching for possible acrgnyms. Use "*' to match any text e.g.
DARPA-BAA¥ /
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Save Changes
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