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1. Introduction & general notes

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

If you are using the cloud version of VisibleThread, go to the VisibleThread website at: http://www.visiblethread.com/
and click on the ‘SIGN IN’ button at the top right. Sign in using your credentials.

Products Industries Resources Company Sign In Q

If you are using VisibleThread Docs on-premise, go to the VisibleThread dashboard at the URL that your
VisibleThread administrator gave you. Sign in using your credentials.

In both cases, the interface is identical.

1.1.0nline Documentation

The most up to date documentation and help is available online here:
http://support.visiblethread.com/forums/21077932-documentation

1.2.Help

For common questions & queries, see our support help portal here: http://support.visiblethread.com

You can also submit help queries or report issues using a form on our support portal. Or contact us via email at
support@VisibleThread.com

1.3.General Compatibility

VisibleThread supports the following file types for upload and analysis:
Word 2003 (.doc)

Word 2007 and all subsequent versions (.docx)

RTF (.rtf)

Excel 2003 (.xIs)

Excel 2007 and all subsequent versions (.xlIsx, .xlsm)

Adobe PDFs (.pdf)

1.4.Browser Compatibility & Settings

The VisibleThread dashboard is a browser-based environment. We support IE 11 (and higher), Edge, Firefox,
Chrome, and Safari; however, the application should run on all major browsers.

You must enable JavaScript in your browser to use the VisibleThread dashboard.
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1.5.A note on IE 11 and ‘Compatibility View’

VisibleThread supports Internet Explorer 11 (IE 11), but not when IE uses 'Compatibility View' to display
VisibleThread.

IE Compatibility View is a way to allow IE to work with older websites that do not conform to standards. VisibleThread
adheres to the latest browser standards. If you have enabled Compatibility View, you will see a blank screen or be
unable to sign in. See more detail here on how to fix this: https://support.visiblethread.com/hc/en-
us/articles/360000537406-VisibleThread-and-Internet-Explorer-11-1E-11-

1.6.A note on browsers

We have found in testing that performance may degrade over time in certain browsers, especially earlier versions of
IE. If you notice excessive time lags, refresh your browser using CTRL + F5. This will clear your browser cache.
Clearing the browser’s memory footprint can result in increased performance.

2. Signing into the VisibleThread dashboard

If using the cloud-based offering, go to the VisibleThread website at: http://www.visiblethread.com/

Click ‘SIGN IN’ at the top right.
If you are using the on-premise offering, go to the VisibleThread dashboard using the URL that was provided to you.

Enter your user credentials. This comprises your username (e-mail address) and password. After successful sign in,
you will see the ‘Home’ screen.

BVTDocs 241 | Home

Get Started

Start by uploading your POF, Ward o Excel fies for analysis

("] Create Folder Upload Documents
(+ ] 0 group related Upioai and analyze your

9 coamens

Recent Activity Environment Stats

Usage Stats (view full usage stats)

Figure 1 — ‘Home’ screen showing after a successful sign in

Note for on-premise deployment & security message: VisibleThread uses a secure communication mechanism
known as SSL to encode data originating from the VisibleThread server.

VisibleThread ships with what is referred to as a self-signed certificate. Self-signed certificates are generic and do not
identify the server in a strong way. As a result, you may get a browser message that says there may be a problem
with the certificate. The message in IE shows like the below. Different browsers present it differently.
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You are perfectly safe to proceed. If you do want to eliminate this message, contact your IT colleagues and send
them this link: http://support.visiblethread.com/entries/23457613-How-to-install-an-SSL -certificate-on-a-deployed-
VisibleThread-Server.

Your IT colleagues will then be able to configure your VisibleThread server to use an appropriate ‘digital certificate’
specific to your organization.

'@ There is a problem with this website's security certificate.

The security certificate presentad by this website was not issued by a trusted certificate authority.
The security certificate presented by this website was issued for a different website's address.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
Server.

We recommend that you close this webpage and do not continue to this website.
@ Click here to close this webpage. / QlLQK_ h}g[@,

&Y Continue to this website (not recommended),

i@ More information

Figure 2 - Warning Message in IE

3. Getting Started — Navigating the Interface and the Home View

VT (VisibleThread) Docs has a sidebar on the left and a detail pane to the right. In VT Docs 3.0, we introduced a
new navigation sidebar. This sidebar provides easy access to your Folders, Dictionaries
and Account Settings etc.

+— Folders The Home screen provides quick insights to usage levels and recent activity on your
account.

<+— Dictionaries  The Folders area contains all your folders and documents. In here we have added
‘Quick actions’ menus to provide easy access to common tasks at each level.

<+—Reports The Dictionaries area contains all your dictionaries and structure outlines.

In our new Help area, you will find links to all our videos and documentation in one
place.

Finally, the Settings area is the place to go to modify any of your account settings,
including Thresholds, Ignore lists etc.

+—Hel
P The Home view looks like this:

<+—3Settings
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BEVTDocs 3a1 | Home

Get Started
Start by uploading your PDF. Word or Excel files for analysis
L]
(] Create Folder Upload Documents
Use foicers to group reisted © Uposdand anaze your
al
Create Foides mw
Recent Activity \ / Environment Stats
4 2 for TXZ-Corp_PSHF-03-0 [ Number of Folders o 5
Usage Stats (view full usage stats)
5 1 0 3

Figure 3 - Welcome Screen for VT Docs

It provides shortcuts to add folders and upload documents. It also shows any recent activity and key metrics around
your environment.

4. Folders

The Folders area contains all your folders and documents, and reports/analysis. This is the area that you will most
likely spend most time in.

When you click on folders you see a view like this:
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Get Started

| m rocsn
Start by uploading your PDF, Word or Excel fles for analysis
L + I Esampion
| Create Folder Upload Documents
Use fokders to group retated ©  Urlosdand ansize your
i cocuments cocuments
[ g

Figure 4 - New Environment Folders Area
If this is your first-time using VT Docs, the system populates your environment with an Examples folder. Use this to
get a sense of some of the types of content you can analyze.

If you have an existing environment, then you’ll see more folders in the navigation area.

5. Selecting a Folder in the navigation area

When you select a folder, you can compare content across multiple documents. Cross-document analysis is very
powerful. It provides insights that are not obvious by looking at a single document in isolation.

When you select a specific folder in the navigation pane, the system displays tabs to the right. In this example, the
user selected the ‘Contracts’ folder and can see the analysis for all 8 documents on the right.
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BEVTDOCS 34: | Folders

[k}
B Fooes

Summary Discovery Concept Tracking Structure Analysis Qualty Analysis Readabilt ity Notes

Example 1 - Sales RFP contains 3 documents ' Ok 2ckons -
e Mon 14 Now 2016 by aizats

~ & Eexampic 1-saiesnifl  Common Folder Tasks “W“““
8 Tz com psueoll  Compliance View Readabiity Scores
5 soves =) Py, o e ST
[ o1oRAFTRFP N = s]e)

[ EEER B  Cecte Compance e sSow BN 156dwonts

» I Exampie 3. rasketn

- 8 e | EE—— Navigation Panel -
ey )
’ EEIE ‘ Dol | ®s

Figure 5 - Folder view with tabs on right

Each tab at the folder view provides different insights into the documents in the folder. The tabs are:
— Summary: summary of common tasks you can perform and list of documents in the folder
— Discovery: displays themes found across all the documents
— Concept Tracking: displays whether specific dictionary concepts are found
— Structure Analysis: analyzes MS Word documents for structural consistency
— Quality Analysis: displays whether specific dictionary terms are found
— Readability: shows summary of language clarity stats for the documents
— Activity: tracks all user activity for this folder
— Notes: allows team collaboration and notes.
How might you use the folder view?
Let us assume you are reviewing a sales proposal to make sure it is compliant with the requirements from an RFP.

The ‘Discovery’ and ‘Concept Tracking’ tabs at the folder level will provide immediate insight, answering questions
like ‘are we addressing specific requirements around certain referenced concepts’.

5.1.The Document View
With the document level view, you can explore content in one specific document.

Just like the folder level, selecting a document in the navigation tree displays tabs to the right.
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BVTDocs su

(el

. roden TXZ.Corp_PSHF-03.Q.00023.docx 8,582 words
B caced crbon 14w 200G by nbakzston Sz 351 KD
[T =—

~ [ Example 1. saiesrrrf] Common Tasks

Discavery

Summary Concept Tracking

| 4l Txz.cop psurof] Compiance Measure Readabilly -‘l. WBE - I I '
e 0z otheluploadedldocument
[B 01 0RAFT RFR N Q0
» I Exampie 2- Contracts Aow Readablity Scorea
» I Exampe 3 Marketing

Y m Navigation Panel

ey
LY 0=0-0
BB | Bl || @s e
| 00
s Compare Excel xiract Acronyms C

Compare Doc

Figure 6 - Document view with tabs on right

Each tab provides different insights into the selected document. The tabs are:
— Summary: summary of common tasks you can perform on this document
— Discovery: displays themes found across all the document content
— Concept Tracking: displays whether specific dictionary concepts are found
—  Structure Analysis: analyzes MS Word documents for structural consistency
— Quality Analysis: displays whether specific dictionary terms are found
— Readability: shows summary of language clarity stats for the document
— Activity: tracks all user activity for this document

— Notes: allows team collaboration and notes

6. Managing folders, uploading docs, reordering docs and moving docs

Sales teams tend to use folders to group the RFP and response documents for a given solicitation. Marketing teams
use folders to analyze sales support materials and marketing collateral like product brochures etc.

Start by creating folders and uploading documents for analysis. You can also rename or delete folders and rearrange
the order of documents.

6.1.Creating a folder

Step
1. Click the ‘Create Folder’ button.
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BVTDocs ss1 | Folders

E.] Get Started
| o Fose
Stan by uploading your PDF, Word or Excel fles for analysis

L] + I Ecem

L | Create Folder Upload Documents
Use foiders 1o group relsted @ Uroad and anaize your
documents documents

al

e

2. Enter the folder name. For instance, we might call it ‘RFP — Army’ with the intention to upload solicitation
and proposal documents associated with a US Army pursuit.

Then click ‘OK’.

Create Folder

Folder name:
[REP - Army]

3. Now you will see an empty folder, and you’re ready to upload documents.

B VT Docs 341 ‘ Folders

D‘ b Upload documents to this folder for analysis
. Folders Uplead Documents

Or to delete this Tolder click Delete Folder.
] + B Examples

Wl e Enply Gelder

6.2.Creating sub-folders

VT Docs also provides support for nested sub-folders. This allows for easier grouping and categorization of related
documents. For example, you might create a top-level folder for an RFP or contract. And then create sub-folders to
group all issuing side documents or response documents together. Or you might also use sub-folders to organize
your pink, red or gold team review documents.

Creating folders or sub-folders is straightforward. Click the ‘Create New Folder’ action from the Quick Actions menu in
the folders area or click on the ‘Create New Folder’ option on the toolbar or from the right click menu.

Tip: To create a top-level folder, make sure you have selected “Folders” in the navigation pane.
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341

Upload documents to this folder for analysis

B Folders Upload Documents

I R . @] dele hi Ider click Delete Folder...
el [3] Create Fold

» . Examples| -0 Upload Documents

Run Structure Qutline Analysis...
* . RFP - Arm 4
Set Quality Dictionary...

Set Concept Dictienary...

% Maove Multiple Docs...

Q Delete Item...
] Rename Folder
‘& Move Folder

€) Delete Multiple Docs...

=

(¥ Refresh

Reanalyse Folder

Figure 7 - Creating a New Sub-Folder

Moving items between sub-folders is really easy. Just drag and drop documents or folders into the destination folder.
If you prefer to use the menu system, you can also move items by accessing the ‘Move Folder’ or ‘Move Document’
menu items from the Quick Actions or right click menus.

6.3.Uploading Documents

You can upload documents from several places depending on the current context. Here for example is the screen
available if you have selected a folder with contents:
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BVTDocs 241 Folders @) shargwisticthread.com -
ses | Summary Discovery Concept Tracking Stucture Analyss Qualty analysis Readzbiry vy Nates
~ I
Foisers
I e Example 1 - Sales RFP contains 2 documents
Created Mon 14 Nov 2018 b itaizaton
- W conacs ’
Ml - e Common Folder Tasks Documents
| - exempics- soesrrl  comprance View Readabillty Scores
g N SOW.pdi 3,557 werds
Q0
[3 01 DRAFT RFP M| i
B 01 DRAFT RFP NNG12411365R.pdf —
* [ Exapic 2. Conbacs Craste Compiance Marix Visw Readabilty Scores Added Mon 14 ou 2018 by tatzaton B S ords
+ [N Examoie 3 - Markgtng
* I Exavpie ¢ -Resumes | Other tasks
+ I Rre - amy
-y
- -
« B < |0
ooo .
o0
060
I
(-]

Figure 8 - Uploading Documents

To upload, just follow these steps:

Step
1. Click the ‘Upload Documents’ button.
2. The system then displays a screen where you have the option of adding one or more files. It looks like
this:
Upload Documents

Stale Filename

Upload each file by clicking the “Add” button at the bottom left. As you add files, you will see the upload
progress.
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Upload Documents

State ~ Filename Mote

=3 Confract_12991.docx Analyzing..

In this case, the user is uploading 2 documents, one is already uploaded; the second is currently being
analyzed.

Once the docs are uploaded, click the ‘Close’ button at the bottom right.

Upload Documents

State ~ Filename

¥ Contract 12991 docx

3. The dashboard will display the new documents.

Tip 1: Multiple file upload: You can upload multiple files in one click from the file dialog. Click the files you
want by hitting CTRL + file.

Tip 2: Ordering documents. If you are used to file explorer, you will notice a subtle difference in behavior
around the position of uploaded documents after upload.

BEVTDocs 341 | Folders

(I} oo Summary Discovery Concept Tracking Structure Analysis

Foic
B rouer Contract_12991.docx # words
Uploaded on Wed 09 Dec by aivaro@visiblethread.com Size 12 KB
B contraets
~ I Examples Common Tasks
~ [@ Example 1-SalesRFR  Compliance Measure Readability
LS 0.20%
e et (e]e]

@ contract_12091.d View Readability Scores

Create Compliance Matrix

» B Example 2 - Contracts

» I Example 3 - Marketing
Other tasks

» I Example 4 - Resumes o o

e BeB | Be ||
( « « ;

Compare Excel |

Compare Docs
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While File Explorer sorts documents alphabetically, in VisibleThread we allow you sort the docs explicitly.
The above screenshot shows what happens in VT Docs when you upload a new document.

In this example “Phase 1 — Vol....” was the last doc uploaded and is in position5. If alphabetically ordered it
would be the 4" doc.

Why this change?

You can re-order docs in a way that works best for your needs. For more, see section: 6.4 Reordering
documents in a folder. For example, you might want to group all government issued docs together.

6.4.Reordering documents in a folder

When documents are uploaded to a folder, they are placed below any previously uploaded documents. You can
however change the order of documents.

For example, in a sales context, you might have a folder containing both RFP solicitation documents side by side with
your proposal documents. In this case, you might want to have the solicitation documents appear first, followed by
your proposal documents.

To re-order a document, select the document in the Navigation Pane and right-click on it, or click the “Quick Actions”
drop down menu. Then use the up and down arrows to reposition the documents:

BVTDocs a1 | Folders
o eos | Summay  Dscove Structure anal ity analy Reatabilt ™
- Fosa ﬂ Contract_12991 .docx 41 words

- ~——— Jpioaded o Viod 53 Doc by aharodvisbieiiead Size 128

=] * [ Exampies Common Tasks

- B Exeoie 1 - Saes R Compiianc jeasure Readabitty

ul .
7 sowpar L
@ 01 oRarT are way
| @ Contract_12004.d¢ Create Compliance Matrix
. o 2- Gon

+ I Examote 3- Marketing

Other tasks
+ [ Exampie 4 - Resumes

+ I ey ] - [ Moo [N @S pors
1 - —
Compare Docs

Figure 9 - Move Doc Up or Down Menu Options

6.5.Moving documents to a different folder

VisibleThread also allows you to move documents from one folder to another. For example, if you have multiple
folders with different documents for the various sections of a proposal, you can now move them all into the same
folder.

To move your documents to a different folder, either right-click on the documents, or select the document and go to
the “Quick Actions” drop-down menu. Select “Move Doc to Folder.”
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) avaroevisbiethread.com

“overy Concept Tracking Structure Analysis Quality Analysis Readabiity Adtity Notes

1.docx 41 words Quick Actions v
09 Dec by alvaro@visiblethre ad com Size 12 KB

Measure Readability

0.20%
(e]e]

View Readability Scores

Rl Re@m | o= | = |

Create Responsibility Matrix

Figure 10 - Moving Doc to Different Folder Menu Option
You can also use Drag and Drop to move docs into other folders.

6.6.Renaming folders

You can rename folders if needed. Here’s how:

Step

1. Select the Folder on the navigation area. Let's assume we want to rename ‘RFP - Army’ to ‘RFP — Army II'.
Click on ‘RFP - Army’ in the navigation tree.

2. Right-click on the folder (or select the folder and click the “Quick Actions” menu) and select ‘Rename
folder’.

3. Next you will enter the new name and click ‘OK’.

Rename Folder

Folder name:

|[Example 1 - Sales RFP|

© VisibleThread 2020



VisibleThread Docs User Help - Version 3.4.1 (December 2020)

7. Running Acronym Integrity Checks and Extracting Acronyms

For business level documents such as a contracts or legal agreements, you cannot afford inconsistent acronym
definitions or undefined acronyms (or initialisms). Manually checking that acronyms are well-formed is a very time-
consuming activity.

There are 2 core usage scenarios for VisibleThread Doc’s acronym checking capability;
- Verifying the integrity of acronyms
- Extracting acronyms.
The first applies to any document you might be writing. It's when you want to check for undefined acronyms etc.

The second means you can take an extract from a 3™ party document and place it as a glossary or acronym list in
your document. This latter usage is especially relevant to contractors wishing to demonstrate alignment with an RFP,
by parroting back the terminology of the issuer.

7.1.Verify Acronym Integrity

In this case, your goal is to find acronym related issues in your own document. Here’s how:
Step
Select a document in the navigation area.

From the Summary Tab, click ‘Extract Acronyms’:

BVTDocs :ai

w1281 e
O o Ve

B o Eamcies Common Tasks

= & e |- Swke RFE Complance Measure Readabilny

ol ) e _ 0.20%
= [s]e]
I3 o barTRFR I -
| comrmin
rezang

{ ExtrsctAcronyms J s Rspersit s |

You will see a report containing all your document’s acronyms, listed in alphabetical order.
This report flags:
1. Well-defined acronyms, meaning an acronym with a fully expanded definition provided,
2. Acronyms with no definition, for example ‘AFNIC’ and ‘API’ are not defined in the document below,
3. Acronyms with multiple definitions, for example ‘ARIN’ below,
4. Acronyms where usage occurs before the definition, for example ‘ASN’ below, and
5

Acronyms with conflicting definitions.
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Acronym Report
@7 TXZ-Corp_PSHF.03.0-00023.docx Tota! iksly acronyms Wall-gefined acronyms o Definition 24
I ons L]
41 uniqus found 20 out of 41 Acroayms 4
Count
arc atc) 2
a1 smation fuscn it ppat
AR Amenican Regetry for Internet Numbers  Repested definticn Intermet regitry data from the Amenican Regsty for Internet Numbers (ARIN). Attsbutes from Internet
ARIN Ameican Regstry for Internet Numbers  Repested defindion o5 o Internet regisry data from the American Regstry for Interet Numbers (ARIN). Attributes from
ot defined
asn Used before defimton  Product Descripbon , 2. TZ's Product Offerings,  BGP foed composed of BGP tables from 50 dstinct ASN's
DTk
asn Autanomeus system numbers Repeated defntion Product Descripton , 2. Autonomous system numbers (ASNs) a h 1P adde s
TXZTrunk
asn sutonomous system numbers Repested defiticn Automomous system numbers (ASNs) adverbsing service for each TP sddeess range
oGP 2
BGP Border Gateway Protocol J 20
et Repart |

Figure 11 - Acronym Report

You can download this report in a spreadsheet by clicking the green “Export to Excel” button in the top right
corner.

7.2.Extracting acronyms for use as a list

In this case, you want to extract acronyms from an issuing document, RFP, or other third-party document.
Here’s how:

Step
1. Select the document in the navigation area.
2. From the Summary Tab, click ‘Extract Acronyms’.

3. You will see the acronym report, as before. This time click ‘Export to Excel'.

Acronym Report

= TXZ-Corp_PSHF-03-Q-00023.docx Total likely acronyms Well-defined acronyms

|
Export to Excel 41 unique found 20 out of 41 Acronyms
Edit Acronym Ignore 1§

Acronym

De. ition Status Location

271 Not defined

6. Past Performance Information , Key Personne

4. Now you will be able to use the output to populate your own document.
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Here is an example extract in Excel. Since this process generates a normal Excel file, you can edit the
results to fit your requirements.

Al - Fe | VisibleThread Acronym Report for "06 DRAFT SOW NNG12411365R. pdf"
|
1]z A B c D
1 |VisibleThread Acronym Report for "06 DRAFT SOW NNG12411365R.pdf
2 | generated 11 Oct 2015 02:38
3 |Generated By:
4 nsure-corp.com
5
:} Acronym Definition Status Location 1st Occurrence
[ DB Direct Broadcast Multipe Page 4 Direct Readout (DR
definitio Broadcast (DB) data.
13 ns
DB Direct Broadcast Multipe |Page 19 11 Direct Readout Data and Direct
definitio 5 -time
14 ns
Page 16 onal s
( 1, plementatic
B DS~ t s, rapid prov
s responsive end-use
15 \DMs Data Management System v
[ DR Direct Readout Multipe Page 4 Direct Readout (DR) is the process of acqu
definitio Broadcast (DB) data.
16 ns
DR Direct Readout Multipe |Page 19 Direct Readout (DR) is the process of
definitio
17 ns
E‘ Page 4 The Direct Readout Laboratory (DRI
18 DRL Direct Readout Laboratory v sal te data to the ground (http:
extraction tools from PDS RDR Page 20 Creation and implementation of automatec

7.3.Setting “Acronym Ignore Lists”

When working with Acronym reports, you may sometimes see ‘false positives’ that really should not be considered as
acronyms. An example might be ABOUT, which while capitalized is not an acronym.

VisibleThread Docs has a concept of an ‘ignore list’. This list comes pre-populated, but you can edit it. It means that
the terms listed will be omitted from the acronym analysis. This acronym ignore list applies to all documents in your
VisibleThread environment.

The list contains obvious text like ‘CONFIDENTIAL’ and ‘PRIVATE’ that should not be considered. It also has items
like ‘CDT’ which is in fact an Acronym (Central Daylight Time), but which you may not want in your report. Time
zones, state abbreviations (e.g.: NY) are typical of the type of thing you might want to specify in your ignore list. So,
it's important to edit this list if you're seeing too many items flagged.

You can access this list from two places:

1. Inthe Acronym Report, you'll see it on top left here:

‘acronym Report

@) T Corp_PSHF03.0.00023 docx Total Wl sy Wit dafined acsoey

2. Orfrom the settings area you can see it here:
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.r"} Settings
-— Readability Ignore List ﬂ
250 Define a list of words and phrases that we will ignore when checking your Readability
~4— Readability Settings
L s ium/bad thresholds for y passive volcs. Enable LIX 1o always be on
5. Acronym ignore List “
"% Define a list of words that we will ignore when searching for possible acronyms
Notes Categories
Define color-coded categories for notes
Excel Output Customization Options

View or upload an Excel Warkbook that contains macros used 1o customizs outputs.

Once you click the option, you will see a screen listing each text item to ignore.

Click ‘Add’ to place new items in the list. You can also use wildcards when specifying items to ignore. For example, if
you want to ignore ‘FARL’, ‘FAR2’ etc., you can specify ‘FAR* in this list.

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-BAA™

Dadd O
Ignore word -

ABOUT
ALL

AM

AND
ANMNEX
APPENDIX
APR
APRIL
AUG

ALICELISET

Figure 12 - Acronym Ignore List

NOTE 1: The acronym ignore terms are case sensitive.

Tip: You can use a * to indicate a wildcard match. For example, DARPA-BAA* would match DARPA-BAAL etc.
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Note: Permissions. Only users with ‘Settings’ permissions can modify the Acronym ignore list. If you do not have
settings privileges and you open any of the settings dialogs you will be presented with a Read-Only version of the
dialog box.

8. Document Compare

The Document Compare feature allows you to easily identify any changes that exist between two versions of a
document. It identifies modifications, additions, and deletions—anything from a one-word change to an entire section
that has been added or removed.

NOTE: Document Compare will only work with PDF and Word documents.
This feature has three main use cases:
- Comparing a draft RFP to the final RFP and identifying any changes
- Finding differences between two versions of a contract

- Checking a proposal after a revision cycle for any essential information that may have been cut to
accommodate page limits, etc.

Document Compare can find the differences between any two versions of a document. VisibleThread will provide a
report that clearly identifies any discrepancies, with the full text of each document reproduced side-by-side in Excel
format.

8.1. Selecting documents for comparison
In this case, we want to find the differences and changes between two versions of an RFP: the draft and final.

NOTE: To generate a Document Compare report, the two documents you wish to compare must be located in the
same folder.

Here’s how to compare docs:

1. Select the folder containing the two documents you want to compare. From the Summary tab, select “Compare
Docs”

(e}

Faders

L
L - e
8 | -/ cmpies-suesar Common Foider Tasks Documents

A cappEea Complane View Readabiy Scores

al B ﬁ o D e o a
B nonsrraeia
e \m I oot e
» I B 3 watatng
] M Fsprtorifidviiriincicey B
BB ©4
2. In the following pop-up window, select the two documents you want to compare. Select the “draft” (or version

1) first, and the final (or version 2) second:
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|
Compare Documents [}

Check the 2 documents you wish to compare, and click the Compare button below.

Document

THZ-Corp_PSHF-03-0-00023.docx

01 DRAFT RFP NNG12411365R.pdf m

Baseline: 50W.pdf

8 EO

Advanced Options
Exclude Text

[_IRegular expression |
A

Under “Advanced Options,” there is a box for “Exclude Text”. Text entered into this box will be excluded from
the Document Compare report for both documents.

There is also a check box for “Regular Expression.” Regular expressions are a sequence of characters (like a
formula) that define a search pattern. If the “Regular Expressions” box is checked, any text matching these
expressions will be excluded from the Document Compare report for both documents.

For more information on regular expressions, click here.

After selecting your documents and entering any text you wish to exclude or Regular Expressions you wish to
find, then click the “Compare” button. This will automatically download the report to your computer in Excel
format.

8.2.Document Compare report and identifying changes

After generating the Document Compare report, open the file in Excel. This is a spreadsheet that contains the full text
of both documents, side-by-side, with all changes indicated and categorized.

Here are the different parts that make up the report:

1. Column B contains the full text of your first document—in this case, our Draft RFP. Column E contains the full text from
your second documents—here, it's the Final RFP.
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B c | E
t Comparison Report - "HCaTS_RFP (DRAFT).pdf" Vs "HCaTS_RFEN FINAL).pdf"
Baseline Document Latest Document
HCaTS_RFP (DRAFT).pdf HCaTS_RFP (FINAL).pdf
2. Content V5. Re. Content

19 A1 A.1 NOTICES TO OFFERORS DENTICAL A8 A.1 NOTICES TO OFFERORS
This is a draft solicitation. This is the solicitation for the unrestricted ODIFIED This is not a draft solicitation. This is the final solicitation for the
contract vehicle known as Human Capital and Training Solutions unrestricted contract vehicle known as Human Capital and Training
{HCaTs). Offerors shall follow the instructions set forth in Section L of Solutions (HCaTs). Offerors shall follow the instructions set forth in

20 | this solicitation to be considered for award. Section L of this solicitation to be considered for award.

21 | Any amendment(s) to this solicitation will be posted to IDENTICAL Any amendment(s) to this solicitation will be posted to

A2 A.2 G5AR 552.219-71 NOTICE TO OFFERORS OF SUBCONTRACTING PLAN@DENTICAL AN A.2 GSAR 552.219-71 NOTICE TO OFFERORS OF SUBCONTRACTING PLAN

22 REQUIREMENTS (MAR 2012) REQUIREMENTS (MAR 2012)
The General Services Administration (GSA) is committed to assuring IDENTICAL The General Services Administration (GSA) is committed to assuring that
that maximum practicable opportunity is provided to small, HUBZone maximum practicable opportunity is provided to small, HUBZone small,
small, small disadvantaged, women-owned, veteran-owned, and servic small disadvantaged, women-owned, veteran-owned, and service-disabled
disabled veteran owned small business concerns to participate in the veteran owned small business concerns to participate in the performance
performance of this contract consistent with its efficient performance. of this contract consistent with its efficient performance. GSA expects any
GSA expects any subcontracting plan submitted pursuant to FAR 52.219) subcontracting plan submitted pursuant to FAR 52.215-9, Small Business
9, Small Business Subcontracting Plan, to reflect this commitment. Subcontracting Plan, to reflect this commitment. Consequently, an offeror,
Consequently, an offeror, other than a small business concern, before other than a small business concern, before being awarded a contract
being awarded a contract exceeding $650,000 (51,500,000 for exceeding $650,000 (51,500,000 for construction), must demonstrate that
construction), must demonstrate that its subcontracting plan its subcontracting plan represents a creative and innovative program for
represents a creative and innovative program for invelving small, involving small, HUBZone small, small disadvantaged, women-owned,

23 UBZone small, small d'lsad\ranta=ged. women-owned, \retein-owned. veteran-owned. and service-disabled veteran owned small business

Figure 13 - Document Compare Report

Column C indicates the type of change that has occurred, if any. There are four possible options in this column:

- IDENTICAL (no change)
- MODIFIED (a change to the text within that section)

- ADDED (a brand new paragraph or section that was not in the previous version)

- DELETED (a section or paragraph from the first version removed from the newest version)

B

|
nt Comparison Report - "HCaTS_RFP (DRAFT).pdf" Vs "HCaTS_R

Baseline Document
HCaTS_RFP (DRAFT).pdf

Latest Document
HCaTS_RFP (FINAL).pdf

Content I Vs, Content

The U.S. Department of State's Bureau of Administration, Office of IDENTICAL
Allowances, publishes quarterly report indexes of living costs abroad
per-diem rate maximums, quarter's allowances, hardship differential
and danger pay allowances.

The Contractor shall have and maintain an acceptable accounting
system that will permit timely development of all necessary cost data
in the form required by the proposed contract type.

MODIFIED

Through the Public Buildings Service (PBS), the Federal Acquisition
Service (FAS), and other staff offices, GSA provides workspace to more
than one million Federal civilian workers, oversees the preservation
more than 480 historic buildings, and facilitates the Federal

government's purchase of high-quality, low-cost goods and services

DELETED

The US. Department of State's Bureau of Administration, Office of
Allowances, publishes quarterly report indexes of living costs abroad, per-
diem rate maximums, quarter's allowances, hardship differentials, and
danger pay allowances

To be considered for cost reimbursement task order awards, the
Contractor shall have and maintain an adequate accounting system that
will permit timely development of all necessary cost data in the form
required by the proposed contract type.

The Contractor shall propose and the OCO award all labor rates when
perfarmance is conducted at the Contractor's facilitylies) at the
Contractor Site Rate{s). The Contractor shall propose and the OCO award
all labor rates at the Government Site Rate(s) when performance is
conducted at the Government's facility(ies) or a site not owned or leased

Figure 14 - Doc Compare Report showing types of modifications

Alterations to the text are colored red. Identical text is blue.
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9. Excel Compare

Excel Compare feature allows you easily identify any changes that exist between two versions of an Excel Workbook.

It identifies modifications, additions, and deletions between corresponding cells in worksheets. It also provides a useful

summary sheet showing diffs across all sheets.

Like Doc Compare, Excel Compare generates a report that clearly identifies any differences between worksheets, with

the full text of each row reproduced side-by-side in Excel format.

9.1.Selecting excel workbooks for comparison

NOTE: To generate an Excel Compare report, the two workbooks must be in the same folder.

Here’s how to compare:

1. Select the folder containing the two workbooks you want to compare. From the Summary tab, select “Compare

Excel”

In the following pop-up window, select the two workbooks you want to compare:

B VT Docs asa Folders

() eee | Summary Discovery Concept Tracking Structure Analvsis Quality Anzivsis Readanily Actvity
B Foes Example 1 . Sales RFP contains 3 documents
— Cresec aan 144w 20 wr
- faw amgies
| -’ xawotet- suesnr|  Common Folder Tasks Documents
@ vecum Py Complance
TX2-Corp.|
B sowsat [ iy
[A o1 DRAFTRFP NN “
X N SOWpdf
8 Emple 2. Contacts Create Compliance Malrix Aassa on 1
+ M Example 3. Marksting
’ Exarple 4 . Resurnes B 01DRAFTI
B e Other tasks Acded o 4
B wre ey

| BeB ] el || o
|,

o0 ™
oo
I Creste Responsibilty Matrix Uplozd Documents

Compare Excel Workbooks []

Check the 2 workbooks you wish to compare, and dick the Compare button below.
If the Excel download fails to open or appears empty, please see this guide for workarounds

Document

e [Seed werdeels
Contract_102028(1) xlsx b w

Baseline: Contract_102029.xlsx
Latest: Contract_102028(1) xlsx
Advanced Options

Exclude Text En es to exclude from comparison e.g.

[Regular expression \
Ap

Under “Advanced Options,” there is a box for “Exclude Text”. Text entered into this box will be excluded from

the Compare report for both workbooks.
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There is also a check box for “Regular Expression.” Regular expressions are a sequence of characters (like a
formula) that define a search pattern. If the “Regular Expressions” box is checked, any text matching these
expressions will be excluded from the Compare report.

For more information on regular expressions, click here.

After selecting your workbooks and entering any text you wish to exclude or Regular Expressions you wish to
find, then click the “Compare” button. This will automatically download the report to your computer in Excel
format.

9.2.Excel Compare report and identifying changes

After generating the Compare report, open the file in Excel. This is a spreadsheet that contains the full text of both
workbooks, side-by-side, with all changes indicated and categorized. There are two main parts of this report; the
summary, and the set of sheet by sheet comparisons.

9.2.1. The Summary

Here is the Summary View:

A B C 0 E F G H 1 |} X L M
il ]
2 VisibleThread - excel Compare Report
3
4 Generated 1 May 2018 16:37
5
6 1. Baseline Excel: EPF-05_Army_Ph_2_Pricing_Worksheet_Amend_0001.xls
7 2. Latest Excel: EFP-05_Army_Ph_2_Pricing_Worksheet_9-26-17-Final.xls
8
9 9 Sheets Compared
10
11 Sheet 1 vs Sheet 1 OVER SHEET COVER SHEET
12 Sheet 2 vs Sheet 2 SUMMARY Vs SUMMARY
13 Sheet 3 vs Sheet 3 ASSUMPTIONS vs ASSUMPTIONS
14 Shy A N R( UF Vs CLINR ue
15 $hy ; Svs Ordr Labor Rats vs  Svs Ordr Labor Rates
16 Sh 6vs Sheet 6 Labor Markup vs Labor Markup
17 Shy Sheet 7 SERVICE ORDER FEE BREAKC vs SERVICE ORDER FEE BREAK
18 Sheot s Sheet 8 CLIN 1 Qtr RM Vs CLIN 1 Qtr RM
19 Sheet 9 vs Sheet 9 CLIN 2 SemiAn| RM vs  CLIN 2 SeriAnl RM
20

» Summary  Sheet 1vs Sheet 1 Sheet 2 vs Sheet 2 Sheet 3 vs Sheet 3 Sheetdvs!... (& ‘

Sheet
Comparisons

Figure 15 - Excel Compare Summary View

It shows a summary of all sheets, and which ones are identical, and which have differences.

Since we are comparing excel worksheets, the report talks in terms of rows, either identical or different. You will see later
when we look at sheet level comparison how comparing rows makes it easy to spot differences.

9.2.2. The Worksheet Comparison

Since workbooks in Excel can have multiple sheets, we take each sheet in turn and show a sheet comparison report.
Here’s what a report looks like.
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Baseline Sheet
Contents

Baseline Sheet 6: Labor Markup Latest Sheet 6: Labor Markup

T FOR MINOR REPAIRS SERVICE ORDER F NG WORKSHEET FOR MINOR REPAIRS SERVICE ORDER FEE

e s Sheet 6 S

Figure 16 - Excel Compare Sheet View

Here is how you can interpret each worksheet comparison report:

Column B contains the full text of your first sheet.
Column E contains the full text from the second sheet.
Column C indicates the type of change that has occurred, if any. There are four possible options in this column:
- IDENTICAL (no change)
- MODIFIED (a change to the text within that row)
- ADDED (a new row that was not in the previous version)
- DELETED (a row from the first version removed in the newest version)
Alterations to the text are colored red. Identical text is blue.
We compare the full contents of each row from the two contributing sheets.
Note on how to interpret commas and change indicators.

Let’s take this example from Row 8 above

[Row 8 Service Order Fee Element,,,, MODIFIED Row 8 Markup Rates , , , ,,

The entry in column B is “Service Order Fee Element, ,,,”. The commas separate the cell values. In this case,
there are 5 cells, 4 of which are empty.

4

The entry in column E is “Markup Rates , , , ,”.

So, you can see that the 1%t cell on row 8 has changed. It was originally “Service Order Fee Element” and
changed to “Markup Rates”.

10. Discovery at Folder and Document Level

Discovery allows you get an immediate sense of the content in documents. It speaks in terms of themes and items.

- Atheme is a collection of related concepts. In the example below, ‘Capacity’ is a theme

- Items are the specific concepts within a theme. So in our example, items include; ‘Average Test Capacity’,
‘VPP Capacity Factor’ etc.
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We extract these using NLP (Natural Language Processing) techniques. To focus on the core themes and items, we
strip out all verbs, adjectives, etc. This means we can summarize the essence of what is at play in the document(s).
Unlike Concept Tracking (see Concept Tracking at Folder and Document Level) and Quality Review (see Error!
Reference source not found.), Discovery does not require a pre-defined search dictionary. It works automatically on
any uploaded documents.

To see this in action, upload one or more document(s) to a folder, click the ‘Discovery’ tab, and see how the concepts
are presented in the discovery area. Look at the screen below. You can see that many of the extracted items are
‘security’ related. We have 19 occurrences of ‘TXZ Network Technologies’, 4 occurrences of ‘critical network
characteristics’, etc.

By checking the box to the right of each of these, the system shows the document content in the bottom grid. This
makes it very easy to review the content in the doc. In our example below, we selected “TXZ Network
Technologies”.

EVTDocs 341 | Folders €V ahvaro desaavedraevisblethread.con +
(e} Discovery  Cancest Trackng rructure Analysis ity nalyss  Readabilty  Acwiy Notes
L] —
oy X (oo ] | st comes NiSHotlthemeslfoundl(automaticallylshown) R
L - eamoies Theme  ltems (1253 Frea [0 T | Themes fems Freg
™ ~ [ Example 1 - Sales RFR network Network Technologies =) ST elliisnn)
W o PO | = data se 108
wl [ sowger Pehwork  network an s 0 Project s @
. nebwork e a ™z " 5
) 01 DRAFT RFP tiby
: st e = jihemeknetworkgiselectediwithitems] »
S . o - ‘
» [ Example 3 - Marketing
nebwork m network 0 oftware 1
» I Eampie 4 -Resumes| 'N . o internet noom
» I e sy natorc 120 nitwort s [a] . .o
[ Network s 0 “
st b o
[ o o :
network 1 network = 0
etk s Network [u] o . s
S o
network  netwark a
network metwork in [n} " ST
Award L n
metwork  Network Fout [n}
e 1 Cenies Wetwark o W oz
mebwork TXZ Netwark Technologies 24 i [m] o 0 "
Page[l_Jof26 L) Show 50 v 1- 150 of 1258 ltems rce N "
p— P— —
- TXZ Network Technologies
("] Submission Ove Date:

Suomi
1000 am Seplember 24,
2008

—

L] i s o s e Eisei

Figure 17 - Exploring Themes in an RFP for a US Government Contract

Here’s an explanation of the above:

1. Thisis the discovery view that shows when selecting a specific document. It shows insights on that one
document.

2. The view automatically pulls out the themes in the doc as a list. It sorts

by frequency. But you can re-order this list by name or by items. Do Themes (4s62)
this by hovering over the heading and clicking the appropriate sort s Pncars.. [pess.. || Themes © tams | Freq -
order, ascending or descending. e I i e =
business
3. If you select a specific theme in the theme list, then the middle grid momaten | 8 b
. . . Page 215 655
displays the items in that theme. soen ’

4. And by clicking the checkbox against certain items, you can extract the content for review in the bottom
pane.

10.1. Working with Discovery at Folder Level

See below for how the folder level discovery view looks:
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Figure 18 - Discovery View at Folder level showing multiple documents and theme/items found

Here’s an explanation of the above:

1. Thisis the discovery view that shows when selecting a specific folder. It shows insights on the collection of
docs in the folder. In the case above, we have 8 documents, so we can see themes and items across those
8 docs.

2. The view automatically pulls out the themes from all docs in the folder as a list. It sorts by frequency. But you
can re-order this list by name or by items. Do this by hovering over the heading and clicking the appropriate
sort order, ascending or descending.

3. If you select a specific theme in the theme list, then the middle grid displays the items in that theme. Each
column of the grid shows a specific doc. The grid displays the set of all Items for each theme found across
the documents. The number in each column shows the frequency of that item in that doc.

4. And by clicking the checkbox against certain items, you can extract the content for review in the bottom
pane. This content may well be from multiple docs

There are some special visual indicators in the folder discovery view:

1. If you see a green diamond (¢) beside the frequency and , it means that this item occurs across all
documents.

2. Whenyou see an up (A) or down (V) trend arrow beside a number, it means that the frequency has
increased or decreased relative to the previous document.

10.2. Reviewing document content

By default, the bottom grid is empty. When you want to review the document content itself, just check the box to the
right of the item.

Once you check a box, then the bottom grid shows a content extract for review.

Each row displays the content for the checked items in the top grid.
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Figure 19 - Discovery across docs with items checked

If multiple concepts occur in the same paragraph of text, they are shown in the ‘ltem Found’ column. The color to the
left of each concept allows for easy visual identification of what that item relates to in the other panes.

Checking multiple items in one action

You can check items one by one. But sometimes you may want to check multiple items at the same time.

You can do this by multi-selecting individual rows using CTRL + click, expanding the ‘inline’ menu (indicated by the
down arrow) and clicking ‘Check selected concepts’. A concept is selected when you see the light blue shading. You
can see how this works in the screen shot below. In this case, there are four items selected and we want the content
extract for all four items.

Theme ltems (19436) Freg. [0 [fPeos.. [OHcats.. [faaskit. [fHcaTs.. [fPEos.. [Deagan_.
Confractor Contractor ."32 O 443 ¥ 335 A 677 ¥ 326 A 437 ¥ 106
Confractor contractor personnel » 141 u 44 ¥ 6 A 40 6 A 43 v 2
Confractor Offeror or Contractor e [ 116
Confractor Prime Contractor 7w O 11 A 28 v3 A 23 1
Confractor Contractor Key Personnel 55 16 39
Confractor Contractor employees 26 [0 3 ' A9 Y5 v3
Confractor The Contractor 14 O 3 6 vi A 3 vi
Conftractor their Contractor Key Personne! 12 O 13
Confracior Contractor performance 11 [] 3 v 2 A3 3
Confractor Contractor Performance Assessment Reporting Add to concept dictionary AS 4 v

System Check selected topics
Confractor Contractor employee 1 A4 v 2 LA

Clear checked items

Contractor CONTRACTOR SHALL — 9
Confractor Invited Contractor s Od 4 1 4

Figure 20 — Discovery: checking multiple entries

Alternatively, you can multi-select contiguous concepts by selecting one row, hitting SHIFT + click another row, and
all the intervening rows will be selected.
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Clearing one or multiple checked items

- Rt

To clear items one by one, just check the box to the

right of the number or click the ‘x’ on the Concepts -150 of 242 Plan 183
Found pane at bottom right. requirements 178 .
MG 24 Checked concepts ¥
realtimeda... 3 [l = -
satellite data 3 »
BGP data 3 »
netwark an... 3 x
W NMNGT2e .
3

To clear multiple checked items at once, click the down arrow indicated in the above screen, then use the ‘Clear
checked items’ menu option.

An alternate way to clear checked items is by right requirements 178
-
clicking on the bottom right, right clicking, and clicking
‘Remove selected items’. G124 Checked concepts ¥
real-time d... 3 =
satellite data 3 o
BGP data 3 o
ne e 3 M0 o«
-
hele = #: Remove Selected Items

10.3. Running Filters and Exporting Data

You can apply filters to the Discovery view. These help you work with the data in a more focused way.

Summary Discovery Concept Tracking Structure Analysis Quality Analysis

Full view for the 6 docs Alignment 1% for All Themes
|

195 of 19436 discrete items in all 6 docs

Filters ~

b ttems found in 1 document b ) )

o Theme fiems (19436) ttems found in 1 document - but not others b | Bizas- B
Confractor Contractor ttems common to all docs 443 v 335

A
Conractor contractor personnel Show Uppercase Orly a4 v

- Contractor Offeror or Contractor T

4, Cenirastor Prime Contractor % 0 1 428
Contractor Contractor Kev Personnel 55 M 16

Figure 21 - Discovery showing Filters

Taking each in turn:
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Items found in 1 document 3
Ttems found in 1 document - but not others b

Items common to all docs

Show Uppercase Only

[ i

Export ¥ Themes

3667

Export top grid {C5V)

Export themes {C5V)

Offeror

w

S

Filter box

If you type into this box, you will see a magnifying glass icon appear, like the
image below, where the user typed ‘sec’

Clicking the magnifying glass icon starts the search.

Predefined Filters

These filter the documents in useful ways. For example, you can restrict the
results to only show items in one document and no others.

The following options are available:

e Show items in one document compared with the others - This is
useful for gap analysis, or if you need to isolate certain concepts that
you would expect to occur in other documents and also in your
reference document.

e Show items found in 1 document but not others - This is useful for
explicit gap analysis or if you need to isolate certain concepts that you
would expect to occur in other documents. Lack of terminology
alignment can lead to compliance issues.

e Show items common to all docs — This reveals items that occur in
every document in the folder

e Show Uppercase Only — Useful when looking to isolate
CAPITALIZED words.

Export

This allows you export the current views to a text format that is comma
delimited also known as CSV (Comma separated values). This type of file can
be opened directly in MS Excel.

You can export the top grid or bottom grid containing document content
extract.

Tip: Export is very useful when used in conjunction with Excel for further
analysis. For example, you can very quickly upload a collection of
resumes/CVs, then export the top grid to Excel. And then do further filtering
around capabilities in Excel.

10.4. Adding to Concept List from Discovery

Later on in Section 11, ‘Concept Tracking at Folder and Document Level’, we will see how you can define explicit
‘search dictionaries’. Concept dictionaries allow you quickly search for predefined dictionaries of terms or phrases of

interest across multiple documents.

For instance, in a sales context, you may always want to search for risk terms such as ‘indemnification’ or ‘bond’.

These would be in a search dictionary.

In a more general communications context, you may be checking for consistent naming conventions throughout the
copy in product brochures, sales collateral etc. Again, you would have these defined as part of a search dictionary.
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As you use Discovery, you will often see certain discovered concepts that you want to explicitly add to a concept
dictionary. While search dictionaries are normally configured using a dictionary editor, you can also directly add to
them while in Discovery. Here’s how:

Step

1. Hover over the concept and click the down arrow.

e — — -

ta network and Internet data 3 d
ta satellite data 3 | 3
ta Science data Processing Algorithms [ Add to concept dictionary ] 1
ta accounting and appropriation data (¥ Check selected topics
ta acrurate codifiad cost or nricing data Clear checked items

Page |1 of 7 bl Show |50 |w

rumant . I Aaratinn Daf MNarirmant Cantant

2. Click ‘Add to concept dictionary’.

3. The system shows a window listing the categories in this folder’s concept list.

Add search term L]

Adding "Offeror or Contractor” to Concept Dictionary Example - IT Affinity Checker

Step 1: Check this box if you want te match all words that begin with the selected term. For
example the text 'beginning’ will match the term 'begin’.

[ Match words beginning with
Step 2: Choose a category for this term from the list below, or click New Category
1. Business Attibutes
2. Certifications and Standards

3. Technical

|

Select the appropriate category from the list presented or you can create a new category by clicking the
New Category link.

Note 1: You can also check the ‘Match words beginning with’ box. This will do a broad match. For example,
it is useful for picking up plurals of certain words.

Note 2: You can multi-select several concepts and add them in one click. As before, multi-select by using
CTRL + click.

10.5. Discovery View for Documents

Discovery at the document level is very similar to the folder level view. The difference is that the document level view
identifies themes/items for the selected document only.

As such, when using this view you’re forming an understanding of the document in isolation. Otherwise, the behavior
of all views is the same as the folder level.
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Figure 22 - Document Level Discovery

11. Concept Tracking at Folder and Document Level

Concept tracking explicitly tracks against a predefined set of terms/phrases. The folder and document views are very
similar to Discovery.

But unlike Discovery, Concept Tracking uses a “search dictionary” of defined terms and phrases. VisibleThread ships
with several sample concept dictionaries. You can start with one of these or create your own.

Tip: You can also find new dictionaries in our Dictionary Marketplace. It's available here:
https://www.visiblethread.com/products/dictionary-marketplace/

As you use Concept Tracking, you will specify new dictionaries and customize the dictionaries to suit the domain that
your company operates in. For example, a company providing IT solutions has a very different set of dictionaries than
a company providing financial services. Equally sales oriented dictionaries can be quite different than marketing
dictionaries.

For complex sales & government contractors, uses of concept dictionaries include these use cases:

- Validate Win Themes - define a concept list that contains ‘win themes’ or differentiators. Use the concept
dictionary to check your response contains adequate reference to your win themes or differentiation points.

- Validate compliance with the solicitation — use a concept dictionary to verify if certain factors/sub-factors
in the solicitation occur in your proposal.

- Highlight Risk Elements for Program Delivery — use a concept dictionary to pinpoint potential red flags
from a program delivery point of view. For example, references to ambiguous terminology such as ‘API’ with
no further definition of what is expected constitutes risk of change orders during delivery phase.

- High Business or legal risk — use a concept dictionary to pinpoint legal risk. Examples of terms/phrases to
search for are: ‘bond’, ‘indemnification’ etc. See more at this blog post:
http://www.visiblethread.com/2014/01/how-risky-is-your-rfp-one-way-to-avoid-compliance-disasters/

- Technical or process factors - contractors often use concepts dictionaries to check that they reference
certain technical concepts. For instance, a defense contractor building engineering products might want to
check that the phrase: ‘mean time between failure’ is mentioned often in the Quality Plan. Equally, an IT
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contractor might check for terms/phrases such as ‘SDLC’, CMM, ‘Agile’ or ‘ISO’. The intent is to consistently
put forward your differentiation.

Marketing teams use concept dictionaries for these use cases:

- Validate correct brand alignment — brands have clear guidelines around approved product names and
straplines. For instance, if your new strapline is ‘be safe with your money’, you can check for old references
to the previous strapline and ensure that your copy references the new one. As a second example, the
brand “VisibleThread” does not have a space, so a dictionary might include this phrase “Visible Thread” to
prevent bad brand references.

- Validate language elements of your style guide — many marketing organizations have allowed and
disallowed terms. For example, in a medical insurance scenario, you may want to reference ‘people with
disabilities’ rather than ‘the disabled’.

- Support a brand refresh — as part of a new brand refresh, you will need to update older language
references in existing collateral. You can use concept dictionaries to pinpoint these references.

Summary Discovery Concept Tracking Structure Analysis Quality Analysis Readabiliy Activity Notes

& use different dictionary | ¥ : © add Search Term Add note View
Example - IT Afiity Ghecker Fe. O [Breos. [DHcats. [Beaswit. [Bcets. [APEos.  [Heagan cis
1) 1. Business Attrbutes (15 Items)
FFP E | s : s T
[ ay._incorporated_de
CAGE 25 [m] 9 3 2 3 i3
{10p Secret 2 [m] 2 4 2 5 2 8
disagvantaged business 2 [m] 1 2 14 4 1
DUNS 13 [m] 3 7 1 3 2z
1sBA 15 [m] 2 8 1 4 1
| Facilty Clearance 13 [m] 1 2 3 3 1
8(a) " [m] 2 3 1 2
! sovose 9 =] 7 2
| Subeontract management 2 0O 1 1
ned
Ts
©)2. Certfications and Standards (6 Items)
150 123 [m] 4 58 12 44 4 1
=7 24 [m] 24
PMP 15 [m] 16
508 6 [m] 4 2

PRI
=) 3. Technical (77 Items)
waining 2 0O ) E » s B s o D

@ This is the content review pane. When you check a box above, we populate this area with a content extract from the actual document

Figure 23 - Using the Concept Folder view to review compliance language

11.1. Working with Concept Tracking at Folder Level

The concept tracking view for folders is shown below:
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Figure 24 — Concept Tracking View at Folder level showing multiple documents and tracked concepts

The concept grid displays the set of all concepts identified across documents, the number of occurrences and a color
correlating with any checked rows. Each subsequent grid column represents the document in the Folder. The number
in each column shows how many times that concept was found in that document.

Behaviorally, the Concept View is very similar to Discovery. By default, the bottom grid is empty. When you want to
review the document content itself, just check the box to the right of each dictionary term or phrase.

Once you check a box, then the bottom grid shows a content extract for review.

If multiple concepts occur in the same paragraph of text, they are displayed in the ‘Concepts’ column. The color to the
left of each concept allows for easy visual identification of what that concept correlates to in the other panes.

Note: Case Sensitivity - Matches are case insensitive. For example, the dictionary term ‘customer’ will match both
‘customer’ and ‘Customer’ in the text.

11.2. Using different concept search dictionaries
Use search dictionaries to perform a certain job or task.

For instance, you might apply a contract or legal dictionary to a government solicitation to check if it has onerous
requirements that do not meet our core business competencies. In the earlier introductory section, we gave some
more example usages.

When you want to use a different dictionary, just follow these steps.

Step
1. Click the ‘Use different dictionary’ button.

Summary Discovery Concept Tracking Structure
[ Use different dictionary b 4 ﬂ Add Se
Example - IT Affinity Checker Fre.. Il PEO 5 HCaTS
=) 1. Business Attributes (15 Items)
FFE 27 M 7
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2. The system will show the list of available concept dictionaries.

Example -
Example -
Example -
Example -
Example -
Example -
Example -
Example -
Example -

Choose a Concept Dictionary )

Select from the list below, then click "Set Dictionary

= Concept Dictionaries

Buzzwords and Loose Languag
Compliance Checklist

Health Insurance

IT Affinity Checker

IT Requirements Checker
Labor Categories

Resume Checker - Security am
US to British English - Checker
Win Theme Checker

3

f==n

Note: This list is populated from the dictionaries currently in your system, so your list will be dependent on
how many customized dictionaries you have created.

3. Select the dictionary you want and click ‘set dictionary’. The system will apply the selected dictionary, and
your folder view will repopulate with terms from that dictionary.

11.3. Generating PDF reports and exporting to CSV (Excel)

There are several export options available in the Concept View. These help you work in a more focused way with the

data.

eadability Activity Motes

[Reagmie

Figure 25 - Exports from Concept Tracking

Taking each in turn:

Export to PDF

_~

View PDF Report

Export ¥ Add note [Avig

Export to PDF nilhc

Export top grid (CSV) EihL

Export bottom grid (CSV) PN

Export bottom grid {Excel) ol by

PEO STRI Draft

eagan_mcallister

Click this to generate a PDF report to share with colleagues.

At the folder level, the report shows the concept grid at top of the view.

When you click the button you will see a PDF report like this:
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Howy to use the report 7
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We Tound 388 accumences from diclionary FIT Affinity 2 when we searched RFP - 1 (NASA).

We kst your diclionary concepls in the lefimost calumn in the table below. To the right we show the number of occurrences faund in this foldar. Then we show the number of accurences
for each specific document in the folder, using a separaie column for each document. This allows you to compare and frack key concerms or concepls acrass the documents in Se folder.
Red coloring shows high density of occurrence, green low.
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Dictionary Terms

VisibleThread ™ Concept Report for RFP - 1 (NASA) Page 2

We Tound 388 cocumencaes from diclionary FIT Affinity 2 when we searched RFP - 1 (NASA).

Total 01 DRAFT RFP | Draft PWE for IS 06 DRAFT SOW THELorp PSHE Flan 1.doc

Experience (0 terms found)

Figure 26 - Export to PDF

Export top grid (CSV)
Export bottom grid (CSV)
Export bottom grid (Excel)

Export

This allows you export the current views to a text format that is comma
delimited, also known as CSV (Comma separated values). This type of file can
be opened directly in MS Excel.

You can also export the bottom grid as native Excel format (.xIs) if needed.

Tip: Export is very useful when you want to do further analysis on the data. For
example, you might open the CSV export in Excel and run more numerical
analysis on the numbers.
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11.4. Filtering and ‘Add search term’

You can also filter and dynamically modify the current dictionary.

Summary Discovery Concept Tracking Structure Analysis Quality Analysis

ﬂ Add Search Term

W Use different dictionary

Figure 27 - Filters and Adding Search Term

If you start to type into the filter box, this will dynamically adjust the grid below.
Adding a search term allows you dynamically update the current dictionary terms.

To do so, just follow these steps.
TO HERE

Step
1. Click the ‘Add search term’ button.

2. The system presents a popup showing the categories from the current dictionary. In this context, a
‘category’ is a group of terms. In this screenshot, the current dictionary contains seven categories; ‘Section
M — Critical Iltems’, ‘Standards & Awards’, ‘Technical’ etc.

Add search term (]

Step 1: First enter the new search term below.

Enter new search term & _ u
[ Match words beginning with
Step 2: Choose a category for this term from the list qu Category

1. Business Attributes

2. Certificalions and Siandards

3. Technical \

Sellest a calsgeny

o]

3. Enter the new term or phrase in the top field then select one of the categories.
4. Once you're ready to add the new term or phrase to your dictionary category, click ‘Add’.

Note: ‘Match words beginning with’ - If you want to match terms that begin with specific text, then check
the ‘Match words beginning with’ box. For example, ‘CM’ would match occurrences like ‘CMM’ and ‘CMM;’
in the content. This can also be useful for picking up plurals. For example, entering ‘customer’ and checking
this box would match both ‘customer’ and ‘customers’.

11.5. Concept View at Document Level

Document level Concept Tracking is very similar to the folder level view, except that it applies to content in the
document only.
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In this view, your focus is within one document level. Other than that, the behavior of all views is the same as at the

folder level.

& BVIDocs s | Folders
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Figure 28 - Document Level Concept Tracking

11.6.

There are several options for exporting your Concept Tracking results:

- Into PDF,

- Into Excel (“.xIs” and “.csv” files), and,

Exporting data from Concept Tracking at the document level

- if the original uploaded file is in “.docx” format, into MS Word as an annotated document. More on that later.

Here are how these options look:

Summary Discovery Concept Tracking Structure Analysis Quality Analysis Readability Activity Notes.
4, Dovnload Annotated Document & Use different dictionary | ) Add Search Term
=) 1. Business Attributes (15 Items!
uNs i m
CAGE 1

Minority Business
sBA

Seniice Disabled Veleran Ovined

Figure 29 - Annotated Docs and Exports

Emamees

porv| | Addnoe | @B ope

Export to PDF F-08-0-00023 docx
Export top grid (C5V) enriogies
Export bottom grid (CSv) ¢ Dfte: September

Export bottom grid (Excel) | ol 10.00 am 5.

© Product Deseription

1. TXZ Nework Technologies O

If you export to PDF at the document level, you will get a granular report showing all content extracted. Click “Export

to PDF” to see this report.

This report shows the concept followed by all occurrences and the content extracted from the document. This is very

useful for detailed risk analysis

You will see a PDF report like this:
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Concept report for TXZ-Corp_PSHF-03-Q-00023 v.4.docx.pdf

VisibleThread” Concept Report for TXZ-Corp_PSHF-03-Q-00023 v.4.docx

Page 4

We found 169 occurrences from dictionary Prop Validation - Systems IT when we searched TXZ-Corp_PSHF-03-Q-00023 v.4.docx.

This section shows the exact content extracted from the document for the checked (selected) concepts i.e. the ones with a color block. We list each concept in the paragraph.

We also show the heading (or page number in the case of PDFs) it appears on.

Concepts found in TXZ-Corp_PSHF-03-Q-00023 v.4.docx

Section

Submission Due Date: 10:00 am
Septernber 24, 2009

Executive Summary

1. TXZ Network Technologies
Overview

1. TXZ Network Technologies
Overview

Figure 30 - PDF Export

Category Concept

Technical mperformance

Standards m508
& Awards

Technical Mperformance

Technical mperformance

11.7. Exporting to Excel

The data can also be exported to Excel in different ways.

Document Content
6. Past Performance Information 12

TXZSout will serve up these applications through a Section compliant web
browser-based interface. TXZ Network Technologies is compliant with all DHS policies,
procedures, and standards.

TXZ Metwork Technologies provides a dynamic network analysis, data fusion,
visualization and monitoring solution that dramatically increases the effectiveness and
efficiency of network analysts. Unlike current manual processes or home-grown tools,
TXZ uses proprietary algorithms and unigue visualization capabilities to autormatically
make rapid sense of disparate global Internet data sets tumning reams of data into
actionable, valuable network intelligence and thus improving performance, compliance,
security, monitoring, and intelligence gathering capabilities.

TXZ's products access multiple data sources and sensors distributed throughout the
world to produce a real-time view of the global Intermet. Blobal networks deliver
mission-critical benefits but have the potential to develop enormous security and
network risk. These issues are caused by a variety of things such as inadvertent
configuration changes or errors, malicious security attacks, unintended dependency on
a specific service provider, or the ever-changing composition of the global Interne L
Enterprises and agencies that depend on a large-scale networks, employ teams ¢ ™"
network and security analysts whose job is to ensure performance and policy
compliance by identifying problems and vulnerabilities, finding their root cause, and
solving those issues in a timely manner.

The first option, “Export top grid (CSV)”, will generate a “.csv” file (which will open in Excel) that contains the raw data
from the top pane. It will contain the terms from the Concept Dictionary and the number of occurrences. The CSV file

will look like this:

A B c |
1 |Category Concept Frequency
2 |Section M - Critical ltems user training il
3 |Section M - Critical Items metrics 4
4 |Section M - Critical ltems user account support
5 |Section M - Critical Items archive data policy
& |Section M - Critical ltems user community
7 |Standards & Awards 508 3
& |Standards & Awards 150
9 |Standards & Awards CMMI
10 |Standards & Awards PMP
11 |Standards & Awards Gartner Quadrant
12 |Standards & Awards PRINCE2
13 Technical training 35
14 Technical performance 24

Figure 31 - CSV exported results showing in Excel

The second option in the “Export” drop-down is “Export bottom grid (CSV)". This will generate a CSV file of the data
in the lower pane.
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The last option under the “Export” drop-down is “Export bottom grid (Excel)”.

Export ¥ Add note o Open
Export to PDF F-03-Q-00023.docx *
Export top grid (CSV) Echnalogies
L—Fsaat battan (05
r Export bottom grid (Excel) e e 10-00 am S¢

=) Product Description

1. TXZ Network Technologies O

Figure 32 - Export to Excel

This provides a richer output and set of output report format options. As with the previous CSV export, at least one
Concept Dictionary term must be selected to enable this option. The Excel file will contain each sentence or
paragraph where the selected dictionary keyword(s) appear.

Clicking this will show a screen like this:

Export to Excel

Output format
Split text by € (@) Sentence

@ Paragraph

New row on dictionary hit @ [

Macros

Include Macros to customize @ [ ’

output

You are about to generate an Excel file highlighting the paragraphs from the document that
match the selected terms. .H
R Co D tencurentlyidiSplayed]

If s0, dick "Export all (unterlt‘./ \

L [ Exort only matching peragraphs | [ cance

Figure 33 - Format Options for Export

This view has the following options:

Split by sentence or paragraph: This affects the granularity of the generated Excel report.
New row on dictionary hit: Checking this option forces the split each time a new term is found.

This is often used in conjunction when shredding docs such as POs (Purchase Orders), BOMs (Bill of
Materials) or Contracts with FARs (Federal Acquisition Requirements).

Include macros to customize output: This will add macros to the outputted Excel file, that the user can
use to further customize the output. For more information see section Error! Reference source not found.
Error! Reference source not found..

Export all content OR Export only matching paragraphs: This allows you to export either the full content
of the document with the matches highlighted, or only the paragraphs/sentences where you have a match.
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O =~ N e b s

If you select “Export all content”, the full content of the document will be shredded and placed in Excel
format. The matches will be bold and highlighted in red, with the surrounding text turned black. Sections
where no matches appear will be grey:

A B c D E o F
|Concept Repdrt for TXZ-Corp_PSHF-03-Q-00023 v.4.docx Term descriptions;
- o To collapse all groups: _er_ t,,__../ d_l,,t._,QD_a_ry
Section with = selectal ows shit-CtiEnd) =
—r=r=—=== == === b. click on "Data" tab
matche 4 ¢ click Hide Detail \

35

3

m

35!

Headi Category Concept f | Content erm Description
6. Past F'erfurmance Liability and  timely The purpose of this Software Quality Control Plan (SQCP) is to define the timely - How do you measure timely? Re-
Information Contract Risk assure procedures and methodologies that will be employed by TXZ Network phrase with numbers._

\ Purpose Deliverability Technologies (TXZ) to assure timely deliveries of TXZ's applications that
meet specified quality standards. This document describes the software

m“ development and quality assurance life cycles utilized by TXZ and outlines
3 the system used for client communication and satisfaction assurance.

6. Past Performanc * i
4 | Information ‘
6. Past Performance
Information \
\ Scope o

assure - This implies a contractual obligation.
What are you ensuring? Are you sure you ca
stand over it? Re-phrase this if possible.

The SQCP outlines the following: (1) The software development methodology
utilized, (2) The software testing plan integrated with the development

methodology, (3) The procedures followed for software releases, and (4) Issue
eporting and management between TXZ and client organizations

5

Figure 34 - Export all content

If you select “Export only matching paragraphs”, you will create an Excel file that only contains
content from the document where a match was found. In contrast to the previous output, there
will be no grey sections:

A B c D E F
1 |Concept Report for TXZ-Corp_PSHF-03-Q-00023 v.4.docx
2
3 Heading Category Concept Ref Content Eerm Description A
Executive Summary Cliches and unique TXZSightTM — An operations center and ‘manager’ interf: Unique § unique - Are you sure you are ‘unique'? Why?
Professionalism visualization provides access to critical network ch ics, This comes across as trite & market-ese in
activities, and threats. Associates network network many cases. Remove it & state the evidence
4 topology. that makes you or your offering unique.
Executive Summary Liability and most Their knowledge of network pre 5 critical to development of suchll most - Is this defined in a measurable way?
Contract Risk products. In fact, in ord elop the product they have to first be  § Whofwhat are you comparing with?Meed to re-
sis. Therefore they are also available to phrase.
5 most appropriate
Product Description Cliches and unigue i i I€ network analysis, data J§ unigue - Are you sure you are ‘unigue'? Why?
V1o TXZ Metwork  Professionalism B ng solution that dramatically increaseq) This comes across as trite & market-ese in
Technulogies efficiency of network analysts. Unlike current many cases. Remove it & state the evidence
o VBTV WY = rocesses or home-grown tools, TXZ uses proprietary that makes you ar your offering unique. y
on Iy Sectlons I h algorithm unigue visualization capabilities to automatically make
AL Mdisparate global Internet data sets tumning reams of data \ Term descrlp ons)
a matCh are !D_FQI .._..,_,./.._ into actionable, valuable netwark intelligence and thus improving from) the, dlCtI nary

performance. compliance. securitv. monitorina. and intelliogence

Figure 35 - Export with only matching paragraphs

11.8. Downloading Annotated Documents

The final export option allows you to download an annotated version of an uploaded Word file in “.docx” format. This
annotated document is an exact copy of your uploaded document, with the terms flagged using MS Word comments
within the document.

This allows you to make changes to your document directly within Word.

This is useful if you are editing content for any type of document. For instance, you might want to identify risk terms,
and need to review and possibly scrub them directly within the document.

N

ote: This feature is only available for “.docx” files. If your file has a different format, this option will be disabled.

Click “Download Annotated Document, and the system will create an MS Word document.
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Summary Discovery Concept Tracking Struc
¥, Download Annotated Document B [_.:e to filter ]
Example - IT Affinity Checker Fre... |

Figure 36 - Download annotated document

You'll see the Concept Dictionary keywords highlighted, with the term descriptions (if available) provided as
comments.

1. TXZ Network Technologies Overview
TXZ Network Technologies provides a dynamic network analysis, data fusion,

visualization and monitoring solution that dramatically increases the effectiveness and -

e ) - H VisibleThread
efficiency of ne‘lf\\-ork anal}'_sts_ Unlike current manual processes ot _home—grown t_ools, “Umique’ - Are you sure you are ‘wnique’? Why? This
TXZ uses proprietary algorithms and unique visualization capabilities to automatically comes across as trite & market-ese In many cases.

Remove it & state the evidence that makes you or

make rapid sense of disparate global Internet data sets turning reams of data into i -
vour offering unique.

actionable, valuable network intelligence and thus improving performance, compliance,

security, monitoring, and intelligence gathering capabilities. €7 Reply ¥J
TXZ's prod Itiple d d distributed thr the world | VisibleThread

s products ac.cess mu tiple data sources and sensors distribute ! ought?ut_ & “_o_r ‘such ax' - Is your list fully inclusive? Tighten it by
to produce a real-time view of the global Internet. Global networks deliver mission-critical including all aspects and drop such a3, if possible.

hanafite bait hava the natantial ta davelan anarmone cacnritr and natamnrl nielr Thaea

NOTE: Leaving all boxes unchecked in the Concept Tracking view and clicking “Download Annotated Document” will
generate the annotated document with all dictionary matches included.

If one or more specific boxes are checked, the annotated document export will only flag the selected dictionary terms.

11.9. Managing Concept Dictionaries (Create New, Edit, Copy etc.)

Note: Permissions. Only users with dictionary permissions can create, modify or delete Dictionaries. If you do not
have dictionary rights and you attempt to modify dictionaries, you will get this message.

Permissions restriction @

You do not have permissions to perform this action. Only users with Dictionary rights can do so.

If you need to customize / edit dictionaries, contact your VisibleThread administrator who can grant you dictionary
rights.

We use dictionaries to find terms or phrases across a folder of documents in the Concept Tracking view, but where
are the dictionaries defined? How do you modify them?

To see the list of dictionaries, click ‘Dictionaries’ in the sidebar.
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BEVTDocs 341 | D

+ Quaiiy Dictionaries
» Concsst Dicionaries

b Structue Outines

You will see three types of items: Quality Dictionaries, Concept Dictionaries, and Structure Outlines.
To see the full list of concept dictionaries in your environment, click the “Concept Dictionaries” entry.

Then, select a specific dictionary to see what it contains.

B VT Docs 341 ‘ Dictionaries

eee £ Edit Dictionary X% =] (] = = & Import terms from text file (CSV)
] Category Description
~ Quality Dictionaries
[ ] Bad Language Stan 2
not defined
Cempliance Matrix Scan
: not determined
Centract Kickoff vi 1o be determined
|I| = Concept Diclionaries 1o be completed
I Example - Buzzwords an TBD
Example - Compliance Ch TBS
TODO
Example - Health Insuranc
TODO
Example - IT Affinity Checl = Measurability (25)
small 'small" is frequently used without a clear definition of how to measure smaliness. Is this
Example - IT Requirement| testable, verifiable?
large large” is frequently used without a clear definition of how to measure largeness. Is this
Example - Labor Categorie testable, verifiable?
full
Example - Resume Checl'
big
Example - US to British En| significant
significantly
Example - Win Theme Ch¢
» Structure Cutlines few
appropriate appropriate is often used where detail is ommited. Is it testable and measurabie in the
context where it occurs?
appropriately
properly
adequate
Details
Name:
Description:

Figure 37 - Exploring a Concept Dictionary with Categories and Terms

Next, let's see how we can create new concept dictionaries. Later, we will show you how to edit the concepts in a
specific dictionary.

11.9.1. How to create a new Concept Dictionary
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Step

1. Click the ‘New >> Concept dictionary...’ button.
|

®

Structure Qutiine...

Quality Dictionary...

Concept dictionary...

Compliance Matrix Scan

2. Next, enter the name for your new dictionary and click ‘OK’. In this case, we are creating a new dictionary
called ‘New Risk Checker v1’.

Create Concept Dictionary (]

Mew Dictionary Name: New Risk Checker V1|

3. Once ready, click ‘OK’

4. Now you will see an empty dictionary, ready for editing.

You're now ready to edit the dictionary.

11.9.2. Customizing / Editing Dictionaries
There are two primary ways to customize dictionaries. These are:
1. Using the VisibleThread dictionary editor
2. Bulk import from CSV (Comma Separated Value) formatted text files.
You will tend to use bulk import when you have quite a few dictionary items, and you want to set them up quickly.

We’'ll explain these two approaches in the next sections.

Secondary Flows:
You should be aware that these secondary flows result in updated concept dictionaries:
- Adding a concept from the Discovery view
- Adding search terms from the Concept Tracking view.
For more on these secondary flows, see sections “10.4 Adding to Concept List from Discovery” & “11.44 Filtering and
‘Add search term”™.
11.9.3. Customizing - using the VisibleThread dictionary Editor

Once you select a specific concept dictionary, the right-hand side view shows the dictionary details.
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BHVTDocs 341 | Dictionaries

& Import terms from text file (CSV)

Category Description
» Quallty Dictionaries

~ Concept Dictionaries
Example - Buzzwords and,
Example - Compliance Ch:
Example - Health Insuranc:
Example - IT Affinity Check
Example - IT Requirement
Example - Labor Categorie
Example - Resume Check:
Example - US to British En

Example - Win Theme Che

I New Risk Checker V1 ¢

Figure 38 - Editing a dictionary

If the dictionary already has categories and terms, you'll see something like this:

EVTDocCs ss1 | Dictionaries

& Edit Dictionary X B Q = E & Import terms from text file (CSV)
Gategory Description
~ Quality Dictionaries
not defined
Compliance Matrix Sca. ~ “
not determined
Contract Kickoff v1 10 be determined
~ Concept Dictionaries to be compisted
TBC
I ELas plo) BRzzuate TBD \
TO DO

Example - Health Insur
ToDO

Example - IT Affinity Ct| | () Measurabilty (25)

%) Cliches & buzzwords (8)
Example - IT Requirem
%) Optionality (20)

Example - Labor Categ | (%) Unachisvable - 100 specific (4)

) Boundary uncertainty (2)
Example - Resume Ch | ¢
%) Open ended (7)

Example - US to Britist | (4 mprecise & Subjective (12)
Example - Win Theme
New Risk Checker V1

~ Stucture Cutiines.

Figure 39 — Concept List with specific list showing terms on right

Let’s explain the right-hand view, and then we’ll explain how to edit.

Concept dictionaries consist of categories and search terms. Categories are logical groups. Terms are the search
terms or phrases you're searching for.

For instance, the above screen shows a category called “Section M — Critical ltems” containing 10 terms to search fo.
This user is a US government contractor using concepts to search for pre-defined solicitation terms that qualify the
pursuit. They are scanning documentation to ensure adequate coverage of critical items. These reports impact their
bid/no-bid and teaming decisions.

When you click a category or term, the category or term attributes are shown in the bottom ‘detail’ pane. The category
detail includes:

- Name — name of the category
- Description — the description of that category

The standard mode of the dictionary editor is ‘read-only’. This means that are initially disabled (indicated by grey
button text).
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To start editing, click the ‘Edit dictionary’ button on the toolbar immediately above the detail area.

- £* Edit Dictionary

Category

-

X =

= Unrazolved - lack of closure (10)

This then enables the other buttons and allows you to edit.

X Cancel edit 2 save New Category New Term € pelete =

& | Import terms from text fila (CSV)

Figure 40 - Enabled buttons in dictionary editor

Here’s how you add categories and terms:

New
category

New term

@ Delete

This allows you create a new category.

Clicking this prompts you for a name and optional description. Once you click ‘OK’, the system
creates a new category with the name entered.

This allows you create a new concept term. The concept will be added to the currently selected
category.

When you click this, the system shows a screen like this:

New Term

Match words beginning with:  []

Name:

Description

“ \:EI'ICEI

Enter the concept name and an optional description.

The description will surface later in generated reports so, often is useful as guidance text
explaining the significance of the term.

Note — there is also an option to “Match words beginning with” for terms. This supports partial
word matching. For example, if you enter the term “CM?”, checking this option will match “CM”

“CMM” and “CMMi” or any other variation starting with “CM”. This is also useful when looking

for singular and plurals. For example, with this box checked, “customer” will match “customer”
and “customers”.

Once you click ‘OK’, the system creates a new concept.

This deletes the selected category or selected term.

Other options available on the toolbar are:
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% rancel edit  Cancel Edit

After making changes, you may want to cancel them. Click this to discard any changes made
since the last save. The prior version of the dictionary will be restored.

: ) Save

This saves any changes made to the Dictionary. Clicking this will also prompt you to confirm
the save.

Collapse

pA

This collapses all rows.

Expand

This expands all rows.

Tip: You can use drag & drop to move items up or down or into other areas. Position your mouse pointer over the
Text area of the node you want to move and drag it to the desired location.

11.9.4. Modifying a Category or Term

You may want to edit the detail for a category or term previously defined. Let’s say you want to change the term
“‘community” to “commun” and make it a broad match. By making it a broad match, this will then pick up “community”,
“‘communities” etc.

Tip: Make sure you are in Edit mode when modifying terms. Click the ‘Edit dictionary’ button.

Just follow these steps:

Select the Click the term, so for example in this case we want to edit ‘community’:
Term
X Cancel edit A save Mew Category
Category Desc
— Section M - Critical Items (10) Item

metric* Match words beginning with ~ Matc
user account support

user training

Archive Data Policy “ m

useability
% /

community

climate data

Direct Broadcast Data
Data stewardship

+ Standards & Awards (6}

Edit the In the bottom of the screen you will see the term details:
detail
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Concept

Match words beginning with: [ |
Mame: commun

Description:

Next, change the text in the name to “commun” and check the box ‘Match words beginning
with’.

If you want to specify a description, enter it here. The description will surface later in generated
reports. This will serve as useful guidance text explaining the significance of the term.

The exact same process applies to category edits.

11.9.5. Customizing — using bulk Import from CSV

In cases where you have multiple terms or phrases, it is often easier to bulk import them into a dictionary, using CSV
(Comma Separated Values) import. The easiest way to do this is by editing the file in Excel (or any text editor) and
saving as a CSV formatted file from Excel.

To perform an import, follow the steps below.

Step

1. Open Excel with a blank sheet:

& - I=

103 Home Insert Page Layout Formulas

3 5 Calibri 1 r AN =
e o B A

aste B I U~ | &~ - | E =
- & = = -

Clipboard 1 Font

Al - 5

CURE- T R TR R
=

.m

(s}

=]

m

2. Next, enter the terms you want to import. The format is simple. Each column maps to the dictionary in this
way:

- Column A maps to the category, so in the screen below, you can see 2 categories; 1. Technical
and 2. Business

- Column B maps to the term. You can see the terms below: CMM, I1SO etc.

- Column C is the description.
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F jome Insert Data Review View
! st
X T =2
] N T AT T General
Thg categor onsj(eptional)
Pa e B 7 U = a3 Merge & Center - EE' Ya
Clipboard Alignment ] MNu
B12 - fe |
A [ B | ¢ D E F G

1 1.Technical (cmm h N

2 1.Technical | I1SO - (;J B.: =

3 1. Technical Agi d R ]

gil The Terms

4 |1. Technical API

5 |2.Business Low Risk

6 |2.Business Low Turnover

7 |2. Business Management Qualificatfons

B 2. Business Recruiting Meed to proved the ability to fill all required positions
9 2. Business Training

10 2. Business Security

N J
11
12 | |

Some notes on import logic:
a) If the term already exists in the dictionary, it will be skipped on import.

b) You can leave column A empty, in which case the term will go into a ‘Default Category’ that the
importer will create.

c) If the category already exists in your dictionary, the term will be added to that category.
d) If the category does not exist, it is created automatically.
e) Finally, the description field is optional.

3. When you're ready in Excel, click ‘Save As’.

e~

Home Insert Page Layout Formulas Data Revi

= save . .
— Information about Laurendic
Ci\Users\Fergal\Desktop\Laurendictionary.csv
[ Open

Lj Close .
_ Permissions

J-e;] Anyone can open, copy, and

Protect
Workbook ~

NOTE 1: Some versions of Excel may present the ‘Save As’ option differently.

NOTE 2: The ‘Import from CSV’ and ‘Export to CSV’ functions will preserve the ‘Match words beginning
with” option. If you export, you will see an “*” character to the right of the term. To set the option no an
import, just add an “*” to the term.

NOTE 3: If you want to back up dictionaries (perhaps because you’re moving to a new environment), use
the ‘Export as Archive’ capability. This will preserve the ‘Match words beginning with’ attribute and will
restore it correctly. For more, see section ‘11.9.9 Exporting / Importing Dictionaries’.
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4. Name your file and save as a CSV format to a location you’ll remember: your desktop, for example.

Home Insg Save As

- - | » Computer » Acer (C:) » Users b. » Desktop »
Calibri uu = P . P

B I U Organize v e Excel Workbook
Excel Macro-Enabled Workbook

I VisibleThread Excel Binary Workbook
Ml Deskto Excel 97-2003 Workbook
812 " XML Data

A 42 My Dropbox Single File Web Page

4 Downloads | Web Page

n?cal S ] Recent Places Excel Template
nical 150 = Excel Macro-Enabled Template
nical Agi Excel 97-2003 Template
: Ml Desktoy Text (Tab delimited)
nical API . h p Unicode Text
tess  Low ol Libraries ypgy Spreadsheet 2003
1ess Lowy 3 Documer T ey YTt
“ess Mar o Music c:":_(_c:’f':m:_:’e"?'lfd_)_
1ess Rec| [&=| Pictures Text (Macintosh)
1ess Trai B videos Text (MS-DOS)
Jess Sac CSV (Macintesh)
) Homegroup | coy vis-Dos)
A Fergal DIF (Data Interchange Fermat)
. SYLK (Symbaolic Link)
[ ¥
|: 15) Computer | o Add-In

€l Network  Excel 97-2003 Add-In
@ st noe i |PDF
XP5 Document
Filename: | gpenDocument Spreadshest

Save as type: [CSV (Comma delimited]

Authors: Feraal Taos: Add a tao

[NOTE: Be sure to select the right CSV format in Excel. It's the one mid-way down the available list]

more than one message. Go ahead and click ‘Yes'.

Microsoft Excel @
Mew Import Dictionary.csv may contain features that are not compatible with CSV {Comma delimited). Do you want to keep the workbook in this format?
« To keep this format, which leaves out any incompatible features, dick Yes.

« To preserve the features, dick Mo, Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

[Yes ][ Mo ][Help]

Once you hit save, Excel will prompt you with a message similar to the below. Sometimes there may be

6. Next, we want to import the CSV file.

Select your dictionary and click the ‘Import terms from text file (CSV)’ option to the right.

(] = £ [ @ Import terms from text file (CSV) ]

Description

Items that we must be clear on

tools, langauges. methods

7. You will see a screen like this:
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Import terms From text file (CSV) (<]

Each term in the CSV data will be imported into the matching
category in the dictionary. If mo matching category can be found
a new one will be created in the dictionary and the term will be
added to the new category

Format Example:
category 1, terml Mame, term description

category 1, term2 Mame, term description
category 2, termz Mame, term description

=n

Click the ‘Browse’ button, select the CSV file you created a moment ago, and click ‘Import’.

8. Once finished, you will see the contents of the CSV file in the dictionary.

11.9.6. Copying Dictionaries

If you have existing dictionaries, it's very easy to copy them. Just follow these steps:

Step
1. Select the dictionary you want to copy. In this case, we select ‘Example - Buzzwords’

2. Right Click ‘Actions >> Duplicate ...".

T Concept Dictionaries uncertainty (2)
)
I Example - Buzzwol ubjective (12)
e Nlew b _L_Good
Duplicate... -I
Bad
Set selected as default
typically
E a Delete
enough
E & Import 3
understandable way
IS Export 3
correctly
(C* Refresh
correct
convenient
Example - US to Britisk
clearly

3. Enter the name for your new dictionary.

4. You have the option to duplicate the dictionary into the concept or quality folder.
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Duplicate Concept Dictionary

Mew Dictionary Name: | Copy of Example - Buzzwords .

Mew Dictionary Type: O}llﬂt“ @ Concept

5. Click OK to copy the dictionary.

11.9.7. Deleting a Dictionary

To delete a dictionary, follow these step(s) from the dictionaries accordion:

1. Select Select the dictionary you want to delete, and either click the “Actions” button or right
click. You will see a menu like this, in this case we just right clicked.

~ Concept Dictionaries + Boundary uncertaint

¥ Open ended (7)

I Example - -
e New 3 olect

Example -

i Duplicate...

Example - Setse iﬂﬁd a5 ﬂﬁtﬂ It
Q Delete

Example ]

& Import 3
Example - |

-

3 | Export ndab

=Tz (* Refresh

correct

Example - Resume Ch *

2 € Delete Click Delete.
3. Prompt Clicking this prompts you to confirm the deletion.

Note 1: If you delete a dictionary that is currently in use by a document or folder, you
will be prompted with a message telling you which folders and/or documents are
currently using it.

If the dictionary is in use, after deletion the folder will use the ‘default’ dictionary.

Important Note: This action cannot be undone.

11.9.8. Setting a default dictionary
What is a ‘default dictionary’?
When you create folders, the folder always has a concept dictionary associated with it.

Once you start uploading documents, you will always see a
concept view with that dictionary. This dictionary is called the
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default. You can easily tell the default dictionary, since it will
have this icon associated with it.

You can change the default. This means that any new folders
will use that new default.

We ship with several stock concept dictionaries out of the
box. One of these is the default.

You can easily set the default to one of your other

dictionaries.
Here’s how:
Select Select the dictionary you want to make the new
default. Either click the “Actions” button or right-click.
=] Click ‘Set selected as default’.

11.9.9. Exporting / Importing Dictionaries

Sometimes you may want to export or import I
dictionaries. You can do so using these options under
the “Actions” menu.

There are four options available.

Here’s the explanation for when you would use each option:

T Concept D !

+ 4. Staffing (3)
I Contr .,
Tz New p)m Manag
~ ConceptD s Duplicate... ng (4)
ct Jetu
I.m Set selected as default P
Ex
% Delete
Exam 20)
& | Import 4
Exam| » | Export 4
Exam C Refresh

Example - IT Requirem

+) 4. Staffing (5)
Contr 4, New F Jm Manag
Duplicate... ng (4)
ct Setu)
Set selected as default "
Exam; .
(3)
9 Delete
Ex; )
& Import 3
Ex: = | Export 3
Exam| (_* Refresh

Example - IT Requirem
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Import This allows you import a CSV
from text (comma separated values) file as a

. . Import new dictionary From CSV
file (CSV) new dictionary.

You will be prompted to specify:

. . File to Import: Browse
1. The location of the file— use the Il J -

‘Browse’ button to locate it

Dictionary name:

2. The name of the dictionary Categories and terms from the selected CSV file will be imported
as a new dictionary.

3. The dictionary type: either a
concept or quality dictionary Format Example:

category 1, terml Mame, term description
category 1, termz Mame, term description
category 2, term3 Mame, term description

New dictionary details

Dictionary type: (@ Import as new quality dictionary ‘

o Import as new concept dictionary

| [ Cancel

Import This option allows for sharing of
from dictionaries between VisibleThread
archive sandbox environments. The

underlying format is a proprietary
XML structure. Use this in conjunction
with ‘export to archive’ to share from
one environment to another.

Important: Do not modify the content
of the underlying XML file, as it may
lead to a bad format.

Export to This allows you export this dictionary
text file to a CSV (comma separated values)
(Csv) file.

Export to This option allows for sharing
archive dictionaries between VisibleThread

sandbox environments. The
underlying format is a proprietary
XML structure. Use this in conjunction
with ‘import from archive’ to share
from 1 environment to another.

Important: Do not modify the content
of the underlying XML file, as it may
lead to a bad format.
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11.9.10. Refreshing Concept Tracking view after editing a Concept Dictionary

Once you have finished editing your dictionary, VisibleThread will need to refresh the folder and document(s) to
reflect the dictionary changes in the Concept Tracking view.

At the folder level, you will see this screen after editing your dictionary and going back to Concept Tracking. Just click
the Refresh button.

Summary Discovery Concept Tracking Structure Analysis Quality Analysis Readability Activity Notes

This view needs to be refreshed

This occurs after a dictionary change. This will only take a few moments.

|

Figure 41 - Refresh view after a dictionary edit

This screen will also appear at the document view in Concept Tracking after any dictionary edits. Again, click the
refresh button to re-analyze your document according to the newly modified dictionary.

12. Structure Analysis
The Structure Analysis view only applies to MS Word documents.

Use it to validate that a document complies with a specific heading structure. By headings, we mean MS Word
defined headings using MS Word styles— typically Heading 1, Heading 2 etc.

Headin gisty les
AaBbCeDd |1 AaBhC m-i_m MS 1Word)sasvcend 4a

T Caption |THeading 1| Heading2 THeading3 THeading4 THeading5 TH

riew View

Paragraph (] Styles

Figure 42 - MS Word showing styles ribbon with headings

Note: Structure Analysis does not apply to PDFs or Excel files.

Use structure analysis when you are concerned that a particular heading structure is always reflected in a document.

The Structure Analysis view changes depending on whether you select a folder or a document. The following
sections outline how we handle each.

12.1. Structure Analysis at document level
You will get a sense of a Structure Analysis view at the document level in the screen shot below.

You can see how the headings found in the MS Word document (listed on the left side) compare with a mandated
structure on the right. We call the structure on the right a “structure outline”.

Structure Outlines can be customized. We'll see how a little later in section ‘12.4 Managing Structure Outlines (Create
New, Edit, Copy etc.)'.

In this screen shot, we see ‘Detail Solution’ and ‘Conclusion’ called out in red text on the right. This means that
these two required sections are missing from the document.
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Summary Discovery Concept Tracking Structure Analysis Quality Analysis Readability Activity Notes
Headings Found Compared with: Simple Template
Create outline Add note = = Export Compare with different outline = 5
Document Heading Size O Structure Qutline Status Is Mandatory?
TXZ Metwork Technologies 3 O Executive Summary @ Pass Mandatory
Solicitation Issue Date: Sepiember 1 5 O Detail Salution § Fail Mandatory
Submission Due Date: 10-00 am Sep 277 O Conclusion § Fail Mandatory
Execufive Summary s [
+ Product Description 1503 O
%) Quality Confrol Plan O '
¥ Draft Project Plan s O
Confracting Information 2 O -“.-“
¥ 1. Price Schedule 243 [
2. Remit To: Company Contact Inform 53 O
3. Representations and Cerifications 67 ]
4. Acknowledgements of Solicitation ¢ 17 O
5. E-Verify Compliance ¢ O
¥ 6. Past Performance Information 5961 O \
Foundithislheadings]

Figure 43 - Structure Analysis at Document Level

In summary, you are comparing the heading structure in the doc against a required structure.
Some explanations of colors:

Black text in the “Headings Found” or “Compared with” panes means the Structure Analysis found headings
in the document corresponding to the Structure Outline.

Red text in the “Compared with” pane signifies headings not found in the document.

Grey text in the “Headings Found” pane signifies headings found that do not match the Structure Outline
showing in the “Compared with” pane.

Note: Grey text does not necessarily imply lack of compliance; rather it suggests additional detail above and
beyond what was mandated in the Structure Outline.

The size metric in the Structure Pane displays a 0 (with red color) when a given heading is empty. In other words, this
indicates that the heading has no body text after it. This can often be the case if a level 3 heading occurs immediately
after a level 2 heading.

As you review you will see extracted content for a given heading. Check the (D) box adjacent to the heading and the
bottom content grid will show the extracted content. Once you check these boxes, color coding appears relating the
particular heading(s) with the bottom content grid.

Tip: To view all heading content check the box (D) in the column header.

Below is the set of visual indicators signifying matched/unmatched headings in the “Compared with” pane.

] Black text Full Match

This means that the heading was found in the document, and any sub-headings were
also found in the document.
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0 Black text
P Red text
O
y Light Red
text

Partial Match

This means that the heading was found in the document, but that some of the sub-
headings were not matched.

Full Mismatch

This means that the heading was not found in the document, and no sub-headings
were found.

Partial Mismatch

This means that while the heading was not found in the comparison document, some
sub-headings were found.

Optional Mismatch

This means that an optional Structure Outline heading was not found in the
comparison document.

NOTE: This does not impact the compliance % score.

There are some options available in the toolbar under the left “Headings Found” pane.

Summary Discovery

Headings Found

Create outline Add note

! Document Heading
TXZ Metwork Technologies
Solicitation Issue Date: September 1,
Submission Due Date: 10:00 am Sep
| Executive Summary

=+ Product Description

Concept Tracking Structure An:
= = Export ~

Size O
30O
8 O
277 O
3 O
1503 [

Figure 44 - Options available under ""Headings Found"

These are:

Create This allows you create a new Structure Outline for comparison based on the structure of the

outline current document. This is a shortcut approach to creating structure outlines. For more detail,
see section ‘12.4.3 Create a new Structure Outline from an existing document’.

Add note Select a specific heading and click this to add a note. See later under Discussions for more on
notes: ‘Section: 18 Team Collaboration with Notes and Discussions’.

= Collapse
This collapses all rows.

= Expand
This expands all rows to one level of depth.

Export You can export the structure statistics to a CSV format file for further manipulation.
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12.2. How to compare with a different outline
You can easily set the comparison structure to a different structure outline.

Just select the document in the navigation pane and click the ‘Structure Analysis’ tab. Then click the ‘Compare with
different outline’ button.

alysis Quality Analysis Readability Activity Notes

Compared with: Simple Template

Compare with different outline £ =

Structure Outline Status Is Mandatory?
Execufive Summary @ Pass Mandatory
Detail Solution @ Fail Mandatory
Conclusion @ Fail Mandatory

Figure 45 - Compare with different outline

You then select the new structure outline and click ‘Run Analysis’.

Choose a Structure Outline <]

Select from the list below, then click "Run Analysis”
= Structure Outlines
Bid - Tech Volume
Empty
IT - Architecture & Design
IT-EBRD
IT - Data Conversion
IT - Mon Functional Regs
IT - Test Plan
IT - Use Case
IT - Volere Style Regs
Simple Template

| ) (ot )

Figure 46 - Selecting an outline to compare against

The system applies the Structure Outline to the document and shows the results. You can also customize and create
new structure outlines (used to compare) easily. We'll outline how in the next section.

12.3. Folder level Structure Analysis

At the folder level, the Structure Analysis view shows each MS Word document in the folder. Since Structure Anaysis
only applies to MS Word Docs, you will see no structure data for PDF or Excel documents.
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(B2l &) wes mm: Discove: ept Tracking Structure Analysis
B Focers

* & Exampies

= [ Example 1 - Saiec i

Al TzcompsH

[ sowss

(2] 01 DRAFTRFP
- ol Exampla 2. Conkn

[ PeostriFm

@D wests_wepen

|4 saski_technalog

[3] HesTs_RFPOr
[ PeosTRIDaR "
[3] eagan_mealiste

| ' Exompies . ke

o 122 8ecomng

Figure 47 - Structure Analysis at Folder Level

The view lists each document. You can also Export to CSV. The options available in the Structure toolbar are:

This pane consists of several columns as outlined in this table:

Folder / Document / This shows the Folder, document, or Heading depending on what row is selected.

Heading

Structure Outline This is the Structure Outline currently associated with the specified folder or
document.

Size This represents the size of the document. For MS Word, it is measured in words. If

there are no words in a given heading of the document, you will see ‘0’, indicating
that there is no content.

Structure Compliance This represents the status of documents when analyzed with the associated
Structure Outline.

At the folder 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 Outline.

As you review the status of documents, bear in mind that 100% compliance is based
on finding all headings in the Structure Outline.

The document may have additional headings above and beyond what is specified in
the Structure Outline and still be 100% compliant.

12.4. Managing Structure Outlines (Create New, Edit, Copy etc.)

Note: Permissions. Only users with dictionary permissions can create, modify or delete Structure Outlines. If you do
not have dictionary rights and you attempt to modify dictionaries, you will get this message.
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Permissions restriction @

You do not have permissions to perform this action. Only users with Dictionary rights can do so.

If you need to customize / edit dictionaries, contact your VisibleThread administrator who can grant you dictionary
rights.

Structure Outlines verify that specific MS Word headings are present within the document (s). For instance, let’s
assume you are defining a Quality Assurance plan for an IT program. The absence of performance and security
headings would suggest a lack of completeness.

So where are structure outlines stored in VisibleThread Docs? And how do we modify them?

Find them by clicking “Dictionaries” in the sidebar and clicking “Structure Outlines”. You will see a screen like this:

BVTDocs 341 | Dictionaries

@ o Quality Dictionaries

A Quality Dictionary contains keywordsiphrases that indic or ‘bad languags’

+ Qualty Dictionaries

o h 53 the tem e’ This term imples @ convactul abigaicn which can aen be nintanded and
i for compllance matix generabon In the praposal warkd. In that contes the quaity scan idemifies langusge

you mightuant 1o scan o egaly iy an
+ Concept Dicsonasies pecial usage of quality scans s for

e

T - Archiecture § Dasign
iT-eR0
IT - Data Comversion

—

IT-Tesi Plan Structure Outlines

Structure Qutines allow you to anforce consistent structures acrass documants.

T Use Case

ent. Aller creating o siuctus cutfine. runan utine snalysison 3 documentta
e m  can also create new MS- Ward documents from existing outiines. This means you can

T - Volere Style Reas *

Simple Templale

Figure 48 - Dictionaries View

You can see the full list of structure outlines in your environment.

Then, select a specific outline to see headings on the right. Headings are categorized as either ‘mandatory’ or
‘optional’.
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@ o | & Edit stucture X =] o
Category Is Mandatory? Description
+ Quality Dictionaries
% Purpose Mandalory  The purpose of the Test Plan for the is fo:* Provide a central ariifact to
gove the strategic approach of the test sfiort; it defines the general
* Concept Dictionaries approach to be employed when testing the software and when

evalualing the results of tha testing. Planning artfacts will refer 1o the
test sirategy regarding the goveming of detailed festing work.+
Provide visible confirmation to test-effort stakeholders that adequate
consideration has been given to the governing the test effort and
where appropriste, 1o have fhose stakeholders approve the

Bid - Tech Volume strategy This Master Test Plan alsc supporis the following specific
objectives: * Identifies items that should be targeted by the tests.
Identifies the motivation for and ideas behind the test areas to be
covered * Outlines the testing approach that will be used » Identifies
the required resources and provides an estimate of the test efforts.+
Lists the deliverable elements of the test project.

¥ Structure Outlines.

Empty

IT - Architecture & Design

Scope Mandatory  This Test Plan will cover the following testing activities as identified in
the testing sirategy-{Include the sections below that will be in scope
for tesfing your specific project. Unit Test, Integration Test, and User
Acceptance will be required ]+ Unit Tests Integration Tests User
Acceptance Test Load Test: Operational Readiness Test+ Beta Test

IT-BRD

IT - Data Conversion
=i Project Context and Background Mandalory  [Provide a brief description of the background surrounding the project
with specific reference or focus on important implications for the test
IT - Non Funciional Regs: effort. Include information such as the key problem being solved, the
major benefits of the solution, the planned architecture of the solution,
I T Test Blan and a brief history of the project. Note that where this information is
- defined sufficiently in other documents, you might simply include a
reference to those other documents if appropriate; however, it may
save readers of this document fime and effort if a imited amount of
information is duplicated here: $o you should use your judgment As a
general rule, this section should only be about three to five
paragraphs in length.]

IT- Use Case
IT - Volere StyleReas
5 User Acceptance Test Mandatory

Simple Template % Load Test Mandalory

Operationsl Readiness Test Mandatory structurelfordthel
Bela Test Mandatory " =) h

5 Test ems Mandatory
=) Unit Test Mandatory
Overview Mandatory
5 Items Tested Mandatory
liems Not Tested Mandatory
=) E® Integration Test Mandatory
B Avarin Mznedztnn
Name
Mandatory O
Description:

Figure 49 - Exploring a Structure Outline

You can create new outlines in three ways:
1. You can create a new outline from scratch.
2. You can use a pre-existing MS Word doc as a basis for your new outline.
3. You can copy an existing outline.
In the next sections, we’ll see each of these approaches. Later, we will show how to edit the headings in a specific
outline.
12.4.1. Create a new Structure Outline from scratch

Let's consider the basic case of creating an outline from scratch.

Step

1. Click the ‘New >> Structure Outline...” button.

G.) see & Ed
1 I Structure Qutline I || categoi

Quality Dictionary...

P
Concept dictionary...

¥ Siructure Cutlines
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2. Next, enter the name for your new outline and click ‘OK’. In this case, we are creating a new outline called

‘New program outline’.

Create Structure Qutline [}

New Dictionary Name: [New program outling l

3. Once ready, click ‘OK'.

4. Now you will see an empty screen like this:

BEVTDocs 341 | Dictionaries

+ Quaity Dictionaries

E

o
]
L]

Is Mandatory? Descripion

+ Concept Dictonaries
* Strueture Outines
Bl - Tec Vorume
Empty
IT - Architecure & Design
IT-8RD
T Data Camversion
IT - Hon Funcionsi Rlsgs
T Test Pian
T~ Use Case
IT . Volese Style Regs ¢
Simple Tempiats

[—

Now we’re ready to edit the outline.

12.4.2. Editing a Structure Outline
To start editing, click the ‘Edit Structure’ button on the toolbar immediately above the detail area.

BHVTDOCS 341 | Dictionaries

® oo [Zosmen ] x g o

Iz Mandatory? Description

]
1"

Category
» Quality Dictionaries

Figure 50 - Edit structure outline option
This then put you into an ‘edit mode’, making the remaining menu options clickable.

Here’s how you add categories and terms:

Add This allows you create a new Structure Heading.
Clicking this prompts you for the Heading name and optional description. Once you click ‘OK’,
the system creates the category with the name entered.
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Add as This allows you create a new sub-heading as a ‘child’ of the selected heading.

hil L . . .
child Clicking this prompts you for the heading text. Once you click ‘OK’, the system creates a new

sub-heading. In this example we’re adding a sub-heading called “Past Performance”.

[~ ]
Add Type [}

Name: Past Performance|

Description

“ Cancel

@ Delete Delete
This deletes the selected heading.

Other options available on the toolbar are:

> cancel edit ~ Cancel Edit

After making changes, you may want to cancel them. Click this to discard any changes made
since the last save. The prior version of the structure outline will be restored.

é Save Save
This saves any changes made to the outline. Clicking this will also prompt you to confirm the
save.

5 Collapse

This collapses all rows.

Expand

This expands all rows.

Tip: You can use drag & drop to move items up or down or into other areas. Position your mouse pointer over the
Text area of the node you want to move and drag it to the desired location.

To give you a better sense, this screenshot shows a more complete structure outline with several headings and sub-
headings:
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B VT Docs 341 | Dicionaries

® ess | PEdtstucue | X B o £ =
Gategory Is Mandatory? Description
» Quality Dictionaries
=& Overview Mandatory
* Concepl Dictionaries & Purpose Mandatory
& Scope Mandatory
™ Structure Cutiines
) System Architecture Mandatory
Bid - Tech Volume & Logical Architecture Mandatory
5 Physical Architecture Mandator,
Emply Y 4
5 Data Dictionary Mandatory
I IT - Architecture & Desig) . sy are Domain Design Mandstory
T Software Application Domain Chart Mandatory
Software Application Domains Mandatory
T~ Data Gonversion =) E® Data Design Mandatory
IT - Non Funclional Regs | =B Persistent/Static Data Mandatory
> PersistentiStatic Data Stors X Mandatory
IT - Test Plan
5 TransientiDynamic Data Mandatory
IT - Use Case Extenal Interface Data WMandstory
Transformation of Data Mandatory
IT - Volere Style Regs '
=7 User Interface Design Mandatory
Simple Template User Interface Design Overview Mandatory
User Interface Navigalion Hierarchy WMandatory

New program outline
=) User Function Categories (or Use Cases  Mandatory

=) &> Function (or Use Case) X Mandatory
= 5 Function (or Use Case) X Screen/l Mandatory

[® Function (or Use Case) X Screr Mandatory

=) 2 Other Interfaces Mandatory
i Interface X Mandatory

5 Other Design Features WMandatory
5 References WMandatory

Name:

Mandatory: [

Description

Figure 51 - Screen showing general layout of a populated outline

We compare these Structure Outline headings with the ‘headings’ in the comparison MS Word document.

Just like an MS Word document can have sub-headings (H2, H3 etc.), you can nest these headings as well. For
instance, you might have a top level called ‘non-functional requirements’ comprising sub-headings ‘operational’,
‘usability’, ‘legal’ etc.

In the example outline above, at the top level, you see ‘Data Dictionary’, ‘Data Design’, ‘User Interface Design’ etc.
You can also see many examples of sub-headings, for example the ‘External Interface Data’ under ‘Data Design’.

We premise is to make sure that the documented test plan document conforms to this outline.
As you select each heading, you see detail in the bottom ‘detail’ pane. Detail includes:
e Name — name of the heading
e Description — the description of the heading (optional)
e A flag indicating whether this heading is mandatory or optional. Marking a heading as optional means that
the total compliance calculation % for a document will not consider that heading.
12.4.3. Create a new Structure Outline from an existing document

You may already have MS Word documents that could be used as a good starting point for an outline. For instance, if
you produce Quality Plans or Task Orders on a regular basis; you'll already have some good MS Word document
templates suitable for use.

In cases like this, where you already have documents with good heading structures, you can easily create a new
outline in 1 - click.
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Here's how:
Step

1. Let’s assume our starting MS Word doc is called ‘Plan Template.docx’ and you had not already uploaded it.
(Skip this step if the good document is already in a VisibleThread folder.)

Go to ‘Folders’ and select a folder where you will upload ‘Plan Template.docx’. Since our goal here is to use
the Plan template as a basis for the new outline, you might even create a temporary folder just to hold ‘Plan
Template.docx’, and later remove it. Next, upload “Plan Template.docx”. See section “0

12.5. Creating sub-folders

VT Docs also provides support for nested sub-folders. This allows for easier grouping and categorization of
related documents. For example, you might create a top-level folder for an RFP or contract. And then
create sub-folders to group all issuing side documents or response documents together. Or you might also
use sub-folders to organize your pink, red or gold team review documents.

Creating folders or sub-folders is straightforward. Click the ‘Create New Folder action from the Quick
Actions menu in the folders area or click on the ‘Create New Folder’ option on the toolbar or from the right
click menu.

Tip: To create a top-level folder, make sure you have selected “Folders” in the navigation pane.

B VT Docs 341 | Folders

D b Upload documents to this folder for analysis

. Folders Upload Documents
o) delate this folder click Delete Folder...
] | '
B coreot

N . Examples| -6 Upload Documents

Run Structure Qutline Analysis...
» B RFP-Am ¥
Set Quality Dictionary...

Set Concept Dicticnary...

%, Move Multiple Docs...

Q Delete Item...
] Rename Folder
& Move Folder
Q Delete Multiple Docs...

=

(* Refresh

Reanalyse Folder

Figure 7 - Creating a New Sub-Folder
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Moving items between sub-folders is really easy. Just drag and drop documents or folders into the
destination folder. If you prefer to use the menu system, you can also move items by accessing the ‘Move
Folder’ or ‘Move Document’ menu items from the Quick Actions or right click menus.

Uploading Documents” for how to upload documents.

2. With the appropriate document selected in the navigation pane, just select the ‘Structure Analysis’ tab. You
will have a screen like this, with the headings showing on the right side:

D wee Summary Discovery Concept Tracking Structure Analysis Quality Ani
Headings Found u -~ Compared with: §
M Examples -
Create outline Add note = = Export ~ Compare with dif

~ [@ Example 1- Salest

Document Heading Size O Structure Outling
I @l TXZ-Comp_PSH
TXZ Metwork Technologies 3 [H] Executive Summz
SOW.pdf Solicitation Issue Date: September 1 6 O Detail Solution
. Submission Due Date: 10:00 am Sep 217 O Conclusion
01 DRAFT RFP
Executive Summary 396 O
~ @ Example 2- Gontra| | Product Description 1503 [
. % Quality Conirol Plan |
PEO STRI FINA
¥ Draft Project Plan s O
HCaTS_RFP Fil Contracling Informalion 2 O
. +! 1. Price Schedule 243
aaski_technolog fies sehedy o
2. Remit To: Company Contact Inforn 53 O
HCaTS_RFP Dr 3. Representations and Cerlfifications 67 O
PEO STRI Draft 4_Acknowledgements of Solicitation / 17 O
«
5. E-Vk pliance 34 O
eagan_mealiste M}, o past Performance Information ses1 [
~ & Example 3 - Market

8 1.2.2 Becoming
G 132 Freedomc
’ 2.2.4 Re-employ

found]initheldoc]
B8 221 Benefits fo _

B8 123 Selfinsure

‘ 1.2.1'What is se
3. Next, click the “Create outline” menu highlighted above.

4. You will be prompted for the name of the new outline. Enter the name. In this case, we are creating a new
outline called ‘New Test Plan Template’ from an uploaded MS Word document.

Create new structure outline (]

Mew Dictionary Name: | New Test Plan Template

5. Once ready, click ‘OK’.

6. You will be asked a final question: whether to apply the new outline to the current document. For the
purposes of creating a new structure outline, it doesn’t matter, so choose ‘yes’.
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New Test Plan Template @

92 Do you want to apply this new outline to the current document?
. ) )

7. Once completed, the new structure outline will be placed under ‘Dictionaries’. Click the dictionaries
accordion and your new outline will be listed under ‘Structure Outlines’. Select it to edit.

BEVTDOCS 341 | Dictionaries

@ ees | & Edtstucue | X =] Q =
Gategory Is Mandatory? Description
» Quality Dictionaries
@ TXZ Network Technologies Mandatory
* Concept Dictionaries P Solicitation Issue Date: September 1, 2009 Mandatory

Submission Due Date: 10:00 am Seplember  Mandatory
¥ Structure Outines

> Executive Summary Mandatory
Bid - Tech Volume =) & Product Description Mandatory

[
Empty 1. TXZ Network Technologies Overview  Mandatory

= 2. TXZ's Product Offerings Mandatory
IT - Architecture & Design [ — Mandatory
RED [ TXZLeal Mandatory
5 TXZTrunk Mandatory
IT - Data G
ata conversien =) Quality Conirol Plan Mandatory
IT - Non Funclional Regs £ See Appendic A, page 14, Mandatory
~)E Draft Project Plan Mandatory
IT - Test Plan
5 See Appendix B, page 23 Mandatory
IT - Use Case Contraciing Information Mandatory
D 1. Price Schedule Mandatory
IT - Volere Style Regs *
[ Price Schedule - Base Period Mandatory
New program outiine Price Seheduie - Option Period | Mandatory
= Py Schedule — Option Period II Mandate
I New Test Plan Template rice Sehedule - Option Perio anaatory
5 Summary Chart - Pricing Mandatory
SEiCIEmm e B0 2. Remit To: Company Contact Information  Mandatory
D 3. Representations and Cerfifications Mandatory

D 4 Acknowledgements of Solicitation Amendi  Mandatory

5. E-Verify Compiiance Mandatory

=)D 6. Past Performance Information Mandatory

ED TXZTrunk Mandatory

£ Software Quality Control Plan Mandatory
Hame:

Mandatory: [

12.5.1. Copying Structure Outlines

If you have existing structure outlines, it's very easy to duplicate them. Just follow these steps:

Step
1. Go to Dictionaries sidebar. Select the outline you want to copy.

2. Click ‘Actions >> Duplicate...’.
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IT - Use Case Conlracting Information

T ot s Regs 4 5 1. Frice Schedule

D Price Schedule — Base Period

New program outline [ Price Schedule — Option Period |

I [ Price Schedule — Option Period Il

New Te!
ry Chart - Pricing
1 Company Contact Informati

iy
Set selected as default esentations and Cerfifications

© Delete pwledgements of Solicitation Ami

ify Compliance
4| Import 3

Performance Information
4 Export b
Trunic

C efresh vare Quality Control Plan

Name:

Mandatory: O

Description

5. Enter the name for your new outline and click ‘OK’.

12.5.2. Deleting a Structure Outline

To delete an outline, follow these step(s) from the dictionaries sidebar:

1. Select Select the structure outline you want to delete, and either click the “Actions” button or right
click. You will see a menu like this, in this case we just right-clicked.

- Uss Cate

7. Voiere Styie Reas ¢

Hew program outine £ Price Schedule — Ophion Period |
I e 1ol 52 Pris Senedule - Opfion Period |
it ¥ mary Chart - Pricing

simpie] % Dupieate.. 1 To: Company

< dasdainis_zeristions and Cart
© o Siesgem
- ) Comptance
& Import v

Perfermance Informaticn

» B 3
Trunk
™ ratresn

Name:
Mangatory. o
Deserption

2. Delete Click Delete. In this example, we are deleting the new outline we created in the previous
section.

3. Prompt Clicking this prompts you to confirm the deletion.

Note 1: If you delete an outline that is currently in use by a document or Folder, you will be
prompted with a message telling you which Folders and/or documents are currently using it.

If the outline is in use, the folder will use the ‘default’ outline after deletion.

Important Note: This action cannot be undone.

12.5.3. Setting a default structure outline
In VisibleThread, when you create folders, every folder always has a default structure outline associated with it.

Once you start uploading MS Word documents, you will always see a Structure Analysis view with a specific outline.
This outline is called the default. You can easily tell which the default is, since it will have this icon associated with it:
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You can change the default outline. This means that any new folders will use the new default outline.

Here’s how:

Select Select the structure outline you want to make the new Pl @ Gonlracing Informaion
default. Either click the “Actions” button or right-click. T R | = 1. Pios Schedda
[ Price Schedule — Base Period
New program outline & Price Schedule — Option Period |
I T Price Schedule — Option Period 11
New ¥ \mary Chart - Pricing
Simple uplicate... To: Company Contact Informati
I Set selected as default glentations and Cerlifications
€ Delete ovidedgements of Solicitation Ame
& Como
& tmport ify Compliance
Performance Information
5| Export 3
[Frunk
C Refresh ware Quality Control Plan
HName.
Mandatory O
Description:

=] Click ‘Set selected as default’.

12.5.4. Exporting / Importing Structure Outlines

Sometimes you may want to export or import structure outlines. You can do so using these options under the
‘Actions’ menu.

There are two options available. Here’s an explanation for when you would use each option:

Import from This option allows for sharing of structure outlines
. .. . IT - Use Case [ Confracting Information Mandatory
archive between VisibleThread sandbox environments. { e 1. Price senoaute
IT - Volere Style Reqs
1 H H EZ Price Schedule — Base Peried Mandatory
The underlying fgrmat is ? pro'prleta.\ry XML Hew program ouline & price Schedule - Opton Perioa | Wandatory
structure. Use this in conjunction with ‘export to I S 5 prce Sehscule - Option Pericd Manastory
MHew ¥ |mary Chart — Bricin Mandatory
archive’ to share from one environment to Simpie | i Duplicte... B —
another. Set selected 25 default _ psentations and Certfcations Mandatory
€ Delete Zi A M
Important: Do not modify the content of the S o | ‘
underlying XML file, as it may lead to a bad et =
format. Hame
Export to This option allows for sharing of structure outlines I DD e
archive between VisibleThread sandbox environments. ] I Handt
. . . Simple To: Company Contact Information  Mandats
The underlying format is a proprietary XML Setseected o defout bsentaions and Certficatons  Mandat
structure. Use thlS in Conjunction Wlth ‘import from Q Delete pwledgements of Solicitation Amendi  Mandat:
. s . po | [ity Compliance Mandat
archive’ to share from one environment to “ ;:: ‘ Mandat
T
another. (> Refresh Export to archive ::::::t‘
Important: Do not modify the content of the ) wame:
underlying XML file, as it may lead to a bad R
format.
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13. Quality Analysis at Folder and Document Level

Tip: If you have not read about Concept Tracking yet, please review Section 11, ‘Concept Tracking at Folder and

Document Level'.

Don’t worry, we’ll wait!

Review it because much of the behavior for Quality Analysis is like concept tracking. Rather than duplicating content,
we will refer to concept tracking sections when it makes sense.

Quality Analysis is very similar to Concept Tracking. You use it to explicitly track against a predefined set of
terms/phrases. These are contained in a “Quality Dictionary”.

You may wonder when to use Quality Analysis and when to use Concept Tracking.

Quality Analysis is typically used to identify keywords or phrases in documents that indicate risky or ‘bad language’.
And it is used when you are focused on the content of one document in isolation.

For instance, you might scan for legally risky language such as the term ‘ensure’ in a contract document. This term
implies a contractual obligation which can often be unintended and introduce risk. Equally, you might use a quality
analysis to spot clichéd or open-ended language in a contract that may inadvertently introduce program delivery risk.

Compliance Matrix Generation: A special usage of quality analysis is for compliance matrix generation in the
proposal world. In that context, the quality scan identifies language like ‘will‘, ‘shall’ and ‘must’, and you can then
parse or ‘shred’ a PDF or MS Word document to get a spreadsheet of requirements. We'll talk about that in the next

section.

While both Concepts and Quality use the same dictionary mechanism, here is a summary of the key differences

between Concept Tracking and Quality Analysis.

Quality Analysis

Dictionary can be set for each document even when
they are in the same folder. This means that one
document might be using a ’legal risk’ dictionary, while

another might be using a ‘compliance matrix’ dictionary.

The folder view shows a list of the documents and a
summary showing each docs dictionary and
occurrences.

Allows you create a one-click compliance matrix

Cannot be populated from Discovery

13.1. Quality Analysis at Document Level

Concept Tracking

Dictionary is set at Folder Level only. All document
views share the same folder level dictionary.

Since the folder has just one dictionary, the concept
view at folder level is visually different. It is presented
as a matrix.

Does not offer a 1-click compliance matrix

Can be populated from Discovery

When using document level Quality Analysis, you focus on a specific document. The view looks like this:
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Figure 52 - Document Level Quality Analysis — running a compliance matrix-oriented dictionary

13.2. Reviewing document content

Behaviorally, the Quality View at the document level is very similar to Concept Tracking. However, Quality Analysis
carries two additional options not available in Concept Tracking. These are “Create Compliance Matrix” and “Create
Responsibility Matrix”. We'll see how to use these in subsequent sections. Meanwhile back to the similarities.

Just like Concept Tracking, by default, the bottom grid is empty. When you want to review the document content
itself, just check the box to the right of each term or phrase.

Once you check a box, the bottom grid shows a content extract for review.

13.3. Using different Quality Dictionaries
Just like Concept Dictionaries, Quality Dictionaries perform a job or task and you can set different dictionaries at will.

Just follow these steps to set a new dictionary:

Step
1. Click ‘Use different dictionary’.

Structure Analysis Quality Analysis Readability Activity MNotes

1"
Wi

atrix ¥ ¥, Download Annotated Document E Use different Dictionary

2. The system shows the list of available quality dictionaries:
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r 7
Choose a Quality Dictionary ]

Select from the list below, then click "Set Dictionary
=1 Quality Dictionaries
Bad Language Scan
Compliance Matrix Scan
Contract Kickoff v1

Iﬁ | [eonce |

Note: This list is populated from the dictionaries currently in your system, so your list will be dependent on
how many customized dictionaries you have created.

3. Click ‘Set Dictionary’ when ready. The system will apply the selected dictionary and your view will refresh.

13.4. Generate a compliance matrix for a single doc
One of the first things sales proposal professionals do is to manually ‘shred’ or ‘burst’ the solicitation document(s).

The result of this is a ‘compliance matrix’, typically an MS Excel spreadsheet. The matrix itemizes all requirements.
Sometimes it’s called a ‘requirements compliance matrix’. The purpose of the matrix in the context of a sales proposal
is to itemize every requirement and ensure you meet or comply with the requirement.

Without VisibleThread Docs, this would take a lot of time and copy/paste activity as you extract each paragraph or
sentence and paste it into a spreadsheet for tracking.

You can create a starter compliance matrix in one click directly from VisibleThread Docs. For sales teams, especially
government contractors, this is a huge time saver.

Here’s how to create a compliance matrix:

Step

1. Select the document in the navigation pane. Click the ‘Create Compliance Matrix...” button. Click “Shred this
document”.

NOTE: You can shred multiple docs in one click. We’ll show you how in the next section.

i VT Docs 341 | Folders

E D .o Summary Discovery Concept Tracking Structure Analysis Quality Analysis
B Folders Create Compliance Matrix ¥ ] l Creste Resppnsibility Matrix ¥ I ¥, Download Annotated Document Hu
Shred this document
E Examples ol |
Shred multiple documents in this folder
=~ [ Example 1 - Sales RFF o Sz
Quality 3.
Bl TXZ-Corp_PSHF-0
Performance 24 W
SOW pdf Review 21 .
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2. You will then see a window like this:

Create Compliance Matrix h . “ ml

We will use this dictionary Contract Kickoff v1
To use a different dictionary hit "Cancel”, then dick #se different dictionary”

Output format

O fincludelinjthe
New row on dictionary hit O

Advanced Options

Ignore Text e.g. APPENDIX, COPYRIGHT

Include Macros to customize

[ el—
o eleks maeres?

o e

This view has the following options:
- Split by sentence or paragraph: This affects the granularity of the generated Excel report.
- New row on dictionary hit: Checking this option forces the split each time a new term is found.

This is often used in conjunction when shredding docs such as POs (Purchase Orders), BOMs (Bill of
Materials) or Contracts with FARs (Federal Acquisition Requirements).

It also has 3 advanced options:

- Ignore Text: You can omit paragraphs in the generated output that contain certain text. For example,
headers and footers with recurring copyright statements.

- lgnore Pages (only applies to PDFs): You can also omit certain pages if the document is in PDF format. A
typical example of this is where you want to omit a page range prior to or after a certain section. US
government contractors frequently ignore everything up to the start of section L in a US Government RFP.

Include Macros: This will add macros to the outputted Excel file, that the user can use to further customize
the output. For more information see section Error! Reference source not found. Error! Reference
source not found..

Tip 1: if your doc is in an MS Word format and you want to omit pages, consider saving it as PDF and shredding the
PDF version.

Tip 2: Normally when you generate a compliance matrix, you will want to highlight terms such as ‘will’, ‘shall’, ‘must’
etc., so you would expect these terms and others to occur in the dictionary. If the current dictionary is not the best
one, just cancel and use a more appropriate dictionary by clicking ‘Use different dictionary’.

Once complete, you will see a full compliance matrix like this:
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A g |l ¢ | D | | L | G | H v | 1 |
VisibleThread Startbr Requirements Compliance Matrix for "06 DRAFT SOW NNG12411365R.pdf"
EA__ 3 p.com using 'Bid - Compliance Scan v5' an 4 May 2018 15:00
Para No. Page Ref _Content Density Your comments here...
Bid - Compliance 08 DRAFT SOW 28 4 DRAFT CISTO — SCTS STATEMENT OF WORK Page 4 of 21
32 [Scan vb NNG12411366R pdf
Bid - Compliance 06 DRAFT SOW 29 4 The Direct Readout Laboratory (DRL) supports the continuous real-time Optionals may - Possible obligation. 1
Scanvh NNG12411365R pdf transmission of satellite data to the ground Needs to be checked in
(http://directreadout sci gsfc .nasa.gov). The users of the feeds of data from the context & section
the direct readout that have compatible ground receiving equipment and where it occurs. Exclude if
have line-of-sight to the satellite may receive these transmissions. Direct it refers to the month of
Readout (DR) is the process of acquiring freely transmitted live satellite ‘May'
Direct Broadcast (DB) data. The DRL acquires and pre-processes raw data
[=] and generates instrument data products that is sent via DB. The data
, Science Pr ing Alge (SPA) and

science processing software taols created by the DRL are used in support
of science processing algorithm implementation in real-time data system’s

direct readout applications, as well as form a foundation fram which real-
time information technologies are developed in support of exploration
systems. All software and tools created by the DRL become public domain

"|Bid - Compliance |06 DRAFT SOW 30 4 High End Computer Netwarking (HECN)
34 |Scanvs NNG12411365R pef u
Bid - Compliance 06 DRAFT SOW A 4 The HECN Team (http://science.gsfc.nasa.gow/606.1/HECH html) manages
Scanvh NNG12411365R pdf the GSFC Science and Engineering Network (SEN) as a non-mission-
dedicated high-end computer network at GSFC. The SEN senvices GSFC
projects and users who have computer network performance requirements
greater than those baselined for GSFC's general-use campus- wide Center
Network Environment (CNE). The HECN team also conducts network R&D
and test bed evaluations with advanced network technology. This research
35 | contributes to the next generation high-end computer networks at GSFC
Bid - Compliance 06 DRAFT SOW 32 4 " 3 |3 General Objectives The following is a list of objectives designed to meet  Primary list - New in v& dictionary - 1
Scanvh NNG12411365R pdf the mission and vision of CISTO. suggests an obligation
36 |
Bid - Compliance 06 DRAFT SOW 33 4 " 1 |1 Provide high-end computing and data systems and senices designed ta Primary provide - Needs to be 1
Scanvh NNG12411365R pdf meet the needs of the NASA scientific and engineering communities checked in the context &
section where it occurs
Starter Compliance Matrix ‘ Excluded Paragraphs (None) | ® 4

13.5.  WhileVisibleThread ships with asuitable compliance dictionary with terms like ‘will’, ‘shalf’, ‘must etc., youcan easily

Note: Permissions. Only users with dictionary permissions can create, modify or delete Dictionaries. If you do not
have dictionary rights and you attempt to modify dictionaries, you will get this message.

Permissions restriction @

You do not have permissions to perform this action. Only users with Dictionary rights can do so.

If you need to customize / edit dictionaries, contact your VisibleThread administrator who can grant you dictionary
rights.

We use dictionaries to find terms or phrases across a folder of documents in the Quality Analysis view, but where are
the dictionaries defined? How do you modify them?

To see the list of dictionaries, click ‘Dictionaries’ in the sidebar.
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+ Quaiiy Dictionaries

» Concsst Dicionaries

b Structue Outines

You will see three types of items: Quality Dictionaries, Concept Dictionaries, and Structure Outlines.
To see the full list of quality dictionaries in your environment, click the “Quality Dictionaries” entry.

Then, select a specific dictionary to see what it contains.

BEVTDoCS a1 | Dictionaries

@ ees | ¢ EditDictionary X =] = E | 4 Import terms from text file (C5V)
L Category Deserigtion
~ Quality Dictionaries
) Liability and Confract Risk (24) Unsupportable claims, superlatives, overly inclusive, unnecessarily negative, fim
‘guarantees not required in the T&Cs. If. in your enthusiasm to secure the contract. you
] I Bad Language Scan inadvertently make a promise or guarantes that you can't deiiver on then you are exposed

to legal action or re-negotiation ai 2 later stage. Review al statements that may involve
unprovable obligations or over the top assertions.
Gompliance Matrix Scan
B ) Gliches and Professionalism (32) Trite statements and claims damage your professionalism. Review all statements and
either put hard evidence from past bids to back Up your claim of remove the superiatives,

Contract Kickoff v1
tements that are not testable or measurable may result in

) Deliverability (10)
il i clude: product/system defects, components buif outside
b * Concept Dictionaries C

e s that meet the proposal guidelines but not the infent of the
SOW or RFP.

*+ Structure Outlines —) Credibility (31) Groveliing style statements. Statements that do nothing for your argument. They have
wery poer fone and suggest pure waffle.
inegardiess Nonsense word thal is often used. Use egardiess' in the correct context
hepefully Often either means the author is hopeful or the subject of the phrase is hopeful. Re-write
this.
anxious Implies negative sentiment, use 'eager instead, eg: ‘we are eagerto..'
committed to Reviewers assume you are committed fo provide something. Remove it & cut your word
pleased to = l " me 1o provide something s incidental
be honared Damages your credibilty. Whelher you are honored' o provide something is incidntal
Remove it & cut your word count.
happy fo Damages your credibility. Whether you are happy 1o provide something is incidental
Remove it & cut your word count.
can provide Be definitive. Re-phrase fo communicate what it is you will or will not do.
may provide Be defiitive, re-phrase with measurable deliverzbles in cerlain imeframes.
might deliver Be definitive, re-phrase with measurable deliverables in certain fimeframes.
bells and whisties Market.cse of the worst ype. Remove
are confident If you are not confident, there's some serious issues! This is assumed and does nothing to
help your case. Remove it and cut your word count.
delighted to Eliminate this. It goes without saying. State what you will do.
quality focused As oppesed lo? If there is something big you're achieved that is of value to the customer
simply state it clearty.
we value Instead of valuing it. deliver it
Details
B Name:
<o
Deseription
9

Figure 60 - Exploring a Quality Dictionary with Categories and Terms

Next, let's see how we can create new quality dictionaries. Later, we will show you how to edit the quality terms in a
specific dictionary.

13.5.1. How to create a new Dictionary

Step
1. Click the ‘New >> Quiality dictionary...” button.
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B VT Docs 341 | Did

Structure Qutfine... Cal

Quality Dictionary...

Concept dictionary...

Compliance Mafrix Scan

Contraci Kickoff v1

* Concept Dictionaries

2. Next, enter the name for your new dictionary and click ‘OK’.

3. Now you will see an empty dictionary, ready for editing.

You’re now ready to edit the dictionary.

13.5.2. Customizing / Editing Dictionaries
There are two primary ways to customize dictionaries. These are:
1. Using the VisibleThread dictionary editor
2. Bulkimport from CSV (Comma Separated Value) formatted text files.
You will tend to use bulk import when you have quite a few dictionary items, and you want to set them up quickly.

We'll explain these two approaches in the next sections.

13.5.3. Customizing - using the VisibleThread dictionary Editor

Once you select a specific quality dictionary, the right-hand side view shows the dictionary details.

EVTDocs 341 | Dictionaries

& | Import terms from text file (CSV)

Category Description
* Quality Dictionaries

~ Concepl Dictionaries
Example - Buzzwords and,
Example - Gompliance Chy
Example - Health Insuranc
Example - IT Affinity Check
Example - IT Requirement
Example - Labor Categorie
Example - Resume Check:
Example - US to British En
Example - Win Theme Che

I New Risk Checker V1 *

Figure 61 - Dictionary Editor

If the dictionary already has categories and terms, you'll see something like this:
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EVTDocs 341 | Dictionaries

& Edit Dictionary | X

il
[i1]

& Import terms from text file (C5V)

Category

not determined

Deseription
~ Quality Dictinaries

Bad Language Soan

1o be determined

10 be compieted

T— e e e ) s to eyl far

T0 DO

xample - Health Insur
TODO

Example - IT Affinity CF | | & Measurability (25)

 Gliches & buzzwords (8)
Example - IT Requirem
% Optionaiity (20)

Example - Labor Categ |4 Unachievable - foo specific (4)

% Boundary uncertainty (2)
Example - Resume Ch|
% Open ended (7)

Example - US to Brifisk || & Imprecise & Subjective (12)
Example - Win Theme
Newr Risk Ghecker V1

~ Simcture Cuflines.

Figure 62 — Quality List with specific list showing terms on right

Let’s explain the right-hand view, and then we’ll explain how to edit.

Quiality dictionaries consist of categories and search terms. Categories are logical groups. Terms are the search
terms or phrases you’re searching for.

For instance, the above screen shows a category called “Section M — Critical Iltems” containing 10 terms to search
for. This user is a US government contractor using quality to search for pre-defined solicitation terms that qualify the
pursuit. They are scanning documentation to ensure adequate coverage of critical items. These reports impact their
bid/no-bid and teaming decisions.

When you click a category or term, the category or term attributes are shown in the bottom ‘detail’ pane. The category
detail includes:

- Name — name of the category
- Description — the description of that category

The standard mode of the dictionary editor is ‘read-only’. This means that are initially disabled (indicated by grey
button text).

To start editing, click the ‘Edit dictionary’ button on the toolbar immediately above the detail area.

BVTDocs 341 | Dictionaries

& Edit Dictionary
Category

Figure 63 - Edit dictionary option

This then enables the other buttons and allows you to edit.

X Cancel edit é Save MNew Category New Term 9 Delete ‘:_T; E & | Import terms from text file (CSV)

Figure 64 - Options enabled once in edit mode

Here’s how you add categories and terms:
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New
category

New term

@ Delete

This allows you create a new category.

Clicking this prompts you for a name and optional description. Once you click ‘OK’, the system
creates a new category with the name entered.

This allows you create a new quality term. The quality term will be added to the currently
selected category.

When you click this, the system shows a screen like this:

New Term

Match words beginning with:

Description

“ \:CI'ICEI

Enter the quality term name and an optional description.

The description will surface later in generated reports so, often is useful as guidance text
explaining the significance of the term.

Note — there is also an option to “Match words beginning with” for terms. This supports partial
word matching. For example, if you enter the term “CM”, checking this option will match “CM”
“CMM” and “CMMi” or any other variation starting with “CM”. This is also useful when looking
for singular and plurals. For example, with this box checked, “customer” will match “customer’
and “customers”.

”

Once you click ‘OK’, the system creates a new quality term.

This deletes the selected category or selected term.

Other options available on the toolbar are:

X Cancel edit

Ig Save

Wi

Cancel Edit

After making changes, you may want to cancel them. Click this to discard any changes made
since the last save. The prior version of the dictionary will be restored.

Save

This saves any changes made to the Dictionary. Clicking this will also prompt you to confirm
the save.

Collapse
This collapses all rows.
Expand

This expands all rows.

Tip: You can use drag & drop to move items up or down or into other areas. Position your mouse pointer over the
Text area of the node you want to move and drag it to the desired location.
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13.5.4. Modifying a Category or Term

You may want to edit the detail for a category or term previously defined. Let’s say you want to change the term
“‘community” to “commun” and make it a broad match. By making it a broad match, this will then pick up “community”,

“communities” etc.

Tip: Make sure you are in Edit mode when modifying terms. Click the ‘Edit dictionary’ button.

Just follow these steps:

Select the Click the term, so for example in this case we want to edit ‘hopefully’:
Term
& Edit Dictionary X =) Q 3 E | &) Import terms from text file (C5V)
Category Description
¥ Liability and Contract Risk (24) L claims, sups overly inclusive, negative, firm

guarantees not required in the T&Cs. If, in your enthusiasm to secure the confract, you
inadveriently make a promise or guarantee that you can't deliver on then you are exposed
to legal action or re-negofiation at a later stage. Review all stalements that may involve
unprovable obligations or over fhe top asserfions.

+ Cliches and Professionalism (32) Trite statements and claims damage your professionalism. Review all statements and
either put hard evidence from past bids to back up your claim or remove the superiatives.

%) Deliverabiiity (10) Delivery Cost: Requirement statements that are not testable or measurable may resultin

0 include tects built outside
acceptanie tolerances, systems that meet the proposal guideines but not the intent of the.
SOW or RFP.
=) Credibilty (31) i ents. Statements that do nothing for your argument. They have
ggest pure waffle

imegardiess Nonsense word that s often used. Use ‘regardiess' in the comect context

hopefully Offen either means the author is hopeful or the subject of the phrase is hopeful. Re-write
this.

anxious Implies negative sentiment, use ‘eager’ instead, eg: ‘we are eager to...

committed to Reviewers assume you are committed to provide something. Remove it & cut your word
count.

pleased to Damages your credibility. Whether you are happy to provide something is incidental

Remove it & cut your word count

be honored Damages your credibility. Whether you are ‘honored to provide something is incidental
Remove it & cul your word count

Edit the In the bottom of the screen you will see the term details:
d etall we value Instead of valuing it, delver it
Details

Match words beginning with:
MName: hope

Description: Often either means the author is hopeful or the subject of the phrase is hopeful. Re-write this.

Next, change the text in the name to “hope” and check the box ‘Match words beginning with’.

If you want to specify a description, enter it here. The description will surface later in generated
reports. This will serve as useful guidance text explaining the significance of the term.

The exact same process applies to category edits.

13.5.5. Customizing — using bulk Import from CSV

In cases where you have multiple terms or phrases, it is often easier to bulk import them into a dictionary, using CSV
(Comma Separated Values) import. The easiest way to do this is by editing the file in Excel (or any text editor) and
saving as a CSV formatted file from Excel.

To perform an import, follow the steps below.
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Step
1. Open Excel with a blank sheet:
EEH9-&-|-
Home Insert Page Layout Formulas Dat
3 ‘* Calibri 1l or Ay == =|
paste j. BIU-|E-|&d-A-|E==
Clipboard Font
a1 - e |
A B C D E
i L
2
3
a4
3
6
7
2. Next, enter the terms you want to import. The format is simple. Each column maps to the dictionary in this

way:

Column A maps to the category, so in the screen below, you can see 2 categories; 1. Technical
and 2. Business

Column B maps to the term. You can see the terms below: CMM, ISO etc.

Column C is the description.

F |ome Insert Review View
Coll A°%
T é ateqor General
_2..-12&.{,_.-_._._.9}_._.
Paste » B 7 U E__g - o
Clipboard Font ] Alignment F] Mu
B12 - £ |
A | B | ¢ D E F G

1 1. Technical (cMM h .

2 1.Technical | I1SO o~ g,l, 5 =

3 |1. Technical Agi d i \ |

gle The Terms,

4 1. Technical API

5 2.Business Low Risk

6 |2.Business Low Turnover

7 |2. Business Management Qualificatfons

8 2.Business Recruiting Meed to proved the ability to fill all required positions
9 2. Business Training

10 |2. Business Security

L >
11
12 | |

Some notes on import logic:

f)  If the term already exists in the dictionary, it will be skipped on import.

g) You can leave column A empty, in which case the term will go into a ‘Default Category’ that the
importer will create.

h) If the category already exists in your dictionary, the term will be added to that category.

i)  If the category does not exist, it is created automatically.

j)  Finally, the description field is optional.
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3. When you're ready in Excel, click ‘Save As'.

[ = = |

Home Insert Page Layout Formulas Data Revi

= save . .
Information about Laurendic
ave As

Ci\Users\Fergal\Desktop\Laurendictionary.csv
[ Open

d Close

_ Permissions
J'ea J Anyone can open, copy, and

Protect
Workbook ~

NOTE 1: Some versions of Excel may present the ‘Save As’ option differently.

NOTE 2: The ‘Import from CSV’ and ‘Export to CSV’ functions will preserve the ‘Match words beginning
with’ option. If you export, you will see an “*” character to the right of the term. To set the option no an
import, just add an “*” to the term.

NOTE 3: If you want to back up dictionaries (perhaps because you’re moving to a new environment), use
the ‘Export as Archive’ capability. This will preserve the ‘Match words beginning with’ attribute and will
restore it correctly. For more, see section ‘11.9.99 Exporting / Importing Dictionaries’.

4. Name your file and save as a CSV format to a location you'll remember: your desktop, for example.

Home Insg Save As

Calibri Ob | jm » Computer » Acer (C) » Users b. » Desktop »

B I U Organize v e Excel Workbook
- Excel Macro-Enabled Workbook
El VisibleThread Excel Binary Workbook
B Deskto, Excel 97-2003 Workbook
Bl2 . HML Data

A—E 42 My Dropbox i ole File Web Page

4 Downloads | Web Page

nical ™ =l Recent Places Excel Template
nical IS0 = Excel Macro-Enabled Template
nical Agi _Erxcal(?r]‘-bﬂ;ﬂir Temdp)late
R Ml Deskto ext (Tab delimites
nical API . K p Unicode Text
1ess Low| ) Libraries XML Spreadsheet 2003
1ess Low 3 Documengeivier TOPC e T
e el e  SUCTEITER
1ess Rec| [&=| Pictures Text (Macintosh)
1ess Trai B videos Text (M5-DOS)
C5V (Macintosh)
tess  Sec ) Homegroup | csy (ms-DoS)
£ Fergal DIF {Data Interchange Format)
i SYLK (Symbaolic Link)
[ ¥l
- 1%/ Computer by el Add-In
€ Network Excel 97-2003 Add-In
@ st noe i |PDF
XP5 Document

File name: OpenDocument Spreadsheet

Save as type: [CSV (Comma delimited)

Authors: Feroal Taos: Add a tao

[NOTE: Be sure to select the right CSV format in Excel. It's the one mid-way down the available list]

5. Once you hit save, Excel will prompt you with a message similar to the below. Sometimes there may be
more than one message. Go ahead and click ‘Yes’.
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Microsoft Excel
Mew Import Dictionary.csv may contain features that are not compatible with CSV {Comma delimited). Do you want to keep the workbook in this format?

@ « To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick No. Then save a copy in the latest Excel format.

« To see what might be lost, dick Help.

[Yes][ Mo ][Help]

6. Next, we want to import the CSV file.
Select your dictionary and click the ‘Import terms from text file (CSV)’ option to the right.

(] = £ [ @ Import terms from text file (CSV) ]

Description

Items that we must be clear on

tools, langauges. methods

7. You will see a screen like this:

Import terms From text file (CSV)

Each term in the CSV data will be imported into the matching
category in the dictionary. If no matching category can be found
a new one will be created in the dictionary and the term will be

added to the new category

Format Example:
category 1, terml Name, term description

category 1, term2 mame, term description
category 2, terms Name, term description

| Cancel

Click the ‘Browse’ button, select the CSV file you created a moment ago, and click ‘Import’.

8. Once finished, you will see the contents of the CSV file in the dictionary. Using the dictionary example from

step #2 above, it will look like this after the import:

# Edit dictionary | %) I

Category
[# 1. Business (5)

[® 2. Technical Factors (4)
[# 2. Bond Terminology (3)
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13.5.6. Copying Dictionaries

If you have existing dictionaries, it's very easy to copy them. Just follow these steps:

Step
1. Select the dictionary you want to copy. In this case, we select ‘FIT Affinity 2’

VisibleThread | Docs 3.0.1

New (- Actions [ ¢ Edit Dictionary X

“ | Category

B FAR Exdractor - Apri $ 1. Business Attributes (23)

[ FAR Extractor - Aug 2( +1 2. Technical (77)
T —

B Fs - reinsurance v1

[ GTRI_0SP_Resume_

& IRS - FAR checker

2. Click ‘Actions >> Duplicate selected dictionary’.

T Concept Dictionaries uncartainty (2)
)
I Example - Buzzwod ubjective (12)
i New Good
Hy Duplicate... -I
Bad
Set selected as default
typically
€ Delete
enough
4| Import 3
understandable way
2 | Bxport b
correctly
C Refresh carrect
convenient
Example - US to British clearly

3. Enter the name for your new dictionary.

4. You have the option to duplicate the dictionary into the concept or quality folder.

Duplicate Quality Dictionary

Mew Dictionary Type: @ Quality () Concept

- ===

5. Click OK to copy the dictionary.

13.5.7. Deleting a Dictionary

To delete a dictionary, follow these step(s) from the dictionaries accordion:
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1. Select
2 € Delete
3. Prompt

Select the dictionary you want to delete, and either click the “Actions” button or right
click. You will see a menu like this, in this case we just right-clicked.

T Concept Dictionaries

I Example - .

Example -

I Q Delete
Example

Example - Ssise gﬂgﬂ a5 ﬂﬂau;

+ Boundary uncertaint

¥ Open ended (7)

bject

& Import

Example - |
% | Export

EEL2e (T Refresh

-

Example - Resume Ch *

Click Delete.

correct

ndab

Clicking this prompts you to confirm the deletion.

Note 1: If you delete a dictionary that is currently in use by a document or folder, you
will be prompted with a message telling you which folders and/or documents are

currently using it.

If the dictionary is in use, after deletion the folder will use the ‘default’ dictionary.

Important Note: This action cannot be undone.

13.5.8. Setting a default dictionary

What is a ‘default dictionary’?

When you create folders, the folder always has a quality dictionary associated with it.

Once you start uploading documents, you will always see a
quality view with that dictionary. This dictionary is called the
default. You can easily tell the default dictionary, since it will
have this icon associated with it.

You can change the default. This means that any new folders

will use that new default.

We ship with several stock quality dictionaries out of the box.
One of these is the default.

You can easily set the default to one of your other

dictionaries.

Here’s how:
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Select
Either click the “Actions” button or right-click.

Click ‘Set selected as default’.

13.5.9. Exporting / Importing Dictionaries

Select the dictionary you want to make the new default.

IT - Volere Style Reqs

IT - Use Case

‘

New program outline

[z Contracting Information
1. Price Schedule
Price Schedule — Base Period

& Price Schedule — Option Period |

Pice Schedule — Option Period Il
New Te
New ¥ \mary Ghart - Pricing
Simple Duplicate... To: Company Contact Informati
Set selected as default elentations and Cerfifications
@ bees pwiedgemens of Soiictation Am
Hfy Compliancs
& Import
Performance Information
3 Export b
rrunk
C refiesh are Quality Control Plan

+! 4. Staffing (3)

Sometimes you may want to export or import cont
.. . . . I oM e pew } m Manag
dictionaries. You can do so using these options under .
“ - » - Duplicate... ng (4)
the “Actions” menu. Coneopt Df "5 HFIEE . ’t
Exand Set selected as default P
There are four options available. © Delete @
Exi =l
& | Import 4
Ex]j = | Export 4
Exam C‘ Refresh

Here’s the explanation for when you would use each option:

Example - IT Requirem

Name:

Mandatory O

Description:
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Import This allows you import a CSV
from text (comma separated values) file as a

) . Import new dictionary From CSV
file (CSV) new dictionary.

You will be prompted to specify:

. . File to Import: Browse
4. The location of the file— use the Il J -

‘Browse’ button to locate it

Dictionary name:

5. The name of the dictionary Categories and terms from the selected CSV file will be imported
as a new dictionary.

6. The dictionary type: either a
concept or quality dictionary Format Example:

category 1, terml Mame, term description
category 1, termz Mame, term description
category 2, term3 Mame, term description

New dictionary details

Dictionary type: (@ Import as new quality dictionary ‘

o Import as new concept dictionary

| [ Cancel

Import This option allows for sharing of
from dictionaries between VisibleThread
archive sandbox environments. The

underlying format is a proprietary
XML structure. Use this in conjunction
with ‘export to archive’ to share from
one environment to another.

Important: Do not modify the content
of the underlying XML file, as it may
lead to a bad format.

Export to This allows you export this dictionary
text file to a CSV (comma separated values)
(Csv) file.

Export to This option allows for sharing
archive dictionaries between VisibleThread

sandbox environments. The
underlying format is a proprietary
XML structure. Use this in conjunction
with ‘import from archive’ to share
from 1 environment to another.

Important: Do not modify the content
of the underlying XML file, as it may
lead to a bad format.
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13.5.10. Refreshing Quality Analysis view after editing a Quality Dictionary

Once you have finished editing your dictionary, VisibleThread will need to refresh the folder and document(s) to
reflect the dictionary changes in the Quality Analysis view.

At the folder level, you will see this screen after editing your dictionary and going back to Quality Analysis. Just click
the Refresh button.

Summary Discovery Concept Tracking Structure Analysis Quality Analysis Readability Activity Notes

This view needs to be refreshed

This occurs after a dictienary change. This will only take a few moments.

|

This screen will also appear at the document view in Quality Analysis after any dictionary edits. Again, click the
refresh button to re-analyze your document according to the newly modified dictionary.

Tip: For US Government Contractors, many RFP solicitations will contain sections L and M. If you only want to
extract requirements for those sections only rather than the full RFP, do this:

1. Upload the full RFP as a PDF.

2. Generate the compliance matrix.

3. Specify the page range to ignore as 1-x, where x is the page prior to section L.

13.6. Generate a compliance matrix for multiple docs
We have just seen how to shred a single doc. VT Docs also allows you shred multiple docs into one output workbook.
This is useful for these types of scenarios:

1. Different docs into one output: Let's say we need to consolidate several different doc shreds into one
workbook. For example, shredding a SOW (Statement of Work) and an RFP (Request for Proposal) into one

2. Same doc shredded in multiple ways: Sometimes you might use a different search dictionary against the
same doc. This is often true when you have different perspectives/roles reviewing the doc.

In this case upload the doc multiple times and use specific dictionaries against that doc. For example, you
might upload an RFP three times. And you might set your dictionaries in this way:

a. RFP (copy 1) — use a pricing dictionary, with terms like; %, $ dollar etc.
b. RFP (copy 2) — use a legal dictionary, with terms like; indemnify, warranty etc.
c. RFP (copy 3) — use a technology oriented dictionary, with terms like; open source, SQL, java etc.

Here’s how to shred in both scenarios:

Step

1 Select any document in the navigation pane. Click the ‘Create Compliance Matrix...” button. Click “Shred
multiple documents in this folder”.
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BEVTDocs 341 | Folders

D ses Summary Discovery Concept Tracking Structure Analysis Quality Analysis
. Folders Create Compliance Matrix ¥ I l Create Responsibility Matrix ¥ ] ¥, Download Annotated Document Hu
- Shred this document

& Examples -

N Shred multiple documents in this folder
~ @ Example 1 - Sales RFF =)
Quality =m
I @8 TXZ-Corp_PSHF-0

2 Next you will see a window where you can select which docs you want to shred. It looks like this:

Create Compliance Matrix (]

Check the documents you wish to indude in the Shred and dick 'Next’
below.

Document O
TXZ-Corp_PSHF-03-Q-00023.docx
SOW.pdf
01 DRAFT RFP NNG12411365R. pdf O

Check the box against the docs you want to shred. In this case, we’ve selected 3 docs to shred. Once you
hit “Next”, you may see a message like this:

Create Compliance Matrix <]

The documents you're shredding use different dictionaries. If thats ok for you, no problem.

TXZ-Corp_PSHF-03-Q-00023.docx - uses: Contract Kickoff vi

SOW.pdf - uses: Compliance Matrix Scan

01 DRAFT RFP NMG12411365R.pdf - uses: Compliance Matrix Scan
1 3

Do you want to continue?

This appears when some of the docs use different search dictionaries. Click “Yes” to proceed.

3 You will then see a window like this:
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Shred Multiple Documents

Would you like a new Excel tab for every shredded file?

Output format

Split text by () Sentence

@ Paragraph

MNew row on dictionary hit O

Advanced Options

Ignare Text e.0. APPENDIX, COPYRIGHT

output

Wy [
Include Macros to customize O d—

T

This view has the following options:

Would you like a new Excl tab for every shredded file: check to split output into tabs or uncheck
to output all docs contiguously in one sheet.

Split by sentence or paragraph: This affects the granularity of the generated Excel report.
New row on dictionary hit: Checking this option forces the split each time a new term is found.

This option is often used in conjunction when shredding docs such as POs (Purchase Orders),
BOMs (Bill of Materials) or Contracts with FARs (Federal Acquisition Requirements).

It also has 3 advanced options:

Ignore Text: You can omit paragraphs in the generated output that contain certain text. For
example, headers and footers with recurring copyright statements.

Ignore Pages (only applies to PDFs): You can also omit certain pages if the document is in PDF
format. A typical example of this is where you want to omit a page range prior to or after a certain
section. US government contractors frequently ignore everything up to the start of section L in a US
Government RFP.

Include Macros: This will add macros to the outputted Excel file, that the user can use to further
customize the output. For more information see section Error! Reference source not found.
Error! Reference source not found..

Tip 1: if your doc is in an MS Word format and you want to omit pages, consider saving it as PDF and
shredding the PDF version.

Tip 2: Normally when you generate a compliance matrix, you will want to highlight terms such as ‘will’, ‘shall’,
‘must’ etc., so you would expect these terms and others to occur in the dictionary. If the current dictionary is
not the best one, just cancel and use a more appropriate dictionary by clicking ‘Use different dictionary’.

4 Finally, you will see a single workbook with a tab per file. The output appears like this:
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[z] A B € D E F G H I J
+ [visibleThread Startkr Requirements Compliance Matrix for "01 DRAFT RFP NNG12411365R pelf'
2 [Generated By: fergal2@insure-corp.com using 'Contract Kickoff v1' on 4 May 2018 15:43
3
4 Para No. Page Ref  Content Density Your comments here...
Contract Kickffv1 01 DRAFT RFP 2 1 2
5 NNG12411365R pdf
Contract Kickoffv 01 DRAFT RFP 3 1 SECTI |SECTION B - SUPPLIES OR SERVICES AND PRICES/COSTS 9. Sales Prices - No descripfion 2
NNG12411365R pdf oNB 8. Pricing available
Services - No deseription
available
7
Contract Kickoffv1 01 DRAFT RFP. 4 1 B B.1SUPPLIES AND/OR SERVICES TO BE PROVIDED 9. Sales Services - No description | 1
NNG12411365R pelf available
Contract Kickoffv 01 DRAFT RFP. 5 1 The Contractor shall provids all resources (sxcept as may be expressly 5. Progam | Deliver - No descripfion | 1
NNG12411365R pdf stated in the contract as fumished by the Government) necessary to Management | ayailable
deliver and/or perform the items below in accerdance with Clause J.1,
a Attachment A —Statement of Workl, and Task Orders issued-
Contract Kickoffvi 01 DRAFT RFP. 6 1 tem Description Reference Schedule Delivery Method/Addressee(s) 1 5. Program  Monthly - No description 4
NNG12411365R. pdf SOW Requirements As defined in individual task orders and Clause J.1—  Management  availabie
Attachment A - Statement of Wark As defined in individual task orders As
in_a Order 2 Monthly Status Report (MSR) Clauss Report - No description
“ tab) iu ttachment A - Statement of Work By the 10th g
cale 2ach month for the previous month Electronic
- - icer (CO), Contracting Oficer's Technical .
reen ). Task Manitor (TM) 3 Scientific and Technical 2;’;;!";31‘;‘;;‘9!,}:”
Information (ST]) Clause H. 19 1852 235-73; Clause J.1 -Attachment A - P
- and as defined in indiidual task orders § days after
atechnical setting, such as a conference or Schedule - No
iniernal technical discusgjon. The release of Scientific and Technical gdescuptioplavataticl
ugh the ST| process before the STl is
ted Electronic Format/ COTRI TM As
It mentation, Approval, and
Contract Kickeffv1 01 DRAFT RFP. 7 2 NNG12411365R CISTO-SCTS 9. Sales Proposal - No description 1
NNG12411364R odf ilahl
» 1- 06 DRAFT SOW NNG12411365... 2- 01 DRAFT RFP NNG12411365... 3- 07 DRAFT RFP NNG12411365 ... @ q

13.7. Generating a responsibility matrix

When analyzing a contract, managers will often create a “responsibility matrix,” also known as a “RACI matrix.” This
is like the compliance matrix, but instead of only looking for obligations, it can help assign particular responsibilities to
specific teams or individuals. It does this by using the categories of the dictionary to automatically populate
responsibilities. More on how this works later in this section.

Let’s start by showing how to create a responsibility matrix. Follow these steps:
1. Select the document in the navigation pane and click on “Quality Analysis”.

2. Assign the correct dictionary (in this case, a contract-focused dictionary) by clicking “Use Different Dictionary”:

Structure Analysis Quality Analysis Readability Activity Motes

Matrix ¥ | <, Download Annotated Document [ Use different Dictionary = =

3. Select the dictionary you want to use. Here, we'll choose the “Contract Kickoff V1” dictionary and click “Set
Dictionary”:

© VisibleThread 2020



VisibleThread Docs User Help - Version 3.4.1 (December 2020)

Choose a Quality Dictionary L]
Select from the list below, then click "Set Dictionary™
Quality Dictionaries

Bad Language Scan

Compliance Mafrix Scan
Confract Kickoff vi

| =N

|

4. The Quality Analysis view will now be populated by the “Contract Kickoff V1” dictionary.

D ses Summary Discovery Concept Tracking Structure Analysis Q
- Folders I Create Compliance Matrix ¥ l I Create Responsibility Matrix ¥ ] o+, Download Annotate
~ [ Exampies Contract Kickof v1 [m]
Example 1 - Sales RFF ! 5. Program Management 199
(= 9. Sales 108 (]
I G TXZ-Corp_PSHF- cotware s O
SOW.pdf Senvice 17 O
Services 17 O
01 DRAFT RFP NN
License 12 O
+ BB Example 2 - Contracts Licenses 5 0O
3 . Example 3 - Marketing Scope ¢ g
Hardware 2 O
» [ Example 4 - Resumss In scope
+ [ RFP-amy nseope
out of scope
out-of-scope:
Proposal
Proposals
Quote
Quotes
specified at the order level
specified in the delivery order
specified in the individual order
‘Warranty
Equipment
2. Marketing 3 0O
() 4. Stafiing 25 O

5. Next, click “Create Responsibility Matrix”.

1 | Folders

Summary Discovery Concept Tracking Structure Analysis Quality Anal

l Create Compliance Matrix ¥ l

~ [@ Example 1- Sales RFF
I il TXZ-Corp_PSHF-0

SOW.pdf

Gontract Kickoff vi

%) 5. Program

Create Responsibility Matrix ¥

Create matrix for this doc

L, Download Annotated Document.

‘Create matrix for multiple docs

(=) 9. Sales
Software

Semvice

106

1000
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6. Like with the compliance matrix, you have the option to exclude text or pages from your responsibility matrix.
Clicking “Generate Matrix” in this window will export the matrix to your computer in Excel format.

r
Create Responsibility Matrix

We will use this dictionary Contract Kickoff v1
To use a different dictionary hit "Cancel”, then dick "Use different dictionary”

/hh‘ﬁ

Output format
Split text by Z) Sentence

@) Paragraph

o fielud i (i
Ignare Text e.q. APPENDIX, COPYRIGHT “

Macros
Include Macros to customize O — H " -
output ' l I | I | '

G v

This view has the following options:
- Split by sentence or paragraph: This affects the granularity of the generated Excel report.
- New row on dictionary hit: Checking this option forces the split each time a new term is found.

This is often used in conjunction when shredding docs such as POs (Purchase Orders), BOMs (Bill of
Materials) or Contracts with FARs (Federal Acquisition Requirements).

It also has 3 advanced options:

- Ignore Text: You can omit paragraphs in the generated output that contain certain text. For example,
headers and footers with recurring copyright statements.

- lgnore Pages (only applies to PDFs): You can also omit certain pages if the document is in PDF format. A
typical example of this is where you want to omit a page range prior to or after a certain section. US
government contractors frequently ignore everything up to the start of section L in a US Government RFP.

Include Macros: This will add macros to the outputted Excel file, that the user can use to further customize
the output. For more information see section Error! Reference source not found. Error! Reference
source not found..

Tip 1: if your doc is in an MS Word format and you want to omit pages, consider saving it as PDF and shredding the
PDF version.

Tip 2: Normally when you generate a compliance matrix, you will want to highlight terms such as ‘will’, ‘shall’, ‘must’
etc., so you would expect these terms and others to occur in the dictionary. If the current dictionary is not the best
one, just cancel and use a more appropriate dictionary by clicking ‘Use different dictionary’.
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7. Open the Excel file saved to your computer, and you'll see a report that looks like this:

Doc Contents Dictionary Categories drive
with search these columns - indicates

terms flagged where responsibility falls

c (] E

2 : A L]
+ [Responsibility|Matrix for "01 DRAFT REP NNG12411365R pdf-

3 Cenerated By fergal2 @insure-corp.com uting ‘Contract Kickolf vi' o 4 May

108
Contract 01 DRAFTRFP 103 10 (a] (a) The Contractor shal comply with NASA Procedural Requirements 3 Comphance Equipment - No x x 2
Kickof v HNG12411365 {NPR) 6000 3, “Requirements for Packaging. Handing. and Transportation § 9 Sales descrpton aradable
R pdf for Aercoautical and Space Systems, Equipment, and Associated
- Components”. as may be supplemented by the statement of work of Comply - No descrption
spechications of this contract, for all items designated as Class |, I, oc Ml ovadebio
w7
Contract 01 DRAFY RFP 104 10 ] (®) The Contractors packagmg. handing. and transpontation procedures 5 Progam  Written - No descrpbon x 1
Kickof v HNG12411365 may be w5ed. i whola o 1 pant. subyect to the writien approval of the | Managemant  avadable
Contracting Oficer. prowded (1) the Contractor's procedures are not in
confict with amy requrements of this contract. and (2) the requiremants of
this contract shal take precedence in the svent of any confict with the
108 Contractors procedures
act
105
10
m
Contract 01 DRAFTRFP. 108 1" Sokcitation Dra Request for Proposal  NNG12411365R CISTO-SCTS {9, Sales Proposal - No description x 1
Kickof vI NNG12411365 avaladie
R paf
Responsibility Matrix | Excluded Paraqraphs (None) + ‘

How are the columns created?
- Inthe responsibility matrix, the dictionary categories drive the columns.

- Inthe above example, the 9 columns | thru Q were automatically created because the dictionary contains
those categories.

- The “X” indicates a sentence or paragraph where a term in that category appears. For example, row 107
below has text that contains the word “Comply”. As “Comply” is under the Compliance category, the report
shows an X in column K labelled “Compliance”. The remaining Xs in the matrix follow the same idea.
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Contract Kickedf v1 O

# 5, Program Management 9 O 9 cq‘l‘egories in

+ 0. Sales 591 -

R o this search

% 4, Stamag 7 0 dicﬁondry

3. Compliance st

Comply F |
Condlict of interest 18 (]
Condlicts of interest 15 O
Fatential conflict 1 m} 5
Prohibited 10 9 Cu"egon es
ot generated into cols;
Noncompliant
Non-compiiant I “‘ru Q

+ 7. Contract Sefup 0 m}

+ 2. Marksting 1z 0

+ 6. Invaiting n 0O

+ 1. Catalog Management 1 O

A [ ] [3 -] E
[ResgonsibilindMatix for "01 DRAFT RFP NNG12411365R.pdf-
; . -

1
2 |Deneiated by e 8 May DLE 16:06
0

Cartract 1 DRAFT RFP 103 0 iah {a) The Contracta with h ASA P O 3 Compliance Equipeant - No. = = 2
ocks | HNG12411365 (MR 000 1. 7 bquramants dor Fack aging Handing, sed Temaponation 5 Saks sl bt
R pof for Aeronautical s SG0F SYERIE, Lysipment. and Associabed
Components”, a5 may be supplementad by the statament of work o Caamply - No descnpton
Apeiications of thig conteact, for ol dams depgsted o8 Cliss |, I o anlabie
107
Cortract 01 DRAFT RFP 104 10 (6 {t) The Contractor's packaging, handing. and bansporiation procedares. 5 Program  Weiten - Mo ceacripbion = 1
Kickal vi HNG1Z411365 iy b9 used, i whols o i P, Subrect 10 She wiilon Spproval of the  MUNBGIMANL  svadaie
R pe Cortescting Oficer, prowided (1) the Contractor's procedwss we ot i
conflact with any requirements of this costract, and (2 the reqursments of
thig continct Shall take pracedence i the st of sy conflct with the
1o Contractors procedures.
109
110
111
Cormmet 01 DRAFT RFP. 108 7 Sabctation Draft Reguest for Propasal  NNG 124113658 CISTO-SCTS 5 Sala Proposal - io descrpton ® 1
Kicko v HHNGI2411365 Ferace

Rpal

13.8. Generate a responsibility matrix for multiple docs

We have just seen how to create a matrix for one doc. VT Docs also allows you shred multiple docs into one output
responsibility matrix workbook.

This is useful for these types of scenarios:

1. Different docs into one output: Let's say we need to consolidate several different doc shreds into one
workbook. For example, shredding a SOW (Statement of Work) and an RFP (Request for Proposal) into
one.

2. Same doc shredded in multiple ways: Sometimes you might use a different search dictionary against the
same doc. This is often true when you have different perspectives/roles reviewing the doc.

In this case upload the doc multiple times and use specific dictionaries against that doc. For example, you
might upload an RFP three times. And you might set your dictionaries in this way:

a. RFP (copy 1) — use a pricing dictionary, with terms like; %, $ dollar etc.
b. RFP (copy 2) — use a legal dictionary, with terms like; indemnify, warranty etc.
c. RFP (copy 3) — use a technology oriented dictionary, with terms like; open source, SQL, java etc.

Here’s how to shred in both scenarios:
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Step

1. Select any document in the navigation pane. Click the ‘Create Responsibility Matrix...” button. Click “Create matrix for
multiple docs”.

B VT Docs 341 | Folders

D wee Summary Discovery Concept Tracking Structure Analysis Quality Analysis
- Folders [ Create Compliance Matrix ¥ Create Responsibility Matrix ¥ | -, Download Annotated Document =]
- Create matrix for this doc
& Examples Confract Kickoff v
- Create matrix for multiple docs
~ [ Example 1 - Sales RFF +) 5. Program =
~1 9. Sales 106 O
1 B v rae DeuE 8

2. Next you will see a window where you can select which docs you want to shred. It looks like this:

Create Responsibility Matrix (]

Check the documents you wish to include in the Shred and click 'Next’

below.
Document
TXZ-Corp_PSHF-03-Q-00023.docx
SOW.pdf
01 DRAFT RFP NNG12411365R.pdf
=

Check the box against the docs you want to shred. In this case, we’ve selected 3 docs to shred. Once you hit “Next”,
you may see a message like this:

Create Responsibility Matrix

The documents you're shredding use different dictionaries. If thats ok for you, no problem.

THZ-Corp_PSHF-03-Q-00023.docx - uses: Contract Kickeff vi
SOW.pdf - uses: Compliance Matrix Scan

01 DRAFT RFP NMG12411365R.pdf - uses: Compliance Matrix Scan
4

Do you want to continue?

This appears when some of the docs use different search dictionaries. Click “Yes” to proceed.

3. You will then see a window like this:
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How to split the
output?

Shred Multiple Documents

Would you like a new Excel tab for every shredded file?

Output format

Spiit text by Sentence
@ Paragraph
Mew row on dictionary hit O
advanced Options
Ignore Text &.0. APPENDI¥, COPYRIGHT

Content to Omit or Include in

the Shred

This view has the following options:

- Would you like a new Excl tab for every shredded file: check to split output into tabs or uncheck to
output all docs contiguously in one sheet.

- Split by sentence or paragraph: This affects the granularity of the generated Excel report.
- New row on dictionary hit: Checking this option forces the split each time a new term is found.

This option is often used in conjunction when shredding docs such as POs (Purchase Orders), BOMs (Bill of
Materials) or Contracts with FARs (Federal Acquisition Requirements).

It also has 3 advanced options:

- Ignore Text: You can omit paragraphs in the generated output that contain certain text. For example,
headers and footers with recurring copyright statements.

- lgnore Pages (only applies to PDFs): You can also omit certain pages if the document is in PDF format. A
typical example of this is where you want to omit a page range prior to or after a certain section. US
government contractors frequently ignore everything up to the start of section L in a US Government RFP.

Include Macros: This will add macros to the outputted Excel file, that the user can use to further customize
the output. For more information see section Error! Reference source not found. Error! Reference
source not found..

Tip 1: if your doc is in an MS Word format and you want to omit pages, consider saving it as PDF and shredding the
PDF version.

Tip 2: Normally when you generate a compliance matrix, you will want to highlight terms such as ‘will’, ‘shall’, ‘must’
etc., so you would expect these terms and others to occur in the dictionary. If the current dictionary is not the best
one, just cancel and use a more appropriate dictionary by clicking ‘Use different dictionary’.

4. Finally, you will see a single workbook with a tab per file. The output appears like this:
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A B L€ | D L E F Il G | H Il .y | K L | M N  © | P Q | R
+ [Responsibility|Matrix for "01 DRAFT RFP NNG12411365R.pdf"
2 _|Generated By: help@insure-corp.com using 'Contract Kickoff v1' on 8 May 2018 09:31

Document Para No. Ref Content Category

= 3 g =
s £ = Eg w
wi = E » g
g 1 P % B8 @
8= 5 38 & [ =
4 & o o i wE s
Contract 01 DRAFT RFP| 2 1 2
Kickoffv1 NNG12411365
R pdf
6
Contract 01DRAFTRFP| 3 1 SECTI |SECTION B - SUPPLIES OR SERVICES AND PRICES/COSTS 9. Sales Services - No descrption x  x 2
Kickoff v1 NNG12411365 ONB 8. Picing  available
R pdf.
Prices - No desaription
available
7
Contract 01DRAFTRFP 4 1 B.1 B.1SUPPLIES ANDIOR SERVICES TO BE PROVIDED 9. Sales Services - o descrption x 1
Kickoff v1 NNG12411365 available
8
Contract 01DRAFTRFP 5 1 5 Program  Deliver - No description x 1
Kickoffvi NNG12411365 Management  available
s |
Contract 01DRAFTRFF 6 1 & Progam  Monthly - No description x 3
Kickoffv1 NNG12411365 dhidual task orders and Clause J1—  Management  available
ed in each Ta tus Report (MSR) Clause Report - No description
20 and Clause J.1-Attachment A - Statebggnt of Work By the 10th available
calendar day of eachimonth for the previous mohgh_Electronic
Format/Contracting ffficer (CO), Contracting Ofic@lig Technical )
Representative (COT), Task Monitor (TM) 3 Scientiitand Technical Schedule a’:::ﬂahi;
» 1- 06 DRAFT SOW NNG12411365... 2- 01 DRAFT RFP NNG12411365... ‘ 3- 01 DRAFT RFP NNG12411365 ... ® q

13.9. Exporting to Excel
The data can also be exported to Excel in different ways.

The first option, “Export top grid (CSV)”, will generate a “.csv” file (which will open in Excel) that contains the raw data
from the top pane. It will contain the terms from the Quality Dictionary and the number of occurrences. The CSV file
will look like this:

A | B | C

1_ Category # Occurences
2_ 5. Program Management 859
3 |5. Program Management / Annual 47
4 5. Program Management / Annually 4
5 |5. Program Management / Attend 0
6 |5. Program Management / Communicate 2
7 |5. Program Management / Communication 7
8 |5. Program Management / Deliver 11
9 |5. Program Management / Deliverables 9
10 |5. Program Management / Documentation 14
11 |5. Program Management / Email

12 |5. Program Management / Immediate 5
13 |5. Program Management / Immediately 11
14 |5. Program Management / Issue 9
15 |5. Program Management / Issues

16 |5. Program Management / Meeting 14
17 |5. Program Management / Monthly 25
18 |5. Program Management / Notice 47
19 |5. Program Management / Notify 20
20 |5. Program Management / Performance 240
21 |5. Program Management / Performance Requirement 0
22 |5. Program Management / Problem 0
23 |5. Program Management / Problems 13
24 |5. Program Management / Quality 17

Figure 53 - CSV Export from Quality

The second option in the “Export” drop-down is “Export bottom grid (CSV)”. This will generate a CSV file of the data
in the lower pane.
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The last option under the “Export” drop-down is “Export bottom grid (Excel)”.
|

Quality Analysis

Readability Activity Hotes

B stemoemn | E | E (o)

Export to PDF
Export top grid (C5V)

Export bottom grid (CSV)

Export bottom grid (Excel)

Figure 54 - Export bottom grid to Excel

This provides a richer output and set of output report format options. As with the previous CSV export, at least one
Concept Dictionary term must be selected to enable this option. The Excel file will contain each sentence or
paragraph where the selected dictionary keyword(s) appear.

Clicking this will show a screen like this:

BB Hew o sEiit the

Output format

Split text by @ Sentence l

() Paragraph

Hew row on dicfionary hit

O
- Weulld yeu Mis t

output

You are about to generate an Excel file highlighting the paragraphs from the document that
match the selected terms.

Would you like to also indude para%ra%h%ﬁ do ngiantain mafches?
If so, click 'Export all content’. m

~ |

T [ Export only matching paragraphs | [ cancel

Figure 55 - Format options for Export

This view has the following options:

Split by sentence or paragraph: This affects the granularity of the generated Excel report.
New row on dictionary hit: Checking this option forces the split each time a new term is found.

This is often used in conjunction when shredding docs such as POs (Purchase Orders), BOMs (Bill of
Materials) or Contracts with FARs (Federal Acquisition Requirements).

Include macros to customize output: This will add macros to the outputted Excel file, that the user can
use to further customize the output

Export all content OR Export only matching paragraphs: This allows you to export either the full content
of the document with the matches highlighted, or only the paragraphs/sentences where you have a match.

If you select “Export all content”, the full content of the document will be shredded and placed in Excel
format. The matches will be bold and highlighted in red, with the surrounding text turned black. Sections
where no matches appear will be grey:
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A B | C D E g | e B
1 Repdirt for TXZ-Corp_PSHF-03-Q-00023 v.4.docx erm de SCIl QE_IQI'IS
2 . R —| - ey
3| To collapse all groups mrom t___,g d_l»g.l-«!l_'d"’
4| Section with, 2 setect i ows shitcut€ng)
5 | e == b. click on “Data tab
6 c. click ‘Hide Detail
o matches
8 Heading Category Concept f § Content erm Description

6. Past Peformance Liability and  timely The purpose of this Software Quality Control Plan (SQCP) is to define the timely - How do you measure timely? Re-

Information Contract Risk assure d and methodologies that will be employed by TXZ Network phrase with numbers.

\ Purpose Deliverability Technulogles (TX2Z) to assure timely d ies of TXZ's applications that assure - This implies a contractual obligation
meet specified quality dards. This d describes the soft What are you ensuring? Are you sure you car
development and quality assurance life cycles utilized by TXZ and outlines ¥ stand over it? Re-phrase this if possible

353 the system used for client communication and satisfaction e
354/
355

Figure 56 - Export with all content

If you select “Export only matching paragraphs”, you will create an Excel file that only contains
content from the document where a match was found. In contrast to the previous output, there
will be no grey sections:

A B Cc D E F
1 Il «=mm Report for TXZ-Corp_PSHF-03-Q-00023 v.4.docX
2
3 Heading _Category Ce p Ref  Content {Term Description B
Executive Summary Cliches and unique TXZSightTM — An operations center and ‘manager’ inte Unique J unique - Are you sure you are ‘unique’? Why?
Professionalism visualization provides access to critical network ch ics, This comes across as trite & market-ese in
activities, and threats. Associates network network many cases. Remove it & state the evidence

4 topology. that makes you or your offering unique

Executive Summary Liability and most Their knowledge of network pr s critical to development of suchfl most - Is this defined in a measurable way?
Contract Risk il lop the product they have to first be || Who/what are you comparing with?Need to re-
sis. Therefore they are also available to phrase.

5
Product Description Cliches and unique
\1. TXZ Network  Professionalism
Technologies

network analysis, data § unique - Are you sure you are ‘unique'? Why?
g solution that dramatically increaseq| This comes across as trite & market-ese in
efficiency of network analysts. Unlike current many cases. Remove it & state the evidence
- - ocesses or home-grown tools, TXZ uses proprietary \that makes you or your offering unique 4
o n I y s e Ct_l w l th algorithm: unique visualization capabilities to ically make
t h 4“. I - a Mﬂtsparate global lnlemet data sets tuming reams of data \ Term dﬁ,s,ggp ['L
a match are include into actionable.

intellig andthus hproving
Il S N —— oerformance. comoliance. securitv itorina. and i e from the dICt ar¥

Figure 57 - Export only matching paragraphs

13.10. Downloading Annotated Documents

The final export option allows you to download an annotated version of an uploaded Word file in “.docx” format. This
annotated document is an exact copy of your uploaded document, with the terms flagged using MS Word comments
within the document.

This allows you to make changes to your document directly within Word.

This is useful if you are editing content for any type of document. For instance, you might want to identify risk terms,
and need to review and possibly scrub them directly within the document.

Note: This feature is only available for “.docx” files. If your file has a different format, this option is disabled.

Click “Download Annotated Document, and the system will create an MS Word document.
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B Use different dictio

[I {, Download Annotated Document] B 4 l Type

FProp Validation - Systems IT Freq. ~ |:|
Data stewardship
—) Security {1 Item)

Information Security 1 [1

Figure 58 - Download annotated doc option
You'll see the Quality Dictionary keywords highlighted, with the term descriptions (if available) provided as comments.

1. TXZ Network Technologies Overview
TXZ Network Technologies provides a dynamic network analysis. data fusion,

visualization and monitoring solution that dramatically increases the effectiveness and .

- i ; - H VisibleThread
efficiency of network analysts. Unlike current manual processes or home-grown tools, “Umique’ - Are you sure vou zre ‘wnique’? Why? This
TXZ uses proprietary algorithms and unique visualization capabilities to automatically comes across as trite & market-ese in many cases.

Femove it & state the evidence that makes you or

make rapid sense of disparate global Intemet data sets turning reams of data into 3 .
vour offering unique.

actionable, valuable network intelligence and thus improving performance, compliance,

security, monitoring, and intelligence gathering capabilities. €1 Reply ¥3
TXZ'’s products Htiple dat d distributed thr tthe world | [ VisibleThread

s products access multiple data sources and sensors distribute _oughn?u the wor "such as - I your list fully inclusive? Tishten it by
to produce a real-time view of the global Internet. Global networks deliver mission-critical including all aspects and drop 'such g/ if possible.

hanafite bt hatva tha antantial tn datralan anarmone carnritr and natinrl ricle Thaea

NOTE: Leaving all boxes unchecked in the Quality Analysis view and clicking “Download Annotated Document” will
generate the annotated document with all dictionary matches included.

If one or more specific boxes are checked, the annotated document export will only flag the selected dictionary terms.

13.11. Quality Analysis at Folder Level

Quality Analysis at the folder level shows an overview of the documents, dictionary used and search terms and
occurrences. It's a useful way to get an overview snapshot.
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EHVTDocs 341 | Folders

D T Summary Discovery Concept Tracking Structure Analysis Quality Analvsi. “Im “
B Folders l “ Create Compliance Matrix | | 5% Create Responsibilty Matrix & Use different Dictionary = ~ “ “ “ . u

-l Examples Folder / Document / Quality Quality Scan Size # Hits /
3 documents 4107

I - [a Example 1 - Sales RF| =/ Example 1 - Sales RFP Compliance Matric

= (i TXZ-Corp_PSHF-03.Q.00023 docx Contract Kickoff vi 8582 words 369
Bl 7XZ-Corp_PSHF-03

%) 1. Calalog Management
SOW.pdf =) 2. Marketing

Market
01 DRAFT RFP NN

Markeling
» 0 Example 2 - Contracts Promote
Promaling
» BB ©xample 3 - Marketing
Web 2
+ BB ©xample 4 - Resumes Web-based 7
Website 2
» B rFP-Amy
% 3. Compliance 6
+ 4. Staffing 5

Ead
i

) 8. Pricing 2

+ 9. Sales 106
+ SOW pdf Compliance Matrix 3580 words 214
+ 01 DRAFT RFP NNG12411365R pt Compliance Matrix ... 54433 words 3524

Figure 59 - Quality Analysis at Folder level

This view contains these columns:

Folder / Document / This shows the folder, document, or Quality Category.

Quality

Quality Scan This is the Quality Dictionary currently in use.

Size This represents the size of the document in terms of words within headings.

# Hits This shows the number of dictionary terms found. At the document and category
level, this is a roll-up value, calculated by summing the number of occurrences
found below.

13.12. Managing Quality Dictionaries (Create New, Edit, Copy etc.)

Note: Permissions. Only users with dictionary permissions can create, modify or delete Dictionaries. If you do not
have dictionary rights and you attempt to modify dictionaries, you will get this message.
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Permissions restriction @

You do not have permissions to perform this action. Only users with Dictionary rights can do so.

If you need to customize / edit dictionaries, contact your VisibleThread administrator who can grant you dictionary
rights.

We use dictionaries to find terms or phrases across a folder of documents in the Quality Analysis view, but where are
the dictionaries defined? How do you modify them?

To see the list of dictionaries, click ‘Dictionaries’ in the sidebar.

B VTDocs 1s1 DI

®

+ Quaiity Dictionaries
» Concepl Dictionaries

» Strucue Outines

You will see three types of items: Quality Dictionaries, Concept Dictionaries, and Structure Outlines.
To see the full list of quality dictionaries in your environment, click the “Quality Dictionaries” entry.

Then, select a specific dictionary to see what it contains.
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HVTDocs 341 | Dictionaries

@ ees | ¢ EdtDictonary | X =] (<] = E | & Import terms from textfile (C5V)
. Calegory Description
~ Quality Dictionaries
) Liability and Contract Risk (24) Unsupportable claims, superiatives, overly inclusive, unnecessarlly negative, firm
guaranees not required in the T&Cs. If.in your enthusiasm fo secure the confract, you
L] I Bad Language Scan inadveriently make a promise or guaranies that you can't deliver on then you are exposed

o legal aelion o re-negoliation ai 2 later stage. Review: all stalemenis thal may invelve
unprovabie abligations or over the top assertions.
Compliance Matrix Scan
-] ) Ciiches and Professionalism (32) Trite statements and claims damage your professionalism. Review 3l statements and
either put hard evidence from past bids to back up your claim or remove the superlafives
‘Contract Kickoff v1

) Deliverability {10} tements that are not testable or measurable may result in
|I iclude: product/system defects, components built outside
ul » Concept Dictionaries o < that meet the proposal guidelines but not the intent of the

SOW or RFP.
» Stucture Outiines. =) Credibility (31) Groveliing style statements. Statements that do nothing for your argument. They have
wery poor fone and suggest pure waffle.
imegardless Nonsense word that is often used. Use regardless' in the comect context
hopefully Often eifher means the author is hopeful or the subject af the phrase is hopeful. Re-write
anxious Implies negative senfiment use 'eager’ instead, eg- 'we are eagerio. '
committed to Reviewers assume you are commilted o provide something. Remove it & eul your word
count.
pleased to = l .‘ r Credib happy to provide something is incidental
be honored Damages your credibility. Whether you are ‘honored' to provide something is incidental
Remove it & cul your word count.
happy to Damages your credibility. Whether you are happy to provide something is incidental.
Remove it & cuf your word count
can provide Be definiive. Re-phrase lo communicate what it is you wil or wil not do
may provide Be definitive, re-phrase with measurable deliverables in certain timeframes.
might deliver Be definitive, re-phrase wilh measurable deliverables in certain fimeframes.
bells and whistles Market-ese of the worst type. Remove
are confident 1f you are not confident, there's some serious issues! This is assumed and does nofhing fo
help your case. Remove it and cut your word count.
delighted to Eliminate this_ It goes without saying. State what you will do.
quality focused s opposed 107 If there is something big you're achieved hat is of value o the customer
simply state it clearly.
we value Instead of valuing it. deliver it
Details
. Name:
<o
Description
g

Figure 60 - Exploring a Quality Dictionary with Categories and Terms

Next, let's see how we can create new quality dictionaries. Later, we will show you how to edit the quality terms in a
specific dictionary.

13.12.1. How to create a new Dictionary

Step
4. Click the ‘New >> Quality dictionary...’” button.

& HBVTDocs 341 | Did

Structure Outline... Cal

Quality Dictionary... 1

Concept dictionary...

‘Compliance Matrix Scan

Confract Kickoff v1

¢ Concept Dictionaries

5. Next, enter the name for your new dictionary and click ‘OK’.

6. Now you will see an empty dictionary, ready for editing.

You’re now ready to edit the dictionary.

13.12.2. Customizing / Editing Dictionaries

There are two primary ways to customize dictionaries. These are:
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3. Using the VisibleThread dictionary editor
4. Bulk import from CSV (Comma Separated Value) formatted text files.
You will tend to use bulk import when you have quite a few dictionary items, and you want to set them up quickly.

We’'ll explain these two approaches in the next sections.

13.12.3. Customizing - using the VisibleThread dictionary Editor

Once you select a specific quality dictionary, the right-hand side view shows the dictionary details.

BEVTDocs ss1 | Dictionaries

& Import terms from text file (CSV)

Category Description
» Quallty Dictionaries

~ Concept Dictionaries
Example - Buzzwords and,
Example - Compliance Ch:
Example - Health Insuranc:
Example - IT Affinity Check
Example - IT Requirement
Example - Labor Categorie
Example - Resume Check:
Example - US to British En
Example - Win Theme Che

I New Risk Checker V1 ¢

Figure 61 - Dictionary Editor

If the dictionary already has categories and terms, you’ll see something like this:

B VT Docs s

| Dictionaries

& Edit Dictionary X B Q = E & Import terms from text file (CSV)

Gategory Description
~ Quality Dictionaries
not defined
Compliance Matrix Sca. ~ “

not determined

Contract Kickoff vi 1o be detemined

~ Concept Dictionaries 1o be completed

I ELas plo) BRzzuate T8BD \
TO DO
TODO

Example - IT Affinity Ct| | () Measurabilty (25)

%) Cliches & buzzwords (8)
Example - IT Requirem
%) Optionality (20)

Example - Labor Categ| | |(%) Unachisvable - too specific (4)

) Boundary uncertainty (2)
Example - Resume Ch |
%) Open ended (7)

Example - US to Britisf | (4 |mprecise & Subjective (12)
Example - Win Theme
New Risk Checker V1

~ Stucture Cutiines.

Figure 62 — Quality List with specific list showing terms on right

Let’s explain the right-hand view, and then we’ll explain how to edit.

Quality dictionaries consist of categories and search terms. Categories are logical groups. Terms are the search
terms or phrases you’re searching for.

For instance, the above screen shows a category called “Section M — Critical ltems” containing 10 terms to search
for. This user is a US government contractor using quality to search for pre-defined solicitation terms that qualify the
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pursuit. They are scanning documentation to ensure adequate coverage of critical items. These reports impact their
bid/no-bid and teaming decisions.

When you click a category or term, the category or term attributes are shown in the bottom ‘detail’ pane. The category
detail includes:

- Name — name of the category
- Description — the description of that category

The standard mode of the dictionary editor is ‘read-only’. This means that are initially disabled (indicated by grey
button text).

To start editing, click the ‘Edit dictionary’ button on the toolbar immediately above the detail area.

BVTDocs s<1 | Dictionaries

& Edit Dictionary

Category

Figure 63 - Edit dictionary option

This then enables the other buttons and allows you to edit.

]
L]

> Cancel adit é Save Mew Category New Term 6 Delete & | Import terms from text fila (CSV)

Figure 64 - Options enabled once in edit mode

Here’s how you add categories and terms:

New This allows you create a new category.

category Clicking this prompts you for a name and optional description. Once you click ‘OK’, the system

creates a new category with the name entered.

New term This allows you create a new quality term. The quality term will be added to the currently
selected category.

When you click this, the system shows a screen like this:

New Term

Match words beginning with:  []

Name:

Description

“ CCHEEI

Enter the quality term name and an optional description.

The description will surface later in generated reports so, often is useful as guidance text
explaining the significance of the term.

Note — there is also an option to “Match words beginning with” for terms. This supports partial
word matching. For example, if you enter the term “CM”, checking this option will match “CM”
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@ Delete

“CMM” and “CMMi” or any other variation starting with “CM”. This is also useful when looking
for singular and plurals. For example, with this box checked, “customer” will match “customer”
and “customers”.

Once you click ‘OK’, the system creates a new quality term.

This deletes the selected category or selected term.

Other options available on the toolbar are:

X Cancel edit

Ig Save

WA

Cancel Edit

After making changes, you may want to cancel them. Click this to discard any changes made
since the last save. The prior version of the dictionary will be restored.

Save

This saves any changes made to the Dictionary. Clicking this will also prompt you to confirm
the save.

Collapse
This collapses all rows.
Expand

This expands all rows.

Tip: You can use drag & drop to move items up or down or into other areas. Position your mouse pointer over the
Text area of the node you want to move and drag it to the desired location.

13.12.4.

Modifying a Category or Term

You may want to edit the detail for a category or term previously defined. Let’s say you want to change the term
“‘community” to “commun” and make it a broad match. By making it a broad match, this will then pick up “community”,

“communities” etc.

Tip: Make sure you are in Edit mode when modifying terms. Click the ‘Edit dictionary’ button.

Just follow these steps:

Select the
Term

Click the term, so for example in this case we want to edit ‘hopefully’:

£ Edit Dictionary = £ & Import terms from text file (CSV)
Category Description
%) Liability and Contract Risk (24) 1 claims. ives, overly inclusive. negative, fimm

guarantees not required in the T&Cs. If, in your enthusiasm to secure fhe confract, you
inadverlently make a promise or guarantee that you can't deliver on then you are exposed
to legal action or re-negotiation af a later stage. Review all statements that may involve
unprovable obligations or over the top assertions.

) Cliches and Professionalism (32) Trite statements and claims damage your professionalism. Review 2l statements and
either put hard evidence from past bids to back up your claim or remove the superiatives.
) Deliverability (10) Delivery Cost Requirement statements that are not testable o measurable may resultin
to include defests built outside
acceplable iolerances, systems that meet the proposal guidelines but not the infent of the:
SOW or RFP.
=) Credibility (31) i ents. Statements that do nothing for your argument. They have
ggest pure waffle
imegardiess Nonsense word that is often used. Use ‘regardiess’ in the comect context
hopefully Often either means the authar is hopeful or the subject of the phrase is hopeful. Re-write
this.
anxious Implies negative sentiment, use ‘sager’ instead, eg: ‘we are eager to..
committed to Revievers assume you are committed to provide something. Remove it & cut your word
count.
pleased to Damages your credibility. Whether you are happy fo provide something is incidental

Remove it & cul your word count

be honored Damages your credibility. Whether you are ‘honored to provide something is incidental
Remove it & cut your word count
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Edit the In the bottom of the screen you will see the term details:
d etall we value Instead of valuing it, delver it
Details

Maich words beginning with:
MName: hope

Description: Often either means the author is hopeful or the subject of the phrase is hopeful. Re-write this.

Next, change the text in the name to “hope” and check the box ‘Match words beginning with’.

If you want to specify a description, enter it here. The description will surface later in generated
reports. This will serve as useful guidance text explaining the significance of the term.

The exact same process applies to category edits.

13.12.5. Customizing — using bulk Import from CSV

In cases where you have multiple terms or phrases, it is often easier to bulk import them into a dictionary, using CSV
(Comma Separated Values) import. The easiest way to do this is by editing the file in Excel (or any text editor) and
saving as a CSV formatted file from Excel.

To perform an import, follow the steps below.

Step
9. Open Excel with a blank sheet:

® = I=

File Home Insert Page Layout Formulas Dat

j & Calibri 11 v A4
3~

aste B J U-~|iiv| &~ Av

Clipboard 1x Font

CURE- RET R TRYNE
=

.m

(o}

(=)

m

10 Next, enter the terms you want to import. The format is simple. Each column maps to the dictionary in this
way:

- Column A maps to the category, so in the screen below, you can see 2 categories; 1. Technical
and 2. Business

- Column B maps to the term. You can see the terms below: CMM, I1SO etc.

- Column C is the description.
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F jome Insert Data Review View
! st 4
2 : - _ T = .
] r N T AT T General
Thg categor ptions/(optional)
Pa e B 7 U = a3 Merge & Center - EE' Ya
Clipboard Alignment ] MNu
B12 - fe |
A [ B | ¢ D E F G

1 1.Technical (cmm h N

2 1.Technical | I1SO - (;J B.: =

3 1. Technical Agi d R ]

gil The Terms

4 |1. Technical API

5 |2.Business Low Risk

6 |2.Business Low Turnover

7 |2. Business Management Qualificatfons

B 2. Business Recruiting Meed to proved the ability to fill all required positions
9 2. Business Training

10 2. Business Security

N J
11
12 | |

Some notes on import logic:
k) If the term already exists in the dictionary, it will be skipped on import.

I)  You can leave column A empty, in which case the term will go into a ‘Default Category’ that the
importer will create.

m) If the category already exists in your dictionary, the term will be added to that category.
n) If the category does not exist, it is created automatically.
0) Finally, the description field is optional.

11 When you're ready in Excel, click ‘Save As’.

e~

Home Insert Page Layout Formulas Data Revi

= save . .
— Information about Laurendic
Ci\Users\Fergal\Desktop\Laurendictionary.csv
[ Open

Lj Close .
_ Permissions

J-e;] Anyone can open, copy, and

Protect
Workbook ~

NOTE 1: Some versions of Excel may present the ‘Save As’ option differently.

NOTE 2: The ‘Import from CSV’ and ‘Export to CSV’ functions will preserve the ‘Match words beginning
with” option. If you export, you will see an “*” character to the right of the term. To set the option no an
import, just add an “*” to the term.

NOTE 3: If you want to back up dictionaries (perhaps because you’re moving to a new environment), use
the ‘Export as Archive’ capability. This will preserve the ‘Match words beginning with’ attribute and will
restore it correctly. For more, see section ‘11.9.99 Exporting / Importing Dictionaries’.
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12 Name your file and save as a CSV format to a location you’ll remember: your desktop, for example.

Home Insg Save As

- - | » Computer » Acer (C:) » Users b. » Desktop »
Calibri uu = P . P

B I U Organize v e Excel Workbook
Excel Macro-Enabled Workbook

I VisibleThread Excel Binary Workbook
Ml Deskto Excel 97-2003 Workbook
812 " XML Data

A 42 My Dropbox Single File Web Page

4 Downloads | Web Page

n!CE| S ] Recent Places Excel Template
nical 150 = Excel Macro-Enabled Template
nical Agi Excel 97-2003 Template
: Ml Desktoy Text (Tab delimited)
nical API . h p Unicode Text
tess  Low ol Libraries ypgy Spreadsheet 2003
1ess Low j Documengeivierorofeixrern TR
1ess Mar J’ Music C5V (Comma delimited)
1ess Rec| [&=| Pictures Text (Macintosh)
1ess Trai B videos Text (MS-DOS)
Jess Sac ‘% H CSV (Macintesh)
CMEGrOUPR  Cgy (MS-DOS)
A Fergal DIF (Data Interchange Fermat)
. SYLK (Symbaolic Link)
[ ¥
|: 15) Computer | o Add-In

€l Network  Excel 97-2003 Add-In
@ st noe i |PDF
XP5 Document
Filename: | gpenDocument Spreadshest

Save as type: [CSV (Comma delimited]

Authors: Feraal Taos: Add a tao

[NOTE: Be sure to select the right CSV format in Excel. It's the one mid-way down the available list]

13 Once you hit save, Excel will prompt you with a message similar to the below. Sometimes there may be
more than one message. Go ahead and click ‘Yes'.

Microsoft Excel @
Mew Import Dictionary.csv may contain features that are not compatible with CSV {Comma delimited). Do you want to keep the workbook in this format?
« To keep this format, which leaves out any incompatible features, dick Yes.

« To preserve the features, dick Mo, Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

[Yes ][ Mo ][Help]

14 Next, we want to import the CSV file.

Select your dictionary and click the ‘Import terms from text file (CSV)’ option to the right.

(] = £ [ @ Import terms from text file (CSV) ]

Description

Items that we must be clear on

tools, langauges. methods

15 You will see a screen like this:
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Import terms From text file (CSV)

Each term in the CSV data will be imported into the matching
category in the dictionary. If no matching category can be found
a new one will be created in the dictionary and the term will be
added to the new category

Format Example:
category 1, terml Name, term description

category 1, term2 Name, term description
category 2, term3 Name, term description

o]

Click the ‘Browse’ button, select the CSV file you created a moment ago, and click ‘Import’.

16 Once finished, you will see the contents of the CSV file in the dictionary. Using the dictionary example from
step #2 above, it will look like this after the import:

# Edit dictionary | ¥ I

Category

# 1. Business (5)

[# 2. Technical Factors (4)
# 3. Bond Terminology (3)

[H 4. Shares (3 y
LA

1. Technical (4)
# CMM
@80
i Agile
i API

13.12.6. Copying Dictionaries

If you have existing dictionaries, it's very easy to copy them. Just follow these steps:

Step
6. Select the dictionary you want to copy. In this case, we select ‘FIT Affinity 2.

VisibleThread | Docs 301

New [ Actions [ & Edit Dictionary X

“ | Category
B e
FAR Extractor - April 2 <+ 1. Business Attributes (23)

5 FAR Extractor - Aug 20 | & 2. Technical (77)

I H F7 affinity 2 [ ——
& Fs - Reinsurance v1
[ GTRI_OSP_Resume_t

[ IRS - FAR checker

7. Click ‘Actions >> Duplicate selected dictionary’.
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* Concept Dictionaries uncertainty (2)
P4 7)
I Example - Buzzwod dbjective (12)

T New b_|_Good
S Duplicate... -I
Bad
Set selected as default
typically
€ Delete
enough
4| Import 3
understandable way
5| Export 3
correctly
(¥ Refresh
carrect
convenient
Example - US to British clearly

8. Enter the name for your new dictionary.

9. You have the option to duplicate the dictionary into the concept or quality folder.

Duplicate Quality Dictionary

Mew Dictionary Type: @ Quality @ Concept

- 1===

10 Click OK to copy the dictionary.

13.12.7. Deleting a Dictionary

To delete a dictionary, follow these step(s) from the dictionaries accordion:

4. Select Select the dictionary you want to delete, and either click the “Actions” button or right
click. You will see a menu like this, in this case we just right-clicked.

) Boundary uncertaint

T GConcept Dictionaries
&) Open ended (7)
I Example - ject
y New b ibjecti
Example - i Duplicate...
Example -t___Setselected as default
€ Delste ]
Example
& Import 4
Example - |
4 Export ¥ tndab

=T 2e (¥ Refresh

Example - Resume Ch, * correct

5. € Delete Click Delete.

6. Prompt Clicking this prompts you to confirm the deletion.
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Note 1: If you delete a dictionary that is currently in use by a document or folder, you
will be prompted with a message telling you which folders and/or documents are

currently using it.

If the dictionary is in use, after deletion the folder will use the ‘default’ dictionary.

Important Note: This action cannot be undone.

13.12.8. Setting a default dictionary

What is a ‘default dictionary’?

When you create folders, the folder always has a quality dictionary associated with it.

Once you start uploading documents, you will always see a
quality view with that dictionary. This dictionary is called the
default. You can easily tell the default dictionary, since it will

have this icon associated with it.

You can change the default. This means that any new folders
will use that new default.

We ship with several stock quality dictionaries out of the box.

One of these is the default.

You can easily set the default to one of your other

dictionaries.

Here’s how:

Select Select the dictionary you want to make the new default.
Either click the “Actions” button or right-click.

=] Click ‘Set selected as default’.

IT - Use Case

IT - Volere Style Regs

Contracting Information

=& 1. Price Schedule

5 Price Schedule - Base Period
New program outline Price Schedule - Option Period |
Price Schedule - Option Period II
New Tel
W New ¥ \mary Ghart - Pricing
Simple ] “i Duplicate... To: Company Contact Informati
Set selected as default £ entations and Gertifications
@ Deete  pwisdgsments of Solicitation Ame
ify Compliance
& Import
Performance Information
3| Export 3
Trunk
(* Refresh

vare Quality Control Plan

HName.

Mandatory

Description

O
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13.12.9. Exporting / Importing Dictionaries
Sometimes you may want to export or import I - o SEme e)
- . . . s New b Im Manag
dictionaries. You can do so using these options under .
* ConceptD| “Hi Duplicate... ng (4)

the “Actions” menu.

Exand Set selected as default ot Setup
There are four options available. © Delete ®

Ex )
& Import 4
Exgm| = | Export 2

Exam| (_* Refresh

Example - IT Requirem

Here’s the explanation for when you would use each option:

Import This allows you import a CSV
from text (comma separated values) file as a

. o Import new dictionary From CSV
file (CSV) new dictionary.

You will be prompted to specify:

. . File to Import: Browse
7. The location of the file— use the Il J -

‘Browse’ button to locate it

Dictionary name:

8. The name of the dictionary Categories and terms from the selected CSV file will be importad
as a new dictionary.

9. The dictionary type: either a
concept or quality dictionary Format Example:

category 1, terml Mame, term description
category 1, termz Mame, term description
category 2, term3 Mame, term description

Mew dictionary details

Dictionary type: (@ Import as new quality dictionary ‘

)] Import as new concept dictionary

| [ Cancel

Import This option allows for sharing of
from dictionaries between VisibleThread
archive sandbox environments. The

underlying format is a proprietary
XML structure. Use this in conjunction
with ‘export to archive’ to share from
one environment to another.

Important: Do not modify the content
of the underlying XML file, as it may
lead to a bad format.
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Export to This allows you export this dictionary
text file to a CSV (comma separated values)
(Csv) file.

Export to This option allows for sharing
archive dictionaries between VisibleThread

sandbox environments. The
underlying format is a proprietary
XML structure. Use this in conjunction
with ‘import from archive’ to share
from 1 environment to another.

Important: Do not modify the content
of the underlying XML file, as it may
lead to a bad format.

13.12.10. Refreshing Quality Analysis view after editing a Quality Dictionary

Once you have finished editing your dictionary, VisibleThread will need to refresh the folder and document(s) to
reflect the dictionary changes in the Quality Analysis view.

At the folder level, you will see this screen after editing your dictionary and going back to Quality Analysis. Just click
the Refresh button.

summary Discovery Concept Tracking Structure Analysis Quality Analysis Readability Activity Notes

This view needs to be refreshed

This occurs after a dictionary change. This will only take a few moments.

|

This screen will also appear at the document view in Quality Analysis after any dictionary edits. Again, click the
refresh button to re-analyze your document according to the newly modified dictionary.

14. Readability

Anything that makes text more difficult to understand hinders communication. This includes long, run-on sentences,
passive voice, over use of jargon etc. Complex language puts a greater cognitive burden on your readers.

Readability analysis provides an instant clarity report for any document or collection of documents.

14.1. The Readability View at Folder Level
The folder level Readability tab is a great way to see language statistics across multiple documents.

Use it to compare and focus on difficult copy. If your folder contains documents authored by different writers with
different styles, it helps to identify style anomalies.
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BEVTDocs 341 | Folders

0 roen Here's how the & documents in this folder compare for Readabiy
LI - capes
8 [y P ———
| -5 coomez-comney [ PEOSTRIFWALRSE
ul ®

PEQ STRI FibieL ot

[ oars_mep FnAL

[2 saski_technology e aski_technology_incorporated_dspartment_of _the_
communication_electronics_command_cacom

[ wears_arp omny
[A PEQSTRI Dratpal
[ sagan_meatisterpd
[T ——
+ I Exargi 4 - Resursen|

+ I RPRamy

HCaTS_RFP FINAL pdf

_coniraet_w15pTt0dde21_rfp_wibpTi8re00i_co.pd
T

Readability actnity Notes

20.82% p
31 er2s

654 f 2,643 semences

68 12,38

24.02% p:
M o123

2066%
el

Figure 65 - Four documents with readability metrics - evolving over time

You can export this view to a PDF report by clicking on the “Export” button at the top right of the pane. The PDF

report will then be saved to your downloads folder.

Readability Actity Notes

27.71% lang se
707 o1 2

32.39% long

Figure 66 - Folder level readability export option

This report contains all the scores and metrics.

lear Language report for RFP 2 - IN %28Versions%29 (4).pdf

VisibleThread™ Clear Language Folder View Report for RFP 2 - IN (Versions)

How to use the report 7

Use this report to make sure that different authors adopt the same tone of voice and brand style. Also use it to measure improvement for different versions of a doc.

Here's how the 3 documents in this folder compare for Clear Language

Vol | Tech XXX_TO6_v15.docx
—_ | Added Wed 28 Oct 2015 by you

[ | Vol | Tech XXX_TO6_v17.docx
| Added Wed 28 Oct 2015 by you

=] Vol | Tech XXX_TO6_v21.docx
| Added Wed 28 Oct 2015 by you

Size

10,384 words
Size 1 MB

12,989 words
Size 1 MB

12,557 words
Size 1 MB

Figure 67 - Readability folder level PDF report

This table explains each Clear Language metric:

Long Sentences

20.14% long
sentences
139 of 690 sentences

18.71% long
sentences

160 of 855 seniences

long
sentences
79 of 958 sentences

Passive Language

passive
sentences
60 of 690 seniences

passive
sentences

66 of 855 sentences

3.65% passive
sentences
35 of 958 sentences

Average Sentence
Length

words

words

words

Readability

.
[ 241100
.

Reading Level (US)

Grade 13

Grade 13

Grade 12
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Metric Formula

1. Readability (Flesch Reading Ease)

Readability ranges from 0 to 100. 100 is the top mark. If (206.835 — (1.015 x Average
communicating with citizens, aim for at least 50. Sentence Length) — (84.6 x
Average Syllables per Word))

This is based on the Flesch Reading Ease index.
You can interpret scores based on this table.
Score Notes

- 90.0-100.0, easily understood by an average 11-
year-old student

- 60.0-70.0, easily understood by 13 to 15-year-old
students

- 0.0-30.0, best understood by university graduates

See here for more detail on Flesch scoring:
http://en.wikipedia.org/wiki/Flesch%E2%80%93Kincaid_rea
dability tests#Flesch Reading Ease

2. US Grade Level

This is the level of education your reader needs to have to Uses the Flesch-Kincaid Grade
comfortably understand the copy. level algorithm

Tip: For non-US readers, add 5 years to the grade level as
a rough guide to the age a person must be in education
until. For example, if you see grade 18, then a person must
have been in full time education till age 23. This would
roughly equate to a primary degree followed by a masters
level education in the UK and elsewhere.

See here for more detail on Flesch scoring:
http://en.wikipedia.org/wiki/Flesch%E2%80%93Kincaid_rea
dability tests#Flesch Reading_Ease

3. Long Sentences

The % rating is the proportion of sentences that are long. (Long Sentences / Total Sentences
Long sentences are greater than 25 words. Long *100)

sentences mask multiple concepts. Splitting them results in

a clearer, easier to digest message. Multi-clause sentences

can also hide valuable detail.

4. Average Sentence Length
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The average sentence length expressed as number of (Number of words / Number of
words. While occasional long sentences are fine, a high Sentences)

number here indicates overall tone is too complex for

accessible text.

5. Passive Voice

You have a passive construct when the verb acts on the (Passive Sentences / Total
noun. Sentences * 100)

This is passive: “The meeting was held”. This is active: ‘We
held the meeting’. Active voice distinguishes the actor and
generally makes the text more understandable.

The document level view shows a more detailed report, pinpointing the content flagged. We’'ll cover that in the next
section.

14.2. The Readability View at Document Level

As you drill down to the document level, the Readability view shows a detailed breakout of content for that document.
It looks like this:

BEVTDocs a1 | Folders O drarn demaavednavisilethvead. com +

(e} ews | summary Descovery Concept Tracking Structure Analysis Quality Analysis Readability Activty Hotes .“*
L]

B Foioers Ho. Words:

L - e 47,150 words
Lngioge

= [ PE———

-~ Celercedding

Suggestans Reasabaly (Fesn) Grace Leve:

[ Hoars_rep sl o
[2) sashsecmotogs i \ !
[8) Hoars_Reporang
) PeosTRIDGsd o, .
5 sagan_mesneter o voica 13t coar,
Very Long sent
+ I Exarple 3 Markstng o " chence. His 44
it ong. Consies bull panks o B
» [ Exsrple ¢ _Resumas
Lk Paga 1 10 [0 o0
> I Rep o amy

A
INSPECTION AND ACCEPTANCE DELIVERIES OR

e niss3
it

x CATIONS AND
FFERORS CONTRACT ADMINISTRATION DATA 29

Paga 1

Vaice
ascapled snd compeles
8. 15 lear wno pertarms

rplance’ into 3 veid I
| P 3

Displaying 1- 50 of 900

Pagali o

Figure 68 - An example document level Readability analysis

The dominant part of the view shows content extracts for long sentences, passive voice and hidden verbs, and each
paragraphs readability score. These extracts are cross referenced by heading for MS Word documents or page
number for PDF documents.

The top area shows overall statistics for the document. In addition to the metrics already explained, this view also
flags nominalizations (sometimes called hidden verbs).

© VisibleThread 2020



122

VisibleThread Docs User Help - Version 3.4.1 (December 2020)

When you use a verb in noun form, it is called a ‘hidden verb’ or nominalization. For example: “Please make an
" vs. “Please apply”

The hidden verb is contained in the noun ‘application’. It hides the verb ‘apply’. Reducing hidden verbs makes copy
clearer and reduces word count.

14.3. Exporting the Readability report

In many cases you may want to share Clear Language reports with colleagues or other third parties. You can export
the report in two ways: “Export to PDF” generates a PDF file of your Readability Report, “Export to Excel Report”
exports the report to an Excel spreadsheet.

You can find the export options here:

o]

Grade Level Export to PDF

Export to Excel

Figure 69 - Readability export options

Clicking this button will download the report to your downloads folder.

The PDF report will look like this:
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VisibleThread” Readability Report for TXZ-Corp_PSHF-03-Q-00023.docx

Page 1
Report generated on Tuesday, 8 May 2018

How to use the report 7

Wife list the readability scoresfor the docurnent first. Then underneath, we show the exact content extracted fromthe docurment highlighting the language issues detected.

Long Sentences

6.0 l -

This section shows the exact content extracted from the docurnent highlighting the language issues detected and suggested fixes.

Language issues found in TXZ-Corp_P! 0023.docx
MS Word Heading Document Content Sugyestions Grade Level
Exe cutive Summary THZ Metwork Technologies, LLC (TXZ), the leader in global netwark data 2 Long Sentences Gade 21
fusion, analysis, and wisualization, is offering its off-the- shelf suite of global  Try to split these long
netwark analysis tools to the Department of Homeland Security (DHS), sentences. They are 31 and 41
Mational Cammunications System (NCS) inresponse to Solicitation words long. Consider bullst
PSHF-03-C-0023, TTXZ is offering the following web accessible products  POiNts or lists
for a period of one year (base) with two option years, which meet or exceed
all requirements outlined by NC S in the solicitation:
Ewxe cutive Summary THZLeafTh - AreaHtime global Intemet modeling toal, which performs Hidden Verh EIE Grade 17
aggregation and fusion of very large and complex data sets. Blends Try to make ‘aggregation’ into a
sophisticated, distributed camp uting with simple, declarative configuration ta verb
cambine an arbitrary number of proprietary and open source data elements
irto & single, cohesive Internet model Lony Sentence
Try to split this long sentence.
Itis 26 words long. Consider
bullet points ar ists.
Figure 70 - Readability PDF report
The Excel report will look like this:
4 A c | ) E F -
VisibleThread
Generated on & May 2018 15:03
1
2
3 |Ms Word Heading Category Doc Content dability Grade Level Suggestions.
Executive Summary Hidden Verb  |TxzLeafTm —Areal obal Internet modeling tool, which performs aggregation  |8/100 Grade 17 Try to make 'aggregation’ into a verb.
Long Sentence | and fusion of ve complex dat Blends sophisticated, distributed
with simple, i to combine an arbitrary number of Try to split this long sentence. It is 26 words long.
proprietary and open source data elements into a single, cohesive Internet model. Consider bullet points or lists
s |
Executive Summary Long Sentence | TXZTrunkTM —An intuitive network analyst interface which provides reliable Internet |0/100 Grade 27 Try to split this long sentence. It is 38 words lang.
Navigation System, allowing an analyst to characterize and analyze Internet and Consider bullet points or lists.
intranet routing and architecture, IP to country information, and other critical
G architectural and security related information.
- Executive Summarv Hidden Verb TXZSout will serve up these applications through a Section 508 compliant web browser-34/100 Grade 11 Try to make 'applications’ into a verb.
based interface, TXZ Network Technologies is complial h all DHS policies,
> procedures, and standards,
 Executive Summary Long Sentence | TXZ leads the industry in automated network analysis tools due to their operational  |3/100 Grade 18 Try to split this long sentence. It is 28 words long.
experience as network analysts and their focus on providing a useable and effective Consider bullet points or lists.
analytic suite. TXZ's complete solution includes operational experience, a commercial-
& off-the-shelf-product, a flexible platform, and a usable suite of software tools
| Executive Summary Hidden Verb Their k 45/100 Grade 11 Try to make 'development’ into a verb.
Therefor are also available t
9 | most appropriate data sources to use for the mission.
Executive Summarv Passive ™Z have spent years and ing the network analysis ' 2/100 Grade 18 Try to rephrase "conducted’ using active voice. Is it
Long Sentence | process and have built a product that reduces the time spent in characterizing clear who performs this action?
networks from weeks to seconds. TXZTrunk combines router protocol, trace route, and
St propneey d"j‘f’"““ N Try to split this long sentence. It is 29 words long.

Readability | Long Words

Readv 1

Figure 71 - Readability Excel report

| 3

HomE M -+ 8:
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14.4. Downloading Annotated Documents

The final export option allows you to download an annotated version of an uploaded Word file in “.docx” format. This
annotated document is an exact copy of your uploaded document, with the readability issues flagged using MS Word
comments within the document.

This allows you to make changes to your document directly within Word.

This is useful if you are editing content for any type of document. For instance, you might want to identify complex
language.

Note: The “Download Annotated Document” export option is only available for Word docs using the “.docx” file
extension. If you have an older Word file (“.doc”), open the document in Word and save it as a “.docx” file. Then
upload this new version to your VisibleThread environment.

For files that do not have the “.docx” extension, the “Download Annotated Document” button will be disabled:

531 Sentences. LY
{i ) Leam More _i ) Leam

— s

Language
2 - Example 1- Sales RFE EN

= [&% Example 2 - Contracts

& Modify 1gnore List| @) lgnored Terms () |, Download Annotated Document

HED SIEIFLELE Iucalion Ref Document Content Suggestions
HCaTS_RFP FINAL Page 1 CODE (Hour) PAGE(S) unfil local ime XAXBX|IC XDEXXGF64-3081-99XH | passive Lan
mail.mil RATING PAGE OF PAGES 7. ISSUED BY (Date) Try to rephras
aaski_technology_in rm 26, or by other | 'S i clear whe
Very Long S«
HCaTS_RFP Draftf Try to split thi
words long. C

FEO SR Draflod] b, 4 WS00KK 8. ADDRESS OFFER TO Se= ltem 7 9. Sealed offers in original and copies

for furnishing the supplies or services in the Schedule will be received at the place
M eaoan mealiister od B M A Rt ML Moo AARETEA 1 AT

Passive Lany
Try to rephras
voice. Is it cle

Figure 72 - Disabled Download Annotated Document option

After clicking any of the three export options, the following window will appear, allowing you to customize your report
by including or excluding the four Clear Language issues. This can be helpful if, for example, your document contains
a large amount of complicated technical language and you want to exclude Long Words from the report.

Note: This will not change the overall scores; it will only exclude them from being flagged in the exported report.

After selecting the appropriate options, click “Generate Report.”

| .
Readability Report Options (<]

We will generate a PDF report highlighting all
paragraphs from the document that contain
Readability issues.

You can filter the report output by choosing which
metrics to incdude.

Show Passive Voice:
Show Hidden Verbs
Show Long Sentences:

Show Very Long Sentences:

O08EEE

Show Long Words:

Figure 73 - Readability report options

And the Word “Annotated Document” report will look like this:
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H VisibleT hread (L)

Executive Summary Try 4o split this long seatence. Consider bullet poins
ar -

TXZ Network Technologies, LLC (TXZ), the leader in global network data fusion,
analysis, and visualization, is offering its off-the-shelf suite of global network analysis

tools to the Department of Homeland Security (DHS), National Communications System H VisibleT hread (L)

(MNCS) in response to Solicitation PSHF-03-Q-0023. TXZ is offering the following web Try to split this long sentence. Consider bullet points
accessible products for a period of one year (base) with two option vears, which meet or or liste

exceed all requirements outlined by NCS in the solicitation: £ Reply

o TXZleaf™_ A real-time global Internet modeling tool, which performs

aggregation and fusion of very large and complex data sets. Blends | VisibleThread (HV)
sophisticated, distributed computing with simple, declarative configuration to Try to make ‘aggregation’ into a verb.
combing an arbitrary number of proprietary and open source data elements

into a single, cohesive Internet model.

¢  TXZTrunk™ — An intuitive network analyst interface which provides reliable H VisibleT hread (L) . .
T . . B Try this long sentence. Consider bull
Internet Navigation System, allowing an analyst to characterize and analyze mr‘\]j;';pht = e bullet ponis

Internet and intranet routing and architecture, IP to country information, and
other critical architectural and security related information.

¢ TXZSight™  An operations center and “manager” interface. Unique H VisibleT hread (L)
visualization provides access to critical network characteristics, activities, and Try to split thiz long sentenca. Consider bullet poimts

threats. Associates network activity with network topology. ar lists
Figure 74 - Generated MS Word doc with annotations as comments

In the Annotated Word doc export, as seen above, the suggested changes are inserted as comments into an identical
copy of your original document. This allows you make changes directly within the document report.

14.5. Readability Ignore Lists

Readability Ignore Lists allow you exclude certain phrases from the Readability and Grade Level calculations. Let’s
assume you are an organization operating in a technical domain, you might have complex phrases that you must use.

For example, let's say you need to use the phrase ‘electromagnetic conduction’. Or perhaps your brand name is a
complex multi-syllable word. Since Readability calculations are based on average syllable per word as one of two
major factors, then using these terms may skew your results negatively.

Here’s another example; let’s say the name of your organization has lots of syllables in it (which will skew the
readability scores). For example, the ‘Department of Immigration and Naturalization’. If you add that full phrase to the
Ignore List, then ‘Immigration’ does not count as 4 syllables and ‘Naturalization’ does not count as 6 syllables.
Instead, if these phrases are on the Ignore List, we will count each word as 2 syllables only.

The net effect is that if you have a lot of heavily tech content, without ignore listing, your readability scores will tend to
skew negatively. Ignore listing neutralizes that, allowing you focus on the areas where you can simplify.
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] L3 sss Summary Discovery Concept Tracking Structure Analysis Qualit
. Folders Mo. Words: - 27 71%
~ = Examples 4?,150 words

Language

v B Example 1-SalesRFE EN

h r-_' Example 2 - Contracts =
? & Modify Ignore List . Ignored Terms (0 ) ¥, Download Annotated Document

PEO 5TRI FINAL.p

I
[rd

Location Ref Document Content

[rd

HCaT3_RFP FINAL Page 1 CODE (Hour) PAGE(S) until local fime XAXB X G XDEX X G F 64 -80 81 -
100 - 106 izin.skeete civi@mail. mil RATING PAGE OF PAGES 7. ISSUED BY (

aaski_technology_in IMPORTAMNT - Award will be made on this Form, or on Standard Form 26, or b
authorized official written notice.

[

HCaTS_RFP Draft.j

.| PEO STRI Drafi pdi
L Page 1 VWI00KK & ADDRESS OFFER TO See ltem T 9. Sealed offers in original and
) i for furnishing the supplies or services in the Schedule will be received at the pl
eagan_meallisterpd specified in ltem &, or if handcarried, in the depository located in CAUTION - L,

Submissions. Modifications, and Withdrawals: See Section L, Provision No. 52

Figure 75 - Readability ignore listing options

14.5.1. How to modify the Ignore List?

Just click the “Modify Ignore List” button. The system will show the current ignore list. It will look a little like this:

|
Readability Ignore List

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

@add O Export to CSV  Import from CSV
Ilgnore List word/phrase

inventor

miarkup

Figure 76 - Modifying the ignore list

You can add and remove items from the list. Or if you already have a list and want to modify the ignore list in bulk,
you can import using content from a CSV formatted file.

© VisibleThread 2020



127

VisibleThread Docs User Help - Version 3.4.1 (December 2020)

Note: Permissions. Only users with ‘Settings’ permissions can modify the ignore list. If you do not have settings
privileges and you open the ignore list settings dialogs you will be presented with a Read-Only version of the dialog
box.

Tip: If you find it easier to work in Excel, just export the current ignore list and make changes in Excel. Then re-import
the revised ignore list as a CSV formatted file.

Where is the ignore list maintained?

We manage the ignore list at the environment level (i.e. at sandbox level). This means that the same ignore lists
applies to all folders in your environment.

14.5.2. What happens when you make changes to the ignore list?

If you edit the ignore list, you will need to re-analyze all folders. You will see this message when you select the
‘Readability’ tab:

(e & eon | summy  Dswey  CocemTiaig  Swewednsyss QuilyAsss  Resdstily

Figure 77 - Re-analyze option, when ignore list has changed
Re-analysis will be very fast.

15. Reports — Usage Report

Here you will be able to see statistics about all users under your account. It keeps track of how much each person is
using the different features of VT Docs.
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BVTDocs sas ) aharo desaavedra@rvsblethread.com +

Usage Report
L]
How many users analyzed content?
Atotal of 2 users were active over all time
]
Responsibility Acronym Read
Doc Warices Reports Annotatea Coneapt Excel
|I| User Last Seen Sign Ins. Compares Generated Generated Doc Exports Exports Generated Generated
B 2020-12-14 3 B B E 1 _ 3
2020-1210 1 .
2o
(-]

. Figure 78 - Usage Report

16. Reports - Summary report

The summary report shows all folders and files in your environment. It also shows the statistics for each doc and
folder. This is a useful view to compare how certain docs are from a clear language or quality/concept hits
perspective.

BEVTDOCS 341 | Reports

* B

£ Bpand X follapse

]
Size User  Readabilly Readabiity Grade Level Passive [ Average  Long Qualty Sean #His  ConceptScan #Hits
I (Flesch) LX) Voice Senience  Sentences
Ll - 5 Exames coin.@ins Compliance Matrix St Example - IT Affinity (
=l Example 1- Sales RFP 3docs initalizatic Compliance Matrix S 4107 Example - Buzzword:
o TXZ-Corp_PSHF-03. 8582 words  initializatic 9 words Contract Kickof vi 369 Example - Buzzwiords 2
SOW.paf 3580 words  initalizatic n 31.08% 24 words 30.86% Compliance Matrix S 214 Example - Buzzword: 2
01 DRAFT RFP NN 54,488 words  initializatic 2185% 18 words 2655% Compliance Matrix Si 3524 Example - Buzzwords ?
< M Example 2- Contracts 6 docs initalizatic Compliance Matrix Si  15.035 Example - IT Affinity ( 1278
PEO STRI FINAL pdf 47,450 words  initializatic 082% 18 words 27.74% Compliance Malrix S\ 2972 Example - ITAfinity ¢ 219
HCaTS_RFP FINAL 55,852 words  initalizatic 2522% 21 words 3239% Compliance Matrix S\ 2074 Example - ITAfinity ( 251
aaski_tecnology_in 62769 words  initiaizatic [ e | 2759%  26words  4147% Compliance Matrix S 3649 Example - [TAfiniy ( 198
HCaTS_RFP Draftp 51,082 words  initializatic 2002% 21 words 32.27% Compliance Matrix S 2853 Example - ITAfiniy ( 203
PEO STRI Dratft.pdf 45,649 words  initializatic 2066% 18 words 27.09% Compliance Matrix S 2889 Example - IT Affinity ( 217
eagan_mealister.pdf 13,307 words  initalizatic 15.99% 19 words 25.56% Compliance Matrix S 508 Example - ITAfinity ( 100
% [ Example 3 - Marketing 8 docs initalizatic Bad Language Scan 10 Example - Health Insi 230
® [ Example 4- Resumes 11 docs initializatic Bad Language Scan 35 Example - Resume C 179
© [ RFP-Amy 2 docs alvaro.des Compliance Matrix St 6 Example - IT Affinity ¢ 2

Figure 79 - Summary view showing environment scores

Tip: Use Export from the Summary View to perform further analysis in Excel.

Access it here:

© VisibleThread 2020



129

VisibleThread Docs User Help - Version 3.4.1 (December 2020)

Concept Sean #Hits
Example - IT Affinity ¢

7 Example - Buzzwords

9 Example - Buzzwords 2

4 Example - B

4 Example - Buzzwords ?

5 Example - IT Affinity ¢ 1278

17. Reports — Activity report
VisibleThread tracks all activity, including uploading documents, creating folders etc.

So when you or anyone in your environment perform any actions, the activity view will track it. The system also tracks
details of when the action happened and who performed the action.

These actions are tracked:
1. On Folders -
a. Creating Folders
b. Renaming Folders
c. Deleting Folders
2. On Documents -
a. Adding documents (Word, Excel, PDF)
b. Creating new MS Word documents
c. Deleting documents
3. Reviews made from within the Quality Analysis view including any changes to the ignore list
4. On Dictionaries & Structure Outline usage -
a. Setting different dictionaries or structure outlines.
5. On Notes -
a. Creating a note

b. Replying to a note

Here is a sample Activity pane showing activity for a folder:
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O shixo denaveckavisblettuead.com +

Usage Report Summary Report Activity Report

‘Associate Document TXZ-Coro_PSHF-03-0-00023 00CX wilh SYUCIUIS Ouling Titw Tes! Flan Template affecing Example 1 - Saies AFF e desssveciaQyisiie i ad oo
Example 1- Sales RFF.

4 Lsose Language sfecting Exampi 1 - Ssies RFP v senssimera S msia e s e
RFP- sy B0 HIAIROIT SRS £
RFP- Ay Al desarveciaQvisiieuead com
REP - amy an oo i 3

umert “TX2.Corp_PSHF-03-0-00023 socx” wih Guaity Best Praccs Contract Kickoflv1, afecting Exampie 1 - Ssies RFP atear sesssveer @ meia e s e
aies REP

S—— Example 4 - Resumes E— e ——

Example 4 - Rasumes System
05 Dec 2018 1150 12, Exampie 4. Resumes System
om0 1S9 2 Erampie 4 - Resumes Symem
05 Dec 2018 1158 2, Exampie 4. Resumes Sysem
o5 e 20 S8 2 Exampie 4. Resumes Syzem

BBl 05 0sc o nisa 2

.
o [re——— —
o e Sy

pocel lof1

Figure 80 - Activity for a sandbox environment

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

b= A folder with the specified name was added

| A document with the specified name was added

e A document with the specified name was created

I A Dictionary or Structure Outline was associated with the specified document or folder

= Changes were made to a given document

g Changes were made to a given dictionary or Structure Outline.

T The specified folder was renamed

Activity views also exist at both document and Folder level.
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BVTDocs 141
[} T [ — Discoven Concept Trackn ructure dna Qualty Analyss
- {r—)

-
T Exampies DaterTime + Descrgicn

[ T P———

5 Dec 2018 1158 2, ihated anatysis kom Dashbnard by System, afleciing

[A) PEOSTRIANALR 05 Dec 2018 1156 (2, o, sffectng. System

[8) HCaTs_RFP FINAL R0 STH Dl o)

8 Dec 2018 158 12, o Dasamoars oy Sysiem secing 5
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St W1SQTHO00A21_Tip_wSGTIONG001 50 901
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Figure 81 - Activity for a folder

18. Team Collaboration with Notes and Discussions

When reviewing document content in a team setting, you will often make observations and want to record those in the
context of a review. You use ‘Notes’ for exactly this purpose.

You can add these at the folder, document or heading level (in the case of MS Word docs). Notes provide a useful
way to record observations and allow teams to collaborate. They are a single point of reference, centrally stored and
can be viewed by others in your environment.

Notes can also be useful to handle lightweight task management and concerns.

All document and folder level screens provide the ability to add and reply to notes as well as close / re-open notes.

BEVTDOCS 341 | Folders

(I} con Summary Discovery Concept Tracking Structure Analysis Quality Analysis Readability Activity Notes

BB Foiders

~ [& examples

@ Notes are useful for logging "to dos" against a doc, or tracking any concems as part of your decument reviews
& » [ Example 1 - Sales RFF

Notes are a very handy way to support team reviews and reminder lists.

~ [& example 2 - Contracts
ul -

PEO STRIFINAL p

HCaTS_RFP FINAL

aaski_technology_ir

HCaTS_RFP Drafty

PEO STRI Draft pdf

I eagan_meallister.

» I Example 3 - Marketing

» B Example 4 - Resumes

Figure 82 — A document with no notes created

To add a note, follow these steps:

Step
1. Click the ‘Notes’ tab and click ‘Add a note’

2. Next, you will see this screen allowing you enter the note details:
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Dretail
(optional):

Type: I Observation
Context = eagan_mcallister.pdf \
"=

| | Cancel

Enter your note, an optional description and set the type. Click ‘OK’ when done.

18.1.  Note: Note Types- You will see alist of Note types. You can customizetheseto suit your process. For

more, see section ‘20.1 Readability Ignore List . . .
We saw earﬁereiww you can add terms or ph¥as%s to the ignore list to adjust your readability score. See

section 14.514.5 Readability Ignore Lists, for full detail on customizing this list. Access this option here:

B VTDoCS 341 | Settings

" ﬁ Settings

[ ]

:— Readability Ignore List m
8 =~©) Define alist of words and phrases that we will ignore when checking your Readability
al —— Raadahilitv Rattinas ——

Figure 87 - Readability Ignore List setting

18.2. Readability Thresholds
We also saw in section 14 Readability how the results are color-coded depending on certain thresholds.

These settings dictate what results are deemed Good, or Bad. You can modify these readability
thresholds here.

This setting affects % levels etc. Access this option here:

BEVTDoCS 341 | Settings

~ Q Settings

:— Readability Ignore List “

g <=0 Define a list of words and phrases that we willignore when checking your Readability

ul -0— Readability Settings
=% Set goodimedium/bad thresholds for readabily scores, passive voice. Enable LIX o ahways be on

Figure 88 - Readability thresholds setting

And here is the screen allowing you make changes:
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Readability Settings )

Language Thresholds

Bad Good
Long Sertences 15% - 5%
Passiv Voice 10% - %
susrage Sentence Longtn 1 — 2
Resdasity (Fesch). © %0 — ——— s
Readabilty (LX) @ 60 —— —— 30
Grade Level 2 —————— 1o

Long Sentence Limits
Treat sentences with | 25 | words or greater as Long,

Treatsentences vith | 30 | words or greater as Very Long.

Lix Settings

Show LIX scores for folders which contain only English language files @ (]

Figure 89 - Readability thresholds

NOTE: Adjusting Readability Thresholds will apply to the full environment. All other users will see these
new thresholds

After adding notes, you will see them in the ‘Notes’ tab. Your new note and any other notes are listed along with any
replies.

The view looks like this:

. Summary Discovery Concept Tracking Structure Analysis Quality Analysis Readability Activity Notes

Ry | E | v

E | bgot v Fiters
Al open | Ml Findng 1M issue (71 Legal Rick ] M Observation [l Red Team Review [7] Il Task

RFF MNote Status Context Last Updated =

= | ® have alook at this (na repiies) Open = eagan_meallisterpdi 14 Dec 2020 10:13
= alvaro desaavedra@visiblethread com: 14 Dec 2020, at 10:13

wp

Figure 83 — Notes defined against a document

These options are available on the Notes screen at document and folder level.

Add note This allows you add a new note directly in the discussions pane.
Edit
This allows you modify the attributes of a selected note.

Reply This allows you reply to the currently selected note. Replies are added to the note and
presented below it, slightly indented.

Close & Notes can be marked as closed. In this case, you will see a strike out line on the note title.
Closed notes can be re-opened if needed.
Re-open )

You can also filter notes:
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Summary Discovery Concept Tracking Structure Analysis Quality Analysis Readability Activity Notes

vy | e | e

£ | gt - Fiers

Al Open | (M Finding [ M Issue [ M Legal Risk (] M Observation [ Ml Red Team Review 7] M Task

Figure 84 - Notes filters

Available filters are:
= By discussion type. Click the check box adjacent to each type to filter

= By All/Open

19. The user menu and changing passwords

The user menu is available by clicking on your user name at the top right of the dashboard.

0 alvaro.desaavedra@visiblethread.com -

Sign Qut
Change Fassword...
Help

Filbers
About VisibleThread...

1 bs ST [ aT e T ET  aT

Figure 85 - User Options

The options available on the user menu are:
Sign Out
Use this to sign out of your current dashboard session.

Change password...

Use this to change your password.

Note: new passwords must have at least eight characters and include at least one digit.
Help

Use this to see the most up to date documentation on our support forum.

About VisibleThread...

This displays legal notices. It also links you to the VisibleThread support forum where you can
see up to date support materials.

20. Settings

There are several Settings available in VisibleThread. Click ‘Settings’ in the sidebar.

Note: Permissions. Only users with ‘Settings’ permissions can modify any settings listed below. If you do not have
settings privileges and you open any of the settings dialogs you will be presented with a Read-Only version of the
dialog box.
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B VT Docs 341 ‘ Settings

® .C;. Settings

:— Readability Ignore List
] .= 0 Define a list of words and phrases that we will ignere when checking your Readability

Readability Settings

Set good/medium/bad thresholds for readability scores, passive voice. Enable LIX to always be on

Az Acronym Ignore List
€ Define a list of words that we will ignore when searching for possible acronyms

Notes Categories
Define coler-coded categories for notes

E Excel Qutput Customization Options

View or upload an Excel Workbook that centains macros used to customize outputs

Figure 86 - Settings view

20.1. Readability Ignore List

We saw earlier how you can add terms or phrases to the ignore list to adjust your readability score. See section
14.514.5 Readability Ignore Lists, for full detail on customizing this list. Access this option here:

BEVTDoOCS 341 | Settings

a 4} Settings

]

:— Readability Ignore List m
a *-€ Define a list of words and phrases that we will ignore when checking your Readability
al ~— Raadahility Qattinae |

Figure 87 - Readability Ignore List setting

20.2. Readability Thresholds
We also saw in section 14 Readability how the results are color-coded depending on certain thresholds.

These settings dictate what results are deemed Good, or Bad. You can modify these readability thresholds
here.

This setting affects % levels etc. Access this option here:
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B VT Docs 3a1 | Settings

" Q Settings

[ ]

:— Readability Ignore List “
8 “=€ Define a list of words and phrases that we will ignore when checking your Readability
ul

tlt

Readability Settings
Set for ility scores, passive voice. Enable LIX to always be on

Figure 88 - Readability thresholds setting

And here is the screen allowing you make changes:

Readability Settings (]
Language Thresholds
Bad Good
Long Sentences: 150 - s
Passive Voice: 10% - 4%
Average Sentence Lengin 15 — 12
Readabilty (Flesch): @ 30 50
Readabilly (LX) O 0 —— — 30
Grace Level B I ———— 10

Long Sentence Limits
Treat sentences with [ 25 | words or greater as Long.

Treat sentences with | 30 | words or greater as Very Long.

Lix Settings
Show LIX scores for folders which contain only English language files @ [

Figure 89 - Readability thresholds

NOTE: Adjusting Readability Thresholds will apply to the full environment. All other users will see these new
thresholds

20.3. Acronym Ignore Lists

When creating acronym lists you can specify text that will be omitted from the analysis. Access this option here:
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B VT Docs 341 Settings

" L} Settings

:— Readability Ignore List

»~€) Define alist of words and phrases that we will ignore when checking your Readability

al Readability Settings

Set good/medium/bad thresholds for readability scores, passive voice. Enable LIX to always be on

A~ Acronym Ignore List
V@  Define a fist of words that we will ignore when searching for possible acronyms

Notes Categories
Define color-coded categories for notes

Excel Output Customization Options
View or upload an Excel Workbaok that contains macros used to customize outputs

Figure 90 - Acronym ignore list setting

The system will show a screen listing each text item to ignore. For more detail on setting the ignore list, see section
7.3 Setting “Acronym Ignore Lists”.

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-BAA™®

Dadd D
Ignore word -

ABOUT -
ALL

AM

AND

ANHEX

APPENDIX

APR

APRIL

AUG

-

ALICIST

Figure 91 - Editing the acronym ignore list

NOTE: You can also use wildcards when specifying items to ignore. For example if you want to ignore FAR1, FAR2
etc. you can specify ‘FAR* in this list.

20.4. Changing “Notes Categories...”

We saw earlier how notes can be categorized using a ‘type’. You can customize this and set your own categories. For
more on creating and managing notes, see section ‘18 Team Collaboration with Notes and Discussions’.

Access this option here:
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B VTDocs 341
£+ Settings
-
:—— Readability Ignore List
8 2T Define 8 st of words and phrases th King your Readabilty

Readability Settings
Set goodimediumad threshoids for readabllty scores passive voice. Enable LIX o always be on

Acronym Ignore List

A\ Deine st of words that we wilgnoe when searching or possibl acranyms

5 Nowscomgores

Excel Output Customization Options
View or upload an Excel Workbook that contains macros used to customize outputs

Figure 92 - Notes categories setting

The system then shows a dialog box listing the discussion types.
| 4

Notes Categories

Dadd D
Type « Description
|| Finding A risk to successful delivery
|| Issue An issue identified
|| Legal Risk Alegal concemn
| | Observation Observations on sections -

| | [ Cancel

Figure 93 — Editing notes categories

You can set the default for new notes by selecting from the list and clicking the 'Set Default’ button. Types can be
added or removed by clicking the ‘Add’ or ‘Remove’ buttons respectively.

20.5. Excel Output Customization Options

Many of the views within VisibleThread Docs allow the export of data to Excel. There may be occasions where you
would like to change or customize the format of these outputs.

To enable this, we support the injection of Excel macros in the generated Excel file. These macros can be coded to
modify the generated output in any way you require.

Each sandbox in VisibleThread Docs contains a ‘template’ set of macros. When generating an excel export you have
the option to inject these macros into the generated output. If you enable this option, upon opening the Excel file the
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list of available macros will appear allowing you to run any macro required.

E | [ G I H [ ]
IW. pdf I VisibleThread Macros...
123 May 2019 08:41

Thread Macros button above
Ref Content Category Term Density Yo
Before thle E%H VisibleThread Macros X
communicatio
(PSTN)
At that time, & Here are the macros in this Workbook
developing the
varying degree
As increasing
through the Int ExtractContentinParentheses ExtractContentInParentheses
integral part of SearchContentForDates
communicatio
Therefore, iden
compose the g
has become w
communicatio i
3 3 Scope The p |de - Needs to be 2
and analytic to ked in the context &
dependencies n where it occurs
providers (ISP
awareness rep
customers. T T
Tool implementation will conform to DHS MD 4300.1, as implemented by  Primary will - Needs to be 1
DHS MD 4300A andfor 43008 Policies and Handbooks. checked in the context &
section where it occurs

Select the Macro you want and hit "Run Macro™

Extracts all text found between a set of
parentheses in the content of a document

Run Macro Close |

Figure 94 Customizing Excel Outputs Using Macros

BEVTDocs 341 | Settings

" ;:} Settings

:— Readability Ignore List

8 =0 Define a list of words and phrases that we will gnore when checking your Readabifty

Readability Settings >

Set goodimediumvbad thresholds for readabilty scores, passive voice. Enable LIX 1o aways be on

fit

. Acronym Ignore List
©  Define a list of words that we will ignors when searching for possible acronyms

@ Notes Categories

Define color-coded categories for notes

Excel Output Customization Options
View or upload an Excel Workbook that contains macros used to customize outputs

Figure 94 Excel customization settings

2. The system then shows a dialog box allowing the user to download /upload macros along with some basic editing
instructions.
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Customized Excel Qutputs

For exports, you can embed macros in the Exceal files we generate. Use this to
cutomize Excel Reports after generation,

To add or edit macros:

1. Click "Download Workbook” to download the current macro template for editing.
2. Open the file in Excel and press ‘Alt-F8".
3. Add or edit macros. Then save the File

4, Click "Upload Workbook' to update your environment with the new workbook.

Meed to get back to the original default Workbook? No worries, you can get it here.

s T

Figure 95 — Upload/Download custom macros

To change a Macro in this template or add a new Macro:

1. Click ‘Download Workbook’ to download the base template to your PC.

2. Open the workbook in Excel and modify the Macro’s using the Excel Developer tools.
3. When you are happy with the macros, save the changes to the Excel file

4. Click ‘Upload workbook’ to upload your modified Excel workbook to your account.

From this point on any Excel reports you export from VisibleThread Docs will have your modified set of Excel macros
injected.

21. User Administration
VisibleThread supports multiple users.

To add, delete or modify users in the system, click ‘User Admin’ located in the sidebar. The User Admin screen
appears displaying the users currently set for this account. Here’s what it looks like:
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User Administration

3, n66 vser O Vit License Information 3 1mport users From csv
User Hame First Name  LastMame Is Active Gan Admininister ~ Gan Edit Gan Edit Signed In  Actions
Users Seffings Dictionaries
1 alvare desaavedra & Click to Edit user
i 5 alvaro desaavedra £ Glick to Edit user
— —

Cliek hers o aseess
userdadminipanel

Figure 95 - Administering users
Note 1: For all trial accounts created in VisibleThread servers, users are given dictionary and settings privileges by
default. This means that they can edit those two areas.

Note 2: If you do not see this link appear, this indicates you are not an ‘admin’ user. Contact your VisibleThread
administrator if you need administrator privileges.

The options available on the toolbar are:
J Add
4]
This allows you create a new user.

Clicking this prompts you for the user’s details. Once you click ok, the system creates the user
with the details entered.

Je Delete

This allows you delete a user. You must always have at least one user per account. The
system will prevent you from removing all admin users with an appropriate message.

O License

Click here to check the number of licenses currently available, as well as active users.
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Import Users from CSV

You can add multiple users by importing a CSV file that contains a list of users:

User Administration

"’,~ ’o ©=View License Informatio ’o:” port
User Name First Name LastName Is Active Can Admininister ~ Can Edit Can Edit Signed In  Actions
Users Settings Dictionaries
l luke.goslin luke goslin Click to Edit user

Import users from CSV

File to Import:

Format Example:

sV columns: email, name, surname, active, admin, settingsadmin, dictiomaryadmin

jochn.doegexample.com, Johm, Doe, true, false, true, true
jane.doegexample.com, Jane, Doe, false, true, false, false

To modify details for an existing user, click the link “Click to Edit User” in the row of the user you wish to edit. A dialog
box will appear that will allow you to edit the user details.

The following fields are available for each user:

First Name First name of the user

Last Name Last name of the user

User Name The sign in user name, corresponding with the users e-mail address.

Password The password for this user. Note: passwords must be 8 characters minimum and

have at least 1 number.

Admin checkbox Yes/No. This specifies whether this user has admin privileges in the system. Admin
privileges allow a user to create and configure other users.

Active checkbox Yes/No. In a pooled license scenario, you have the option of assigning certain users
to be able to draw from the pool. This setting offers you the flexibility to switch users
as needed.

Settings Checkbox Yes/No. This specifies whether the user has settings privileges in the system.

Settings privileges allow a user to edit the Settings for the account.
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Dictionary Checkbox Yes/No. This specifies whether this user has dictionary privileges in the system.
Dictionary privileges allow a user to create, modify or delete Dictionaries.

Note: Administrators can control users and permission through https://your.domain.example/sandboxAdmin

You will be prompted for credentials, the default credentials are;
Username: visiblethread

Password: password

Once you have access to the sandboxAdmin area the flow of administration is the same as above inside the
application U.I.

22. Security Settings

The Security Settings area is a new feature that allows a system administrator for the VisibleThread application to
configure SSO with SAML 2.0. To navigate to this area visit https://yourdomain/sandboxAdmin once here you should

notice a tab called “Security Settings”(see screenshot below). By default VisibleThread is setup to use Username and
Password after enabling and configuring SSO you do have the ability to switch back to Username and Password. The
default view of the “Security Settings” area looks like this: (Note that it shows that you are currently using
VisibleThread Username/Password).

B VT Docs 341
~ Security Settings
m Authentication Overview < E———
+ VisibleThread Username/Password Q ‘You are currently using VisibleThread Username/Password

Single Sign-On with SAML 2.0
VisibleThread Username/Password

User credentials are stored in the VisibleThread database.
Passwords zre salted/hashed using BCrypt.

Switching to VisibleThread Username/Password authentication will require 2 Temporary Password for each user.

Username/Password %

Single Sign-On
Use your company's identity provider service. to automatically log into VisibleThread Docs.

*You will need to provide a valid Identity Provider ID, Url and a valid Public x509 certificate. You can test your SAML settings before
finalizing your changes.

Would you like to configure these settings?

Single Sign on [

If you wish to enable and configure SSO follow our online support article:
https://support.visiblethread.com/hc/en-us/articles/360038695431-Getting-Started-with-Single-Sign-On-
SSO-
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To setup SSO for Active Directory and VisibleThread Docs on-prem:
https://support.visiblethread.com/hc/en-us/articles/360038784951-Setup-Single-Sign-On-for-Active-
Directory-and-VisibleThread-Docs-on-prem

Switching Back to Username/Password

If for any reason you wish to return to Username/Password navigate to https://yourdomain/sandboxAdmin
and click on “Security Settings” > VisibleThread Username/Password. In here, before enabling you need
to create a One Time Password off all users. This password will have to be delegated to users by the
admin of the application.

A& Security Settings

Overview

© VisibleThread Username/Password off

VisibleThread Usemname/Password User credentials are stored in the VisibleThread database.

Passwords are secutely salted/hashed using BCrypt.
+  Single Sign-On with SAML 2.0

Switching to VisibleThread Username/Pzssword zuthentication will reguire 2 secure One Time Password for ezch user.

Do you want to switch authentication ta VisibleThread Username/Password and generate One Time Passwords for all users?

Confirm Password ucouu:l

After enabling Username/Password the next time a user logs in they will be prompted to enter the One
Time Password you setup and also create a new password.

B VT Docs

Your temporary password has expired. You must set a new password to secure your account.

Old Password Enter Old Password
New Password Enter New Password

Confirm Password ~ Confrim

Submit

Password must meet the following requirements:

At least one letter
Al least one number
Be at least 8 characters
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Once the above step is complete the user will be able to log in again!

23. Troubleshooting

If you have any issues or need help, please check our support forum at: http://support.visiblethread.com/home

Or mail us directly by sending a mail to: support@visiblethread.com This alias is monitored 24x7 and will
automatically create a trouble ticket in our help systems. Forward any usage queries or bugs also to the same
address.
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