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Chapter 1. Introducing Workshare Compare

This chapter introduces Workshare Compare, providing an overview of how it works as well as a summary of
the key features and benefits. It includes the following sections:

e What is Workshare Compare?, below, introduces Workshare Compare.
o Features and Benefits, page 8, describes the key features and benefits of Workshare Compare.

¢ Terms and Concepts, page 9, introduces the common terms and concepts used in Workshare
Compare and in this guide.

What is Workshare Compare?

Workshare Compare is a document comparison tool designed to make the process of editing and revising
documents as fast and efficient as possible. Workshare Compare enables you to compare documents — the
original document and the modified document — and produce a comparison (Redline) document, enabling you to
instantly see any differences between them.

In one view, you can see both the original documents and the comparison document. You can compare a
document against another single document or against multiple documents and see the Redline document for
each comparison in a different tab.

You can compare Microsoft Word documents (DOC/DOCX files), RTF files and PDF files. Within a Microsoft
Word file, you can compare all content including images, tables and embedded Microsoft Excel tables.

For users who have a DMS, or work with NetDocuments or SharePoint, Workshare Compare provides access to
version information stored in the DMS, NetDocuments or SharePoint. Understanding differences between one
version of a document and the next is a critical function when editing and reviewing documents in multi-user
environments. The Workshare Compare module utilizes Workshare DeltaView - the market-leading and most
advanced comparison engine in the market today, to perform comparisons accurately and seamlessly.
Comparison results are displayed within Microsoft Word or in a separate Workshare Compare window.

Workshare Compare’s fast, accurate and reliable document comparison capabilities enable you to quickly
compare even the most difficult and complex documents. You can review the Redline document by navigating
between the changes. To make the review easier, you can select different rendering sets to determine how the
changes are highlighted within the document. A statistical summary at the end of the Redline document enables
you to precisely match the document changes.

In addition, Workshare Compare preserves the technical integrity and style of the document — preventing your
document from becoming corrupt or inadvertently incorporating foreign formatting or style. This not only benefits
you through higher document quality, but also through increased productivity as well as reducing stress at
deadlines.

Alert and Compare is the ability of Workshare Compare to automatically detect that a received attachment is a
changed version of an original document sent previously. When a user sends a document to a recipient and the
recipient edits the document and sends it back to the user, Workshare Compare can automatically detect that
the received attachment is a changed version of the original document. The user can then launch a comparison
of the two documents from Microsoft Outlook and view the Redline document in Workshare Compare.

(=) Workshare /
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Workshare Compare Functionality

Workshare Compare provides sophisticated functionality that is convenient and accessible, enabling users to
move smoothly between tasks and work rapidly to manage changes. Workshare Compare is a standalone
application and additionally Workshare Compare integrates with Microsoft Word to display a simple and intuitive
panel within Microsoft Word enabling users to take advantage of available Workshare Compare functionality
from within the application.

Note: Workshare Compare can be installed without Microsoft Word integration. In this case, the comparison
functionality is only available from the Workshare Compare application.

The Workshare Panel is task-oriented, guiding users through their document tasks in a clear, step-by-step
format.

Workshare Compare has also made key functionality of the DMS/CRM available from the Microsoft Word
environment. For example, Workshare Compare provides a list of the DMS/CRM versions of a document,
enabling the comparison of document versions.

Features and Benefits

Workshare Compare is powerful comparison software. Its key benefits include:

¢ Advanced Document Comparison

Compare one document against multiple modified versions or revisions within context of one another.
Workshare Compare utilizes an industry-leading document comparison engine to excel at long and
complex documents as well as comparing auto-numbered paragraphs, font changes and complicated
formatting, even in tables.

e Compare One Document to Multiple Versions

Compare more than two documents at one time including comparing Word-to-Word, PDF-to-PDF,
Word-to-PDF and WordPerfect files.

e Compare PDF Documents

Compare PDF documents. The differences between two versions of a PDF document are automatically
highlighted, including text and images, so you can quickly and easily identify what has changed.
Workshare Compare can compare both regular text-based PDF files and image-based PDF files that
originate from scanned documents.

e Comparison Speed
Run a document comparison that is 8x-10x faster than the original DeltaView comparison engine.

¢ Alert and Compare - Redlines from Outlook

Generate a Redline document from Microsoft Outlook. Alert and Compare is the ability of Workshare
Compare to automatically detect that a received attachment is a changed version of an original
document sent previously. When a user sends a document to a recipient and the recipient edits the
document and sends it back to the user, Workshare Compare can automatically detect that the
received attachment is a changed version of the original document. The user can then launch a
comparison of the two documents from Microsoft Outlook and view the Redline document in
Workshare Compare.
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¢ Multiple Comparison Interfaces

Compare email attachments directly from your email application, utilize the standalone document
comparison tool from the desktop without launching Microsoft Word, or work within Microsoft Word to
compare documents without having to learn a new software application.

¢ Unicode Compliance
Complete support for Unicode language documents and operating systems.

e Extend Your Document Management System

Leverage Workshare Compare with your existing DMS/CRM, including Autonomy iManage, Open Text,
NetDocuments, Worldox and SharePoint. For example, Workshare Compare provides a list of the DMS
versions of a document, enabling the comparison of document versions.

DMS/CRM Integration

Workshare Compare can integrate with your DMS or CRM as well as SharePoint to provide comparison and
collaboration functionality.

SharePoint

Workshare Compare integrates fully with SharePoint so that users can select documents from SharePoint when
comparing.

To integrate with SharePoint, Workshare Compare must be installed with the SharePoint integration selected and
your SharePoint server details must be configured in the Workshare Configuration Manager. Refer to your
system administrator for further information.

NetDocuments

Workshare Compare integrates with NetDocuments, a cloud-based document storage solution, to enable
comparison of documents stored in NetDocuments.

You can browse in NetDocuments for documents or versions to compare as well as save comparisons (Redline
documents) back into NetDocuments. Comparison of documents stored in NetDocuments is performed from
Workshare Compare or from the Workshare Panel in Microsoft Word. You cannot initiate a comparison from
NetDocuments.

To integrate with NetDocuments, Workshare Compare must be installed with the NetDocuments integration
selected and you log in to your NetDocuments account through the Workshare Configuration Manager
(Integrations > NetDocuments category). Refer to your system administrator for further information.

Autonomy iManage

Workshare Compare integrates fully with Autonomy iManage so that users can select documents from
Autonomy iManage when comparing. Additionally, the integration provides access to the Workshare Compare
functionality from Autonomy iManage using right-click options.

To integrate with Autonomy iManage, Workshare Compare must be installed with the Autonomy iManage
integration selected and your Autonomy iManage server details must be configured in the Workshare
Configuration Manager. Refer to your system administrator for further information.

(=) Workshare :
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Workshare Compare integrates fully with Open Text so that users can select documents from Open Text when
comparing. Additionally, the integration provides access to the Workshare Compare functionality from Open Text
using right-click options.

To integrate with Open Text, Workshare Compare must be installed with the Open Text integration selected.
Refer to your system administrator for further information.

Worldox

Workshare Compare integrates fully with Worldox so that users can select documents from Worldox when
comparing. Additionally, the integration provides access to the Workshare Compare functionality from Worldox
using right-click options. When comparing, users can browse in Worldox for documents or versions to compare
as well as save comparisons (Redline documents) back into Worldox. Comparison of Worldox documents is
performed from Workshare Compare, from the Workshare Panel in Microsoft Word or from within Worldox.

To integrate with Worldox, Workshare Compare must be installed with the Worldox integration selected. Refer
to your system administrator for further information.

Terms and Concepts

The following terms and concepts are regularly used in Workshare Compare and throughout the documentation:

Term

Document
Management
System (DMS)

Modified
Document

Original
Document

Redline
Document

Rendering Set

(=) Workshare

Definition

A system that enables companies to centralize the management, storage, retrieval and
distribution of documents. Furthermore, it enables a user to monitor and control
modifications to a document while it is worked on by others.

The document that is compared against the original document. The modified document
is usually a copy of the original document that has been altered, perhaps by another
user.

The document at the center of activity. This document can be compared against other
documents or sent for review. The original document always stays in the DMS.

The document that results from a comparison of two documents, for example, the
original document and an earlier version of the original document, or the original
document and a response. The Redline document indicates the changes/differences
between the two compared documents.

Rendering sets define how Workshare Compare represents changes in a document. For
example, inserted text is shown in blue with double underline and deleted text is shown

in reehwith-strikethrough. These display preferences can be amended by the user.
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GETTING STARTED

Chapter 2. Getting Started

This chapter describes the Workshare Compare working environment and provides an overview of the tools
available. It includes the following sections:

e Launching Workshare Compare, below, describes how to access Workshare Compare functionality.
e Workshare Panel, page 11, describes the Workshare Panel and the options available from it.
e Workshare Tab, page 12, describes the options available in the Workshare tab.

e Enabling Workshare Compare Functionality, page 13, describes how to ensure that Workshare
Compare functionality is fully enabled.

Launching Workshare Compare

Workshare Compare functionality is available from a standalone application or from within Microsoft Word.
The Workshare Compare standalone application can be accessed in the following ways:

e Double-click the Workshare Compare icon on the desktop.

e From the Start menu, select Programs, Workshare, Workshare Compare.
The user interface of the Workshare Compare Standalone application is described in Chapter 4.

Within Microsoft Word, the Workshare Compare functionality can be accessed from the Workshare Panel or tab.
After you have installed Workshare Compare, the Workshare tab is added to the Ribbon in Microsoft Word. Click
Toggle Panel in the Workshare tab and the Workshare Panel is displayed down the left side of the window.

Note: The addition of Workshare Compare does not affect the standard functionality of Microsoft Word. You
can operate this application as usual and access the Workshare Compare functionality as required.

Note: Workshare Compare can be installed without Microsoft Word integration. In this case, the Workshare
Panel and Workshare tab/menu are not available. The Workshare comparison functionality is only available
from the Workshare Compare application.

Workshare Compare functionality can also be accessed in the following ways:
¢ Right-click closed Microsoft Word or PDF documents and select Compare with Workshare.

e Click the Compare Attachment with Workshare button when you receive an email that contains an
attachment. Refer to Comparing an Attachment for further information.

Workshare Panel

The Workshare Panel, displayed by default down the left side of the Microsoft Word window, provides access to
Workshare Compare functionality and is your guide, prompting you through each step of any given process.

You can display/hide the Workshare Panel by clicking Toggle Panel in the Workshare tab, Options group.

(=) Workshare v
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W The I-_Iomg page of the Workshare Panel, shown here, provides quick access to the
functionality of Workshare Compare, as follows:

(£) Workshare Compare: Enables you to compare a document with a previous version of the
same document or with another document. Refer to Overview — Comparing
? Documents from Within Microsoft Word and Overview - Comparing Documents

Using Workshare Compare for further information.

q
| { Tip! The Workshare Panel can float over other windows. Click and drag the title
= bar of the Panel to move it to a different location.

Compare

There is a Help button 3_ displayed at the top of every page in the Workshare Panel that provides access to
online help as well as a close button that enables you to close/hide the Workshare Panel. Additionally, at the top
of all pages of the Workshare Panel except the Home page, the following links are displayed:

) Return to the Home page of the Workshare Panel.

(- Return to the previously displayed page of the Workshare Panel.

Workshare Tab
Home Inser; Page Layout References Mailings Review View Workshare a

By 2= fEE (-
U 4= 08 @
Compare Options Toggle Help
Panel v

Compare Options Info

.

1

The Workshare tab includes the following options:
Group Item Description

Compare Compare Enables you to compare a document with a previous version of the same
document or with another document. Refer to Overview — Comparing
Documents from Within Microsoft Word and Overview - Comparing
Documents Using Workshare Compare for further information.

Options Options Enables you to configure system parameters in the Workshare Configuration
Manager. Refer to Introducing the Workshare Configuration Manager for
further information.
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Group Item Description

Toggle Panel = Displays/hides the Workshare Panel down the left side of the Microsoft Word
window. The Workshare Panel is displayed with its Home page open. Refer to
Workshare Panel.

Info Help Provides access to version, copyright and license information about
Workshare Compare.

Enabling Workshare Compare Functionality

You must be working on a saved Microsoft Word document in order for the Workshare Compare functionality to
be fully enabled.

If you are working in Microsoft Word on an unsaved document, Workshare Compare functionality is not fully
enabled. If you select Compare, the following message is displayed:

[+ The document needs to be saved

1 The Warkshare functionality you have selected is not

currently enabled for an unsaved document.

If you open a document directly from an email, it is a temporary document that is saved in a temporary location
and the Compare functionality is enabled.
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Chapter 3. Comparing Documents from within
Microsoft \Word

This chapter describes how to compare documents using Workshare Compare from within Microsoft Word. It
includes the following sections:

e Overview, below, introduces the comparison functionality of Workshare Compare.

e Performing a Comparison, page 15, describes how to compare a document against an earlier version
of the document or against a different document, and describes the Redline document — the result of
the comparison.

e Working with the Redline Document, page 18, describes the tools available to you when working
with the compared (Redline) document after a comparison

For information about comparing documents using Workshare Compare, refer to Overview - Comparing
Documents Using Workshare Compare.

Overview — Comparing Documents from Within
Microsoft Word

Workshare Compare enables you to compare two documents within Microsoft Word and instantly see any
differences between them. You can compare a document against an earlier or later version of the same
document or against a different document. Documents can be stored in your DMS or CRM, in SharePoint, locally
or on your network. You can compare any of the following formats:

e DOC
e DOCX
e PDF
e RTF
o TXT

Comparison results are displayed in a Redline document within Microsoft Word with changes clearly marked.
For example, deleted-textisred-and-struck-threugh and added text is blue and double underlined. You can
compare all content including images, tables and embedded Microsoft Excel tables. In one view, you can see
both the original document and the comparison document.

PDF Comparison

Workshare Compare can compare both regular text-based PDF files and image-based PDF files that originate
from scanned documents. Workshare Compare compares regular PDFs by converting them to RTF before
performing a comparison. With image-based PDF files, Workshare Compare will first apply OCR (Optical
Character Recognition) processing to translate the images of typewritten text into editable text and then produce
an RTF file.

(=) Workshare .



COMPARING DOCUMENTS FROM WITHIN MICROSOFT WORD

Note: Workshare Compare can perform OCR on the following languages: English, Danish, Dutch, Finnish,
French, German, Italian, Norwegian, Polish, Portuguese, Spanish, Swedish and Russian.

Performing a Comparison

You can compare your original document against a previous version of the document or against another
document entirely. You can also compare any two versions of a document. For example, there may be ten
versions of a document in your DMS. You can open version 3 and compare it against version 5.

Note: You cannot compare secure PDFs, meaning PDF files with security settings configured.

To compare documents:

1. Click Compare in the Workshare tab, Compare group or click Compare in the Home page of the
Workshare Panel. The Compare page is displayed as follows:

Warkshare X

Compare Documents

1. Information

This document is:
Criginal Test UG
2. Select Document

Choose a comparison document from the dropdown
list:

Select a version: - |

Or

Browse to select a document to compare against.

Note: The Workshare Panel displays slightly differently depending on whether you are working with a
document saved in your DMS/CRIM.

(=) Workshare
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Select the document against which you want to compare the current document in one of the following

ways:

= Select a version of the document from the dropdown list. When the document has previous
versions, the dropdown list is a list of other versions of the document. When the document has no
versions but has previously been sent for review, the list is a list of previously sent out versions of
the document. These “versions” are actually revisions, which are created when the document is
sent for review if the document has changed since the last time it was sent.

o Click Browse and select a document from your DMS/CRM or locally.

Note: When Workshare is integrated with your DMS/CRM, for example NetDocuments, the Open from
NetDocuments dialog is displayed. Clicking Cancel will enable you to select a comparison document
locally.

The Compare page is displayed as follows:

Compare Documents

1. Information

This document is:
Original Test UG

2. 5elect Document
Selected Document:

Senton 23-05-2011 12.23.24 Remove
3. Comparison Option

Please select how you would like your comparison

displayed:

|Wurk5hare Default -

[¥ Openin Compare

Compare

Tip! If you want to change the selected document, click the Remove link and select a different
document.

(=) Workshare
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3. To show the comparison in Microsoft Word, deselect the Open in Compare checkbox. If this checkbox
is selected, the comparison will be displayed in the Workshare Compare window. Refer to Overview -
Comparing Documents Using Workshare Compare for information about comparing documents using
Workshare Compare.

4. If required, select a rendering set from the dropdown list in the Comparison Options area to determine
how the comparison document is displayed. For example, deleted text could be shown in red-with-a
strikethreugh. Click Edit Rendering Set if you want to modify rendering sets. For further information
about rendering sets, refer to Introducing Rendering Sets.

5. Click Compare. Workshare Compare performs the comparison. A progress bar indicates the progress of
the compare process.

When the comparison is complete, the results of the comparison are displayed in a comparison (Redline)
document in the lower right area. The original document remains open in the upper right area.
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The Redline document clearly displays the changes between your original document and the selected document.
Changes are marked according to the rendering set applied to the comparison. For example, deleted-textisred
and-struek-threugh and added text is blue and double underlined.

Note: When comparing a PDF file, the display may vary according to the type of PDF. The type of PDF means
the software used to create the PDF file. For example, Adobe, Amyuni, CutePDF, novaPDF, and so on.

Moving between changes in the Redline document using the arrow keys scrolls to the change and highlights it in
both the Redline document and the original document.
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You can continue working in the original document as required. At any time, you can again compare the original
document with a previous version or another document by clicking Maximize in the Workshare Panel and
repeating the procedure described above.

Click Maximize and then Home in the Workshare Panel to close the Redline document and return to the Home
page of the Workshare Panel.

Working with the Redline Document

After a comparison, you can navigate between the changes in the Redline document, switch the original and
modified documents, import the changes into the original document, save the Redline document, print it or email
it using the tools available in the toolbar located above the Redline document and the options provided in the
Workshare Panel. These options are described in the following pages.

Navigating Between Changes

After performing a comparison, you can review the Redline document (the result of the comparison) and
consider the changes between the two documents. You can move between changes in the Redline document by
jumping from change to change.

Click l‘g in the toolbar above the Redline document to move to the previous change and highlight the entire
change in the Redline document and in the original document.

Click \, in the toolbar above the Redline document to move to the next change and highlight the entire change
in the Redline document and in the original document.

Edit the Rendering Set

You can edit the way the changes are presented in the Redline document by editing the rendering set applied to
the comparison.

Click @! in the toolbar above the Redline document. For further information about rendering sets, refer to
Introducing Rendering Sets.

Swapping the Source Documents

You can re-run a comparison exchanging the original document for the modified document and the modified
document for the original document. For example, if Document A was the original document and Document B
was the document you selected to compare Document A against, Workshare Compare compares Document A to
Document B and presents the changes made to Document A.

(=) Workshare .
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[,
Click Q]LJ in the toolbar above the Redline document to swap the original and modified documents so that
Document B is now the original document and Document A is the document selected to compare Document B
against. Workshare Compare automatically re-runs the comparison, comparing Document B to Document A, and
presents the changes made to Document B.

Importing Changes into the Original Document

You can import the changes detailed in the Redline document into the original document.

Click _="/ in the toolbar above the Redline document. The changes detailed in the Redline document are
imported into the original document. The original document and the Manage Changes page of the Workshare
Panel are displayed. You can then select to incorporate the changes into the original document as required. Refer
to Error! Reference source not found. for further information.

Printing Redline Documents

You can print the Redline document at any time.

To print a Redline document:

1. Click Print in the Workshare Panel or click \pmt—"l in the toolbar above the Redline
document. The Print dialog is displayed.

[ -2 [ |

— Printer
Froperties |

M arne:

Statuz: Ready
Type: HF Univerzal Printing PCL &
Wherer 100100125

Comment: I~ Prirt to file
— Print range — Copiez
e Al Murber of copies: 1 -

" Pagez  from: |1 ko: |35 b o by
i ) I Jﬁ Jﬁ ¥ Collate
™ Selection 1 1

™ Print Fedline in black and white

Q. I C I
[ Only print pages with changes anee |

2. Select from the standard print options in the usual way.
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If you are printing to a black and white printer, select the Print Redline in black and white checkbox,
as colored text may not appear clearly when printing in black and white.

If you only want to print pages of the Redline document that include changes, select the Only print
pages with changes checkbox.

Click OK.

Saving Redline Documents

You can save the Redline document as an RTF or Microsoft Word file to your DMS/CRM, SharePoint or locally.
The following procedure describes how to save to iManage 8 as an example.

To save a Redline document:

1.

Click Save in the Workshare Panel. The Save comparison document dialog is displayed.

chrl-r_f.ha re u1
. .

Save comparison document

Select the option for saving the selected comparisan

What would you like to do with the comparison document?

Save a Mew Document -

Saves the comparison as a new document or version in the current
document system...

Help Ok I Cancel

e 4

Note: If you are not working with a DMS/CRM or SharePoint, the LocalStore Save As dialog is
displayed.

Tip! If you are working with a DMS/CRM or SharePoint but both documents compared are local
documents, then you can press the Shift key while clicking Save and the LocalStore Save As dialog is
displayed.

(=) Workshare

From the dropdown list, select how you want to save the document from the following:
= Save a New Document

= Attach/Relate to Original Document (Only available when using the IManage or DOCS Open
integration and the original document is from IManage or DOCS Open)

= Attach/Relate to Modified Document (Only available when using the IManage or DOCS Open
integration and the modified document is from IManage or DOCS Open)

20
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Note: The modified document is the current document open in Microsoft Word; the original document
is the document selected to compare against the current document.

Click OK. The iManage Save As dialog is displayed.

Note: If you press the Shift key while clicking OK, the LocalStore Save As dialog is displayed and you
can save the Redline document locally.

iManage Save As - E

Document Information
Number: 0

Version: 0

Description:  New Document

Replace Original Logged in Servers

WORKSITESS v Servers...
New Version

Save As Type i
Related Document @ Workshare DeltaFile ( * wdf) v

Lok J [ Cocel |[ Hep |

Note: If you click Cancel in this dialog, a message is displayed asking if you would like to save the
Redline document locally.

(=) Workshare

The Document Information area provides information about the currently open Redline document, if it
is already saved. This information includes the DMS document number, the version number and a
description. If the Redline document is a new document these fields are empty.

In the Options area, select the way in which you want to save the Redline document from the
following:

New Document To save the Redline document as a completely new document. If the Redline
document has not been saved before and you selected Save a New
Document in the Save Comparison dialog, this is the only option enabled.

Replace Original This option is not enabled.

New Version To save the Redline document as a new version. This option is only enabled if
the Redline document has been saved before and you selected Save a New
Document in the Save Comparison dialog.
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Related Document  (IManage DMS only) To save the Redline document as a related document
(related to the original or modified document). This option is only enabled if
you selected Attach/Relate to Original/Modified Document in the Save
Comparison dialog.

New SubVersion (Hummingbird DMS only) To save the Redline document as a new sub-
version. This option is only enabled if the Redline document has been saved
before and you selected Save a New Document in the Save Comparison
dialog.

Attachment (Hummingbird DMS only) To save the Redline document as an attachment to
the original or modified document. This option is only enabled if you are
attaching a Redline document to the original or modified document, meaning
you selected Attach/Relate to Original/Modified Document in the Save
Comparison dialog.

5. (IManage DMS only) From the Logged in Servers dropdown list, select which server you would like to
use. This list is a list of previously logged in servers. If you want to log in to a different server, click
Servers.

6. From the Save As Type dropdown list, select the format for the saved file from the following:

Word Document (*.doc) Saves the Redline document as a Microsoft Word file. The source
documents are not saved.

Rich Text Format (*.rtf)  Saves the Redline document as an RTF file. The source documents are
not saved.

7. Click OK. In IManage 8, the following dialog is displayed:

Save'n:[t] documents v] e ',’ e X ~ 4 Search v

oo — =

L® NameiDedssiplion! {: Aot Datshse Custom! Custom?
Recent Folders

-

< | n ]

My Matters l Show Documents in this folder

S Description Save
L%
MyFavorites  Saveas Type  [Word Document v [ Concel |
&R Auhor O (&
uworssr O © |[&)  subctsss | 1)
§ QaapmIN? 525 0 items

8. Complete the fields as required and click OK. The Redline document is saved to the specified location.
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Sending Compared Documents by Email
You can send the Redline document (in Microsoft Word format or as a PDF) as an email attachment.
To send a Redline document by email:

1. Click Send in the Workshare Panel. The Send Comparison page is displayed as follows:

Woarkshare v X

l (=) Workshare

1. Select File Type

Select the file format of your comparison document:

\Word Document -

2. Comparison Document File Name
File Name:

Comparison of WS Protect 7.5 Getting Started Guide w

" Create Email

2. Select the format in which you want to send the comparison from the following:
@ Word Document: The comparison will be sent as a Microsoft Word file.
= PDF (.pdf): The comparison will be sent as a PDF file.
o PDF/A (.pdf): The comparison will be sent as a PDF/A file.
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3. If you selected PDF in step 2, you can expand the PDF security configuration section to set PDF
security options.

PDF security configuration e

|:| Prevent printing
[] Prevent editing for text
[ ] Prevent the copying of text and/or graphics
[ ] Prevent comments being added
4. Select one or more of the security options as required:
= Prevent printing: Prevents recipients from printing the PDF document.

= Prevent editing of text: Prevents recipients with Adobe Distiller from editing the PDF document.

= Prohibit copying of text and/or graphics: Prevents recipients from copying graphics or text
directly from the PDF document.

= Prevent comments being added: Prevents recipients with Adobe Distiller from adding comments
to the PDF document.

5. If you selected PDF or PDF/A in step 2, you can expand the Metadata cleaning section and click
Cleaning options to specify what hidden data to remove before converting it to PDF.

6. Select hidden data elements as required. For a full description of all the hidden data elements, refer to
Error! Reference source not found., for further information.

7. Click OK.
8. If you selected PDF in step 2, you can expand the Password protection section to protect the PDF.
Password protection @

Specify a password for the generated POF. Only
users with the password can open the document.,

Spedfy password

Confirm passward

9. If required, set a password to protect the PDF by entering the password twice in the relevant fields.
When a password is specified, the recipient can only open the PDF after entering this password.

10. Enter the name for the Redline document in the File Name field. By default the Redline document is
called Comparison of [name of modified document] with [name of original document].
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11. Click Create Email. An email message window is displayed with the comparison in the specified format

12.

as an attachment. (If the PDF file type was selected, a progress dialog indicates the progress of the
conversion to PDF.)

;
Sl 9 0+ ] Workshare Professional Document Distribution - Message (HTML) [=lE ]

Message | Insert  Options FormatText  Review > @
Eih E I TRy W =R = L @‘ 0 e e b D Q
EEY = Attach tem ~ ¥ High Importance

Add Large Protect Paste b B 7 U ¥ A - Address Check Assign Zoom
Attachment  Files - F = A- (= Book Names Lk Signature~ | pgjicy~ # Low Importance
Waorkshare Clipboard & Basic Text [F] Mames Include Tags | Zoom
|| |
NE=wl |
i Send
I Subject: |Wurkshare Professional Document Distribution |
Attached: | T comparison of WS Protect 7.5 Getting Started Guide with WS Protect 8 Getting Started Guide.odf (552 KB] |
| =
iz
i -
i The following files have been attached to this mail by Workshare Professional...
i Helen Sagal | Technical Author

i Cé‘]Workshare E E E EI

20 Fashion Street, London, E1 6PX
O:+44 (0)20 7426 0000 | D: +44 (0) 2075391377
F:+44 (0) 20 7426 0060 | E: helen.sagal@workshare.com | W: www.workshare. com

Enter the recipient(s) name and any other text you want to include and click Send. The file is sent to the

specified recipients.

Note: Depending on the configuration of Workshare, an email protection dialog may be displayed
before the document is sent. Refer to Error! Reference source not found. for further information.

Chapter 4. Comparing Documents Using

(=) Workshare
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Chapter 4. Comparing Documents Using
Workshare Compare

This chapter describes Workshare Compare, a standalone application that enables you to compare two
documents. It includes the following sections:

e Overview, below, introduces the Workshare Compare application.

¢ Performing Comparisons, page 28, describes how to compare a document against an earlier version of
the document or against a different document using Workshare Compare.

e Workshare Compare Main Window, page 36, describes the Workshare Compare environment and
provides an overview of the functionality available.

¢ Working with Redline Documents, page 54, describes the tools available to you when working with
the compared (Redline) document after a comparison.

o Alert and Compare - Generating Redlines in Qutlook, page 75, describes how to generate a Redline
from within Microsoft OQutlook.

e Comparing an Attachment, page 77, describes how to compare attachments in Workshare Compare.

For information about comparing documents using Workshare Compare from within Microsoft Word, refer to
Overview — Comparing Documents from Within Microsoft Word.

Note: This chapter describes how to perform comparisons using the Ribbon interface of Workshare Compare.
If you are more comfortable with the Classic interface, click Classic View in the View Ribbon.

Overview - Comparing Documents Using Workshare
Compare

The Workshare Compare application compares documents — the original document and the modified document —
and produces a comparison (Redline) document, enabling you to instantly see any differences between them. In
one view, you can see both the source documents and the resulting Redline document. You can compare an
original document against several different modified documents and see the Redline document for each
comparison in a different tab. Documents can be stored in your DMS or CRM, locally or on your network.

You can compare any of the following file formats:
DOC DOCX PDF RTF TXT

Workshare Compare’s powerful engine accurately and reliably displays document changes and eliminates the
need to check the changes manually. All content is compared including images, tables and embedded Microsoft
Excel tables. You can review the Redline document by navigating between the changes. To make the review
easier, you can customize how the changes are highlighted within the document. A statistical summary at the
end of the Redline document enables you to precisely match the document changes.
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There are several types of comparison available, as follows:
e Standard: Workshare Compare performs a regular comparison.

e Fast: When comparing a .DOC file against another .DOC file, Workshare Compare performs a binary
comparison which is faster than a standard comparison because it is comparison at the binary level.

When comparing a .DOCX file against another .DOCX file, Workshare Compare performs a faster
comparison by converting the documents to RTF faster than MS Word.

Notes:
The Fast option is only available for DOC files if the Enable fast comparison for DOC files parameter
(Comparison > Administration category) in the Workshare Configuration Manager is selected.

The Fast option is only available for DOCX files if the Enable fast comparison for DOCX files
parameter (Comparison > Administration category) in the Workshare Configuration Manager is
selected.

e Text Only: Workshare Compare performs a text-only comparison, comparing only the text in a
document and not the formatting or styles.

e Compare without 0CR: Workshare Compare performs without first performing OCR. With image-based
PDF files, Workshare Compare will first apply OCR (Optical Character Recognition) processing to
translate the images of typewritten text into editable text in order to compare. If you do NOT want
Workshare Compare to perform OCR, select this option.

PDF Comparison

Workshare Compare can compare both regular text-based PDF files and image-based PDF files that originate
from scanned documents. Workshare Compare compares regular PDFs by converting them to RTF before
performing a comparison. With image-based PDF files, Workshare Compare will first apply OCR (Optical
Character Recognition) processing to translate the images of typewritten text into editable text and produce an
RTF file.

PDF files that originate from scanned documents may include:

e PDF files generated from files that have been scanned: OCR (Optical Character Recognition) has already
been used to translate images of typewritten text into editable text. Workshare Compare supports the
comparison of such PDF files.

o PDF files that have been created directly from the scanning: Where OCR has not been used and PDF
files contain pure images of text. Workshare Compare applies OCR to the PDF files before performing
comparisons.

Notes:
If you compare scanned PDF files without applying OCR, it may result in a blank Redline document.

Workshare Compare can perform OCR on the following languages: English, Danish, Dutch, Finnish, French,
German, Italian, Norwegian, Polish, Portuguese, Spanish, Swedish and Russian.
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Performing Comparisons

You can launch Workshare Compare both from within Microsoft Word and from your desktop.

You can compare your original document against a previous version of the document or against another
document entirely. You can also compare any two versions of a document. For example, there may be ten
versions of a document in your DMS. You can open version 3 and compare it against version 5. You can also
compare a document against multiple versions. For example, you can open version 3 and compare it against
version 5, version 7 and version 10.

Note: You cannot compare secure PDFs, meaning PDF files with security settings configured.

You can also use Workshare Compare to compare an email attachment with another document on your local file
system, SharePoint or DMS. Refer to Comparing an Attachment.

Launching Workshare Compare from Microsoft Word

In this scenario, you first open your original document in Microsoft Word.
To compare documents:

1. Click Compare in the Workshare tab, Compare group or click Compare in the Home page of the
Workshare Panel. The Compare page is displayed as follows:

Waorkshare - X
. (=) Workshare
® € 2
1. Information

This document is:

Original Test UG
2. Select Document
Choose a comparison document from the dropdown list:
| Select a version: -]
Or

Browse to select a document to compare against.

Compare
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2. Select the document against which you want to compare the open original document in one of the
following ways:
= Select a version of the document from the dropdown list. When the document has previous
versions, the dropdown list is a list of other versions of the document. When the document has no
versions but has previously been sent for review, the list is a list of previously sent out versions of
the document. These “versions” are actually revisions, which are created when the document is
sent for review if the document has changed since the last time it was sent.

o Click Browse and select a document from your DMS/CRM, SharePoint or locally.

Note: When Workshare is integrated with your DMS/CRM, for example NetDocuments, the Open from
NetDocuments dialog is displayed. Clicking Cancel will enable you to select a comparison document
locally.

The Compare page is displayed as follows:

Workshare v X

Compare Documents

1. Information

This document is:

Original Test UG

2. select Document
Selected Document:

Modified Test UG Remove
3. Comparison Option

Please select how you would like your comparison

displayed:

|Wurk5hare Default -

v Open in Compare

Tip! If you want to change the selected document, click the Remave link and select a different
document.

3. Ifrequired, select a rendering set from the dropdown list in the Comparison Option area to determine
how the comparison document is displayed. For example, deleted text could be shown in red-with-a
strikethreugh. For further information about rendering sets, refer to Introducing Rendering Sets.
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4. Select the Open in Compare checkbox. Deselecting this checkbox will display the comparison within
Microsoft Word. Refer to Overview — Comparing Documents from Within Microsoft Word for more
information.

5. Click Compare. Workshare Compare performs the comparison. A progress bar indicates the progress of
the compare process.

When the comparison is complete, the results of the comparison are displayed in the Workshare Compare
window. For a full description of the Workshare Compare interface, refer to Workshare Compare Main Window.

Launching Workshare Compare from your Desktop

In this scenario, you launch Workshare Compare as a standalone application from your desktop or the Start
menu. You then select the documents you want to compare. Launching Workshare Compare in this way enables
you to perform one-to-many comparisons - comparing a single original document against multiple modified
documents.

To compare documents:

1. Click the Workshare Compare shortcut on your desktop or from the Start menu, select Programs >
Workshare > Workshare Compare. The Compare Documents dialog is displayed:

Tip! You can also right-click a document you want to compare in Windows Explorer or in your DMS
(Autonomy iManage/Open Text/Worldox) and select Compare with Workshare. You cannot launch
Workshare Compare from NetDocuments or SharePoint in this way.

rWJL Compare - Compare Dox t w
= |
(=) Workshare

Please select the documents you want to compare:

Rendering Set:

i 3
Comparison Mode

[standard -

-
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=
2. Select the original document you want to compare by clicking the Open button to the right of the
Original Document field.

3. Navigate to the document location in your local file system, SharePoint or DMS/CRM and click Open.
The selected document is displayed in the Original Document field.

Tip: You can also enter text directly into the text box. Workshare Compare will predict locations as you
type. This is possible for locations accessible from the local machine but not for locations in a DMS.

4. Select the document you want to compare with the original document (DOC/X or PDF file) by clicking
o
the Open button to the right of the Modified Document field.

5. Navigate to the document location in your local file system, SharePoint or DMS/CRM and click Open.
The selected document is displayed in the Modified Document field.

Tip! If you want to compare a recently used file, click the dropdown ™ in the Original Document and
Maodified Document fields and select the documents you want to compare. These lists contain the
last 10 documents you have used.

Tip! To swap the original and modified documents, click This button is only available if you are
comparing two documents rather than comparing multiple documents against an original document.

6. If you want to compare the original document against another document, click . An additional
Modified Document field is added as follows:

Modified Document:
file: /{C:\Program Files\WorkshareModules\Sample Modified Docur ﬁ |

=

7. Select the document you want to compare with the original document by clicking the Open b
button to the right of the second Modified Document field.

8. Navigate to the document location in your local file system, SharePoint or DMS/CRM and click Open.
The selected document is displayed in the second Modified Document field.

9. Repeat steps 6-8 to add further documents as required.
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10. From the Rendering Set dropdown list, select the rendering set you want to use. Rendering sets
contain a set of parameters that define how changes are displayed in the Redline (compared)
document. You can select from the standard rendering sets provided with Workshare Compare or you
can create and customize your own rendering sets (described in Introducing Rendering Sets).

Rendering Set:

_
Standard no calor
Standard no moves
Standard with caret for deletes
Standard with chanage numbers
- Standard with font changes

Standard with shading

Note: Clicking to the right of the Rendering Set field displays the Rendering Sets Manager
where you can create, modify and delete rendering sets. For a full description refer to Introducing
Rendering Sets.

11. From the Comparison Option dropdown list, select the type of comparison you want to perform from
the following:

= Standard: Workshare Compare performs a regular comparison.
= Fast: When comparing a .DOC file against another .DOC file, Workshare Compare performs a binary
comparison which is faster than a standard comparison because it is comparison at the binary level.

When comparing a .DOCX file against another .DOCX file, Workshare Compare performs a faster
comparison by converting the documents to RTF faster than MS Word.

Notes:
The Fast option is only available for DOC files if the Enable fast comparison for DOC files parameter
(Comparison > Administration category) in the Workshare Configuration Manager is selected.

The Fast option is only available for DOCX files if the Enable fast comparison for DOCX files
parameter (Comparison > Administration category) in the Workshare Configuration Manager is
selected.

= Text Only: Workshare Compare performs a text-only comparison, comparing only the text in a
document and not the formatting or styles.

= Compare without OCR: Workshare Compare performs without first performing OCR. With image-
based PDF files, Workshare Compare will first apply OCR (Optical Character Recognition) processing
to translate the images of typewritten text into editable text in order to compare. If you do NOT
want Workshare Compare to perform OCR, select this option.
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12. Click OK. The comparison process is launched and a Progress dialog is displayed.

In Progress

Please wait. ..

Comparing Documents. ..

The Progress dialog indicates the progress of the comparison.

Tip: Progress is also indicated by the shading in the Task Bar icon for Workshare Compare Ig:

When the comparison is complete, the Redline (compared) document is displayed in the Workshare Compare
window. If the original document has been compared against multiple documents, each Redline document is
displayed in a different tab. For a full description of the Workshare Compare interface, refer to Workshare
Compare Main Window.

Note: When comparing a PDF file, the display may vary according to the type of PDF. The type of PDF means
the software used to create the PDF file. For example, Adobe, Amyuni, CutePDF, novaPDF, and so on.

If Workshare Compare cannot complete the comparison, it will do one of two things:
e If enabled, auto retry mode is invoked. See Auto Retry Mode.

¢ If auto retry mode is not enabled (or if Workshare Compare cannot complete the comparison in auto
retry mode) failsafe mode is invoked. See Failsafe Mode.

Auto Retry Mode

If Workshare Compare is unable to complete the comparison, and auto retry mode is enabled, then Workshare
Compare attempts to perform the comparison using reduced settings. For example, Workshare Compare may
attempt to compare the documents without comparing field codes or without comparing footnotes. Workshare
Compare repeatedly attempts to perform the comparison disabling settings one at a time until the comparison is
successful.

Note: Auto retry mode is enabled in the Comparison Options category of the Rendering Sets Manager. Refer
to Comparison Options.

Once the comparison is successful, a message is displayed informing you that the comparison has been
performed using reduced settings.

Note: The comparison may take longer than usual because Workshare Compare is attempting to compare
using different settings.
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Click OK and scroll to the Redline Options Summary, which is displayed at the beginning or end of the Redline
document according to your settings in the Redline Options category of the Rendering Sets Manager.

The Redline Options Summary indicates which settings Workshare Compare disabled in order to perform the
comparison.

Redline Options Summary

Option: Status:
Redline Statistics at End of Document ON
Include Redline Comparison Summary OFF
Show Line Numbering OFF
Show Change Numbers OFF
Show Change Bars on Left ON
Show Hidden Text OFF
Detect List Numbering Changes ON
Compare Headers/Footers ON
Compare Footnotes SET OFF
Display Compare Footers OFF
Ignore Embedded Objects/Images OFF
Compare at Character Level OFF
Compare Numbers at Character Level OFF
Show Moved Deletions OFF
Show Changes to Spaces OFF
Show Paragraph Changes OFF
Ignore Case Changes OFF
Ignore Texthoxes SETON
Ignore Field Codes OFF
Ignore Tables OFF

Note: Even if you have not selected the Include Redline Options Summary parameter in the Redline
Options category of the Rendering Sets Manager, when Workshare Compare performs an auto retry, the
Redline Options Summary is always displayed after the comparison.
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The status indications are as follows:

ON This setting is selected and was applied during the comparison.

OFF This setting is not selected and was not applied during the comparison.

SET ON This setting was not selected but was enabled by Workshare Compare and applied during the
comparison.

SET OFF This setting was selected but was disabled by Workshare Compare and not applied during the
comparison.

If Workshare Compare cannot complete the comparison even using reduced settings, failsafe mode is invoked.

Failsafe Mode

If Workshare Compare is unable to complete the comparison and auto retry mode is disabled, or if Workshare
Compare cannot complete even a reduced comparison in auto retry mode, then failsafe mode is invoked. Failsafe
mode means that Workshare Compare performs a text-only comparison, comparing only the text in a document
and not the formatting or styles.

Manually Invoke Failsafe Mode

You can manually invoke failsafe mode so that a text only comparison is performed. You may want to do this if,
after a full comparison, your Redline document was not fully shown in Workshare Compare for any reason.
Additionally, you may want to do this if you are more interested to see text changes rather than formatting and
style changes.

Before running the comparison, select Text Only from the Comparison Option dropdown list in the Compare
Documents dialog and then click OK to run the compare.

(=) Workshare “
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Workshare Compare Main Window

The Workshare Compare main window enables you to view Redline documents - the results of a comparison
between an original document and a modified document. You can view (in one work area) both source
documents, the Redline document and a summary of the changes between the two source documents.

Note: This section describes the Ribbon interface of Workshare Compare. If you are more comfortable with
the Classic interface, click Classic View in the View Ribbon. Switching between views requires a restart of
Workshare Compare.

Logo Menu Ouick Access Toolbar Redline Tabs Ribbon

Workshare Compare - Sample Onginal Document-Sample Modified Document 7

Comparison Swap
Made ~

Source Documents o x ]
Joriginal: file: /fC: .. Modules\Sample Orignal Document. doc Modified: file:/IC: \,.. Modules'\Sample Modified Document.doc

The Directors
Quality Bonds Pic Issuer Pic Quality Bonds Pl Issuer Plc

@ Category View O List View O Status View The Directors

Numbering Changes (5 unread)

Punctuation Changes (2 unread) The Lead Manager and the other Managers | The Lead Manager and the other Managers

Matching Changes (25 unread) (as defined in paragraph 2 below) (as defined in paragraph 2 below)
Footnote Changes (6 unread)
Uncategorized Changes (32 unread] [Date] [Date]

Dear Sirs, Dear SirMadam,

i b 4 [}

DRAFT ARRANGEMENTLETTER FOR STAND-ALONE BONDS

The Directors
Quality Bonds Plc Issuer Plc

The Lead Manager and the other Managers (as defined in paragraph 2 below)

[Date]
| Dear Sirsgighladam.
- : 1 PE— i [— — L;
Change Summary Window Redline Document Source Documents Window

The Ribbon changes according to the selected tab. In the above example, the Home tab is selected. When you
select to run multiple comparisons, each resulting Redline document is displayed in an individual tab.
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Moving and Placing Windows

The Source Documents window and the Change Summary window can easily be moved to different positions in
the Workshare Compare main window according to individual preference.

Left click the title bar of the Source Documents window or Change Summary window and the drag the window
to your preferred position. The selected window will float over the workspace.

To dock a window:

Left-click the title bar of a floating window and keep the mouse button pressed. Positioning arrows appear at the
top, bottom, left and right of the Workshare Compare main window, as well as in the center.

P e o ot s ]

DRAFT ARRANGEMENT LETIJF.% OR STAND-ALONE BONDS
Change Summary =
Changes ]m‘

@) Category View ©) List View (O Status View
Numbering Changes (5 unread) pers (as defined in paragraph 2 below)
Punctuation Changes (2 unread)
Matching Changes (25 unread)
Footnote Changes (6 unread)
Uncategorized Changes (32 unread)

ISSUF RY QUALITY BONDS PLC ISSUER PLC

s

&= s 8

the <[« | ad limitations of the work to be

e aloue transaction, namely the proposed issue of
ve the preparation by the issuer, and for which the
of an offering circular [in accordance with the listing
hange]. This letter is written in the context of the
ors of the issuer, the head manager (‘the lead

as defined in paragraph 2 below) and ourselves.

A ' | |ssed to the directors of Quality Bonds Plc issuer plc,
e oo meregeorao-cae h of the managers who have agreed or, prior to the
issue of our comfort letter, will agree to participate in the proposed issue and who
have or, prior to the issue of our con ™5 letter, will have validly authorised the lead
manager to accept this arrangement |= (= on their behalf. Their legal names are set

Move the mouse pointer over the required positioning arrow and release the mouse button. The window is
docked in the selected location. For example, dragging the Change Summary window over the left positioning
arrow will dock the Change Summary window down the left side of the Workshare Compare main window.

To hide a window:

Click B8 in the top right corner of the Source Documents window or the Change Summary window.

Use the options in the Show/Hide group on the Home or View tab.
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To auto-hide a window:

Click B in the top right corner of the Source Documents window or the Change Summary window. The selected
window is hidden with just a tab remaining. For example, if the Change Summary window was displayed on the
left side of the Workshare Compare main window and you click . the Change Summary window is hidden
with just a tab displayed on the left side. By hovering over this tab, the Change Summary window is displayed
again and you can work in it as required. Once you click elsewhere, for example in the Redline document, then
the Change Summary window is automatically hidden again.

& Categrory View © List View O Status View
Humbsering Changes (5 wnread)
I Punctuation Changes (2 unresd)
| Matching Changes (25 unread)
| Footnote Changes. (6 wread)
! Uncategorized Changes (32 urresd)

@ Category Veew 10 List View ) S2atus View
umbering Changes (5 uaread)
Punctuation Changes {2 unread)
Matching Changes (5 unread)
Fostate Changes (5 unread) RANGEMENT LETTER FOR STAND-ALONE BONDS
Uncategorized Changes (32 urvesd) |

Pic

e other Managers (as defined in paragraph 2 below)

To turn off auto-hide, click B8l
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The Quick Access Toolbar provides one-click access to functionality available in the Home, Review and View

Ribbons. By default, the New, Open, Save and Save As buttons are included in the Quick Access Toolbar. By

clicking the arrow to the right of the Quick Access Toolbar, you can customize the Quick Access Toolbar as

follows:

Customize Quick Access Toolbar

More Commands...

Show Below the Ribbon

Minimize the Ribbon

Select/deselect the New, Open, Save or Save As options to
display/hide these options in the Quick Access Toolbar.

Select More Commands to add additional options to the Quick
Access Toolbar.

Select Show Below the Ribbon to display the Quick Access
Toolbar below the main toolbar.

you click the Home, Review or View tabs.

Logo Menu

Clicking the Workshare Compare logo displays a menu with the following options:

Option

New
Open
Save
Save As

Save As Comparison
document

Save As Track Change
document

(=) Workshare

Description

Opens the Document Selection dialog enabling you to perform a new
document comparison. Refer to Performing Comparisons.

Enables you to open a saved document comparison. Comparisons are
saved as Workshare DeltaFiles (.WDF).

Enables you to save the current document comparison. Refer to Saving
Redline Documents.

Includes the following sub-options:

Enables you to save a Redline document as a WDF, DOC, DOCX, TXT,
RTF, HTM or PDF file. Refer to Saving Redline Documents.

Enables you to save a Redline document as a DOCX document with the
changes shown as track changes. Refer to Saving Redline as Track
Change Document.

Select Minimize the Ribbon to hide the details of the Ribbon until
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Option
Manage Changes

Print

Print Original

Print Modified

Print Comparison

Print Preview

Preview Original

Preview Modified

Preview Comparison
Email

Send as Comparison
document

Send as Track Change

document

Configuration Manager

Properties

About Workshare Compare

Close

COMPARING DOCUMENTS USING WORKSHARE COMPARE

Description

Enables you to import the modified document into the original document
and then accept or reject the changes proposed by the modified
document as required. Refer to Error! Reference source not found. for
further information.

Enables you to print the Redline document and includes the following
sub-options:

Enables you to print the original source document. Refer to Printing
Redline Documents.

Enables you to print the modified source document. Refer to Printing
Redline Documents.

Enables you to print the Redline document. Refer to Printing Redline
Documents.

Enables you to preview the print output and includes the following sub-
options:

Enables you to preview the original source document.
Enables you to preview the modified source document.
Enables you to preview the Redline document.
Includes the following sub-options:

Enables you to send the current documents (the original, the modified
and the Redline) as email attachments. Refer to Sending Compared
Documents by Email.

Enables you to send the Redline document as an RTF document with
the changes shown as track changes. Refer to Sending Compared
Documents by Email.

Opens the Workshare Configuration Manager where, if you have
permission, you can configure system parameters. Refer to Introducing
the Workshare Configuration Manager for further information.

Enables you to specify general information about the document
comparison, such as title and author. The Document Properties dialog
includes no properties information from the original or modified
documents.

Displays version information about Workshare Compare.

Closes the currently displayed Redline document.

Clicking the Exit button on the bottom right of the Logo menu closes the Workshare Compare application. You
are prompted to save any open Redline documents.
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Redline Tabs
_ sample Original Document-Sample... [ Sample Original Document-Modifie... .|

When the original document has been compared against multiple modified documents, each resulting Redline
document is displayed in a different tab. Select the tab header to display the comparison in the Workshare
Compare window. You can also display the tabs side by side by clicking and dragging the tab header across the
Workshare Compare window.

Redline Document

The Redline document shows the results of the comparison between the original document and the modified
document. Changes are marked according to the rendering set applied to the comparison. For example, deleted
text could be redand-struek-threvgh and added text could be blue and underlined.

You can navigate between the changes in the Redline document and edit the Redline document to take account
of changes, if required. You can also save and print the Redline document as well as send it by email. All of these
options are described in Working with Redline Documents.

Redline Document Right-Click Menu

Right-clicking text or changes in the Redline document displays a popup menu, providing rapid access to some
of the more commonly used tools.

Option Description

Copy Copies selected text to the clipboard.

Select All Selects all the content of the Redline document.

Find Opens the Find dialog enabling you to search for specified text or keywords in the

Redline document.

Find Next When you have specified text or a keyword in the Find dialog, navigates to the next
occurrence of the specified search text or keyword in the Redline document.

Edit Redline Opens the Redline document in Microsoft Word as an RTF file. You can then edit the
Redline document as required. Refer to Editing Redline Documents.

Convert to Track | Enables you to implement changes shown in the Redline document using track

Changes changes functionality. Refer to Converting to Track Changes.

Zoom Enables you to change the display of the Redline document from 20% to 200% of its
original size.

Link to Move When text has been moved to another position, navigates and highlights the text in its

new or previous position in the Redline document.

When right-clicking text in its new position, clicking Link to Move highlights the text
in its previous position.

When right-clicking text in its original position, clicking Link to Move highlights the
text in its new position.

You must right-click a move-type change for this option to be available.
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Link to Change

Description
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Jumps to the Redline Summary (at the end of the Redline document) highlighting the

selected change.

The Include Redline Summary option must be selected in the applied rendering set.

Refer to Redline Options.

You must right-click a change for this option to be available.

Redline Comparison Summary

At the beginning or end of the Redline document, you can see a summary of the comparison and a list of the

changes found.

Document comparison by Workshare Compare on 19 March 2012 13:55.16

[Input:

Cocument 11D

Original Document.doc

file:CA\Program FilesWaorkshare\WModulesiSample

e scription

Sample Original Document

Document 2 1D

Modified Document doc

file:iC\Program Files\Warkshare\ModulesiSample

O e scription

Sample Modified Document

Fendering set

Standard

Legend:

Style change

Format change

Inserted cell

Deleted cel

Moved cell

SplittM erged cell

Padding cell

Statistics:

Count

Insertions

48

Deletions

47

Moved from

10

Moved to

10

Style change

0

Format changed

0

Total changes

115

In order for the Redline document to include this summary, ensure that Include Redline Comparison Summary
is selected in the Redline Options category of the Rendering Sets Manager. Refer to Redline Options.

E;j Workshare
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Home Tab

The Home Ribbon enables you to print Redline documents, open saved Redline documents, as well as initiate
new comparisons.

Changes | Summary Documents -
o o Hid

3

The options are described in the following table.

Group Option Description
Actions New Opens the Document Selection dialog enabling you to perform a new
document comparison. Refer to Performing Comparisons.
Open Enables you to open a saved document comparison. Comparisons
are saved as Workshare DeltaFiles (.WDF).
PDF Convert to PDF: Enables you to convert the Redline document to
PDF or PDF/A.

Convert to PDF and Email: Enables you to convert the Redline
document to PDF or PDF/A and send as an email attachment.

Refer to Converting Redline to PDF.

Print Enables you to print the Redline document.
Print Original: Enables you to print the original document.
Print Modified: Enables you to print the modified document.
Print Comparison: Enables you to print the Redline document.
Refer to Printing Redline Documents.

Clipboard Copy Copies selected text to the clipboard.
Select All Selects all the content of the original or modified document.
Search Find Opens the Find dialog enabling you to search for specified text or

keywords in the original or modified document.

Comparison | Comparison Mode Enables you to select a comparison mode from the dropdown list
and Workshare Compare automatically re-runs the comparison in
the selected mode — Standard, Text Only, Fast or Compare
without OCR. For more information about the types of comparison,
refer to Overview - Comparing Documents Using Workshare
Compare.

Swap Swaps the original and modified documents. Refer to Swapping the
Source Documents.

Review Manage Changes Enables you to import the modified document into the original
document and then accept or reject the changes proposed by the
modified document as required. Refer to Error! Reference source
not found. for further information.
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Group
Show/Hide

Rendering
Sets

Info

(=) Workshare

Option

Change Summary

Comparison
Documents

Select

Edit

Help

COMPARING DOCUMENTS USING WORKSHARE COMPARE

Description

Displays/hides the Change Summary window. Refer to Change
Summary Window.

Enables you to select what to display in the Workshare Compare
main window.

All Documents: Displays the source documents and the Redline
document.

Original: Displays the original document in the Source Documents
window.

Modified: Displays the modified document in the Source
Documents window.

Redline Only: Hides the Source Documents window and displays
the Redline document only.

Refer to Source Documents Window.

Enables you to select a different rendering set from the dropdown
list and Workshare Compare automatically re-runs the comparison
applying the selected rendering set. Refer to Introducing Rendering
Sets.

Opens the Rendering Sets Manager where you can apply different
rendering sets to a comparison and, if you have permission, you can
add, edit and delete rendering sets. Refer to Introducing Rendering
Sets.

Provides access to online help.

About: Displays version and copyright information about Workshare
Compare.

Keyboard Shortcuts: Displays a list of keyboard shortcuts available
in Workshare Compare.

License: Displays information about your Workshare Compare
license.

Help: Provides access to online help.
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Review Tab

The Review Ribbon enables you to review and manage the changes as well as email a Redline document.

g’; E_\E?l, % & P i First

e | Last
Manage Edit Convert to Track Previous Mext
Changes Redline Change document == Specific

The options are described in the following table.

Group Option Description

Send Email Send as Comparison document: Enables you to send the current
documents (the original, the modified and the Redline) as email
attachments.

Send as Track Changes document: Enables you to send the
Redline document as an RTF document with the changes shown as
track changes.

Refer to Sending Compared Documents by Email.

Review Manage Changes Enables you to import the modified document into the original
document and then accept or reject the changes proposed by the
modified document as required. Refer to Error! Reference source
not found. for further information.

Edit Redline Opens the Redline document in Microsoft Word as an RTF file. You
can then edit the Redline document as required. Refer to Editing
Redline Documents.

Convert to Track Enables you to implement changes shown in the Redline document
Change document using track changes functionality. Refer to Converting to Track
Changes.
Navigation Previous Navigates to the previous change and highlights the entire change

in the Redline document. Refer to Navigating Between Changes.

Next Navigates to the next change and highlights the entire change in
the Redline document. Refer to Navigating Between Changes.

First Navigates to the first change and highlights the entire change in
the Redline document. Refer to Navigating Between Changes.

Last Navigates to the last change and highlights the entire change in
the Redline document. Refer to Navigating Between Changes.

Specific Enables you to navigate to a specific change number. The entire
change is highlighted in the Redline document. Refer to Navigating
to a Specific Change Number.
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View Tab

The View Ribbon enables you to display the source documents and a summary of the changes as well as edit
rendering sets.

l%

Select  Edit

-

Change Comparison
Summary Documents ~

Classic
View

The options are described in the following table.

Group Option Description
Rendering Select Enables you to select a different rendering set from the dropdown
Sets list and Workshare Compare automatically re-runs the comparison
applying the selected rendering set. Refer to Introducing Rendering
Sets.
Edit Opens the Rendering Sets Manager where you can apply different

rendering sets to a comparison and, if you have permission, you can
add, edit and delete rendering sets. Refer to Introducing Rendering

Sets.
Comparison = Swap Swaps the original and modified documents. Refer to Swapping the
Source Documents.
Show/Hide = Change Summary Displays/hides the Change Summary window. Refer to Change
Summary Window.
Comparison Enables you to select what to display in the Workshare Compare
Documents main window.
All Documents: Displays the source documents and the Redline
document.
Original: Displays the original document in the Source Documents
window.
Modified: Displays the modified document in the Source Documents
window.

Redline Only: Hides the Source Documents window and displays
the Redline document only.

Refer to Source Documents Window.

Zoom Zoom Enables you to change the display of the Redline, original or modified
document from 20% to 200% of its original size.

Interface Classic View Switches to the Classic interface of Workshare Compare where
options are displayed either within menus or on a toolbar.

Windows Close All Closes all open Redline documents.
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From the Home Ribbon or View Ribbon, you can select to display the Change Summary window.

Change Summary b4
Changes | Search

@ Category View (O List View © Status View

' Numbering Changes (2% unread)

4 (apitalization Changes (1 unread)
2 4signingSigning

I Punctuation Changes (2 unread)

I Matching Changes (25 unread)

I Footnote Changes (6 unread)

I Header Changes (1 unread)

I Footer Changes (1 unread)

I Uncategorized Changes (35 unread)

Changes tab, Category View

Change Summary X

Changes | Search

) Category View () List View @ Status View

4 +f Agreed Changes
v/ header
/ By signi i ing fi ;
V17, 40 Saveas may be expressly rec
v 21, 23.For the avoidance of doubt,
4 M Disagreed Changes
X5, B The Lead Manageccen
X 26, 28.dateof the final-offering circul
X33 35.This arrangement letter and |

I 'r Flagged Changes
I "? Mot Reviewed Changes

o 1] 3

Change Summary =
©) Category View @ List View O Status View
# Pageline  Change Text -
1 1,1 header H
2 1,54 footer  PAGE4
3 13 BRAFT-SARA MG EN
4 1,4 Draft Arrangement |
5-6 1,14 Dear SirsSirMadam
7 1,37 By-signingand acc
B 1,42 Sl
9 1,46 1. 3-Up to the
10 2,1 2 4By signin
11-12 2,1 2. 4 i Al
13 2,13 5. 5 ——Th
14 2,18 ER &—Cur comt
15 2, 26 4, I-For the &
‘1 [ 22N A T R

Changes tab, List View

Change Summary =

Changes | Search

| [[] Ignore Case

[Sea rch changed text only

v] Seg

# Page.line  Change Text

Changes tab, Status View

(=) Workshare
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Selecting a change in the Change Summary window highlights the change in the Redline document and displays
the position of the change in both the source documents.

You can hide/display the Change Summary window by clicking Change Summary in the View Ribbon.

Tip! The Change Summary window is by default positioned down the left side of the Workshare Compare
environment. It can be moved as required. Refer to Moving and Placing Windows.

You can right-click a change and select a status for that change. Refer to Reviewing Changes.

Changes Tab Category View

Change Summary X
Changes ISearch l

© Category View © List View © Status View

I Numbering Changes (31 unread)
4 Whitespace Changes (2 unread)
The lead manager may delete managers from appe
Our comfort letter may not be referred to in any ot
I Capitalization Changes (2 unread)
I Punctuation Changes (2 unread)
I Spelling Corrections (3 unread)
! Word Variations (2 unread)
I Matching Changes (135 unread)
I Suggested Changes (4 unread)
I Style Changes (14 unread)
I Font Changes (22 unread)
I Footnote Changes (1 unread)
I Endnote Changes (2 unread)
Header Changes (1 unread)
Footer Changes (1 unread)
Uncategorized Changes (5 unread)

=

The Changes tab, Category View of the Change Summary window displays all the changes between the original
document and the modified document according to the type of change. The changes can be grouped into any of
the following categories:

¢ Numbering Changes: Any changes to numbering lists identified in a document.

o Whitespace Changes: Changes that only involve whitespace — ie deletion/insertion of spaces or tabs,
or a space changing to a tab or 3 spaces changing to tabs.

o Capitalization Changes: Any changes to the capitalization of a word.

¢ Punctuation Changes: Any changes to a punctuation mark.
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Spelling Corrections: Changes where a single word replacement includes the deletion of a word that is
not a dictionary word and the insertion of a dictionary word in its place. The replacement word must
also be a spell check suggestion for the replaced word — for instance replacing ‘recieve’ with ‘receive’.

Word Variations: Changes which involve changing the form a word ie replacing ‘confirms’ with
‘confirmed’ — the two words (original and replacement) must come from the same stem word and just
have different endings. This relies on a dictionary as well — refer to document above on instructions on
how this can be customized.

Matching Changes: Changes that are repeated and identical.

Suggested Changes: Changes that a reviewer could have neglected to make. For example, there are
400 instances of “ACME INC" in the original document but the reviewer has only changed 399 of these
to “Workshare Inc”. The Missed Changes category will indicate that there is 1 change that might have
been missed.

Style Changes: Style changes in a document.

Font Changes: Changes made to font type, font style, font colour, underline style, underline color and
font effects.

Footnote Changes: Any changes in the footnote of a document.
Endnote Changes: Any changes in the endnote of a document.
Header Changes: Any changes in the header of a document.
Footer Changes: Any changes in the footer of a document.

Placeholder Changes: The change summary shows items for blocks of placeholder text that are found
to be matching between the original and modified documents. While these are not changes between
the two documents as such, they highlight areas where the editing of the document may be
incomplete. Typical blocks of placeholder text might be ‘[Client Name]’, ‘[Company Address]’ etc.

Boilerplate Changes: Changes that occur inside blocks of boilerplate text in a special ‘Boilerplate
Changes’ section. These changes merit special attention as in general boilerplate text should not be
modified. Note that the change is only marked as a boilerplate change if it is found inside an occurrence
of one of the boilerplate text items in the original document.

Uncategorized Changes: Changes that do not fall into any of the above groups.
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Changes Tab List View

Change Summary X
Changnm
(© Category View @ List View © Status View
# Pageline Change Text =

1 11 W@
2-3 1,56 C:\Extended_API_TestFiles\Osi

4 1,3 DRAET-ARRANGEMENT LE
5-6 1,6 The DirsctrsDirectors

7-8 1,7 v/ QUALITYACME Bonds Plc
9-10 15 v/ PROPOSED QUALPIYACM
11-12 515 v/ PROPOSED QUALITY BONC
13-14 1,20 X1 This arrangement
15-16 1,24 X This letternatice is writter
17-18 1,31 X2. This arrangement

19 1,32 2. This arrangement let
20-21 1,33 X prior to the issue of our co
22-23 1,34 X prior to the issue of our co
24-25 1,35 X will have validly authorised
26-27 1,37 X Their legal names are set o
28-29_ 137 ¥ are referred to in this arrar ¥

The Changes tab, List View of the Change Summary window displays all the changes between the original
document and the modified document in the order that they occur.

The following information is shown for each change in List View of the Change Summary window:

# The number of the change in the document. A change may have two numbers when it
includes two actions. For example, a deletion and an addition.

Page, Line The page number and the line number in the original document where the change occurs.

Change Text  Details of the change.
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Changes Tab Status View

Change Summary b 4
Changes |Search I

© Category View © List View @ Status View

4 o/ Agreed Changes
v/ QUALITYACME Bonds Plc Issuer Plc
v/ PROPOSED QUALITYACME BONDS PLC ISSUE BY,
v/ PROPOSED QUALITY BONDS PLC ISSUE BY QUALI
v/ QUALITYACME Bonds Plc Issuer Plc
v/ PROPOSED QUALHYACMFE BONDS PLC ISSUE BY
v/ PROPOSED QUALITY BONDS PLC ISSUE BY [QUAL
I M, Disagreed Changes
i " Flagged Changes
I “J* Not Reviewed Changes

| m ] »

The Changes tab, Status View of the Change Summary window displays all the changes between the original
document and the modified document according to their status — Agreed, Disagreed, Flagged and Not Reviewed.
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Search Tab
Change Summary X
| Ignore Case
| Search changed text only ] [ Search |
# Pageline Change Text
‘ »

The Search tab enables you to search for changes in the Redline document that include a specific keyword or
text. Refer to Searching for Changes.
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Source Documents Window
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From the Home Ribbon or View Ribbon, you can select to display the Source Documents window. You can select
(from the Comparison Documents option) to display the original document, the modified document or both
documents in the Source Documents window..

Source Documents
Original: file: //C: fProgram FilesWorkehare Modules/Sample Original Document.doc

Modified: file:/C:/Program Files/Workshare Modules Sample Modified Docment.doc

IComfort Letter

5 The Lead Manager confirms that, in connection with the proposed issue

of the Securities, it is aware of guidance relating to due diligence issued
by the International Primary Market Association from time to time, which
will be followed by it in connection with the proposed issue.

Our comfort letter will be provided to the addressees of this letter solely
in the context of the due diligence procedures that you undertake, or
procure to be undertaken, pursuant to the guidance referred to in
paragraph 5 above in connection with the contents of the offering
circular for the purpose of any due diligence defence that you may wish
to advance in connection with the contents of the offering circular.
Accordingly our comfort letter will be addressed to you for that purpose
and may not be relied on by you for any other purpose.

For the avoidance of doubt, nothing in paragraph 6 shall preclude the
managers from obtaining compensation from us in respect of any
liability that the managers incur to an investor arising out of the contents

b

-

Comfort Letter
=

Our comfort letter will be provided to the addressees of this letter solely
in the context of the due diligence procedures that you undertake, or
procure to be undertaken, pursuant to the guidance referred to in
paragraph 5 above in connection with the contents of the offering
circular for the purpose of any due diligence defence that you may wish
to advance in connection with the contents of the offering circular.
Accordingly our comfort letter will be addressed to you for that purpose
and may not be relied on by you for any other purpose.

For the avoidance of doubt, nothing in paragraph & shall preclude the
managers from obtaining compensation from us in respect of any
liability that the managers incur to an investor arising out of the contents
of the offering circular to the extent that such liability arises because the
work undertaken pursuant to this arrangement letter was undertaken
negligently.

]

The Source Documents window can display the original document and the modified document. You can scroll

through both documents as required. Selecting a point in one source document automatically scrolls the other
source document as well as the Redline document to the same point. The source documents are read-only and
cannot be modified in any way. The name of the source document is shown above the document.

Tip! The Source Documents window is by default positioned across the top of the Workshare Compare
environment. It can be moved as required. Refer to Moving and Placing Windows.

Right-clicking text in the original document or the modified document displays a popup menu, providing rapid
access to some of the more commonly used tools.

Opens the Find dialog enabling you to search for specified text or keywords in the

Option Description
Copy Copies selected text to the clipboard.
Select All Selects all the content of the original or modified document.
Find
original or modified document.
Find Next

Convert to Track
Changes

Zoom

When you have specified text or a keyword in the Find dialog, navigates to the next

occurrence of the specified search text or keyword in the original or modified

document.

200% of its original size.

(=) Workshare

Enables you to implement changes shown in the Redline document using track
changes functionality. Refer to Converting to Track Changes.

Enables you to change the display of the original or modified document from 20% to
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Working with Redline Documents

This section describes the tools available to you when working with the compared (Redline) document after a
comparison.

Navigating Changes

After performing a comparison, you can review the Redline document (the result of the comparison) and
consider the changes between the original and modified documents. You can move between changes in the
Redline document by jumping from change to change or searching for a specific change using change numbers
or keywords.

Navigating Between Changes

Selecting a change in the Change Summary window highlights the change in the Redline document and displays
the position of the change in both of the source documents.

Work and Procedures

In other jurisdictions,

‘ 14.

standards and practice relevant to reporting accountants may be different and may
not provide for reporting in the manner cuntemplated herein. Accardingly our report
should nat be relied on as if it had been provided in accordance with the standards

and pracnce Df any prufessmnal bndy in any Dther Jur|sd|ctlun Qggﬂggg ] ﬂlgggg

Click Previous in the Review Ribbon to move to the previous change and highlight the entire change in the
Redline document. Click First to move to the first change in the Redline document.

Click Next in the Review Ribbon to move to the next change and highlight the entire change in the Redline
document. Click Last to move to the last change in the Redline document.

Eﬁj Workshare v
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Navigating to a Specific Change Number

Changes are allocated numbers, which are displayed next to the change in the Change Summary window. A
change may have two numbers when it includes two actions, for example, a deletion and an addition. You can
move to a specific change number in the Redline document.

To navigate to a specific change number:

1.

4,
5.

Click Specific in the Review Ribbon. The following dialog is displayed:

Workshare Compare E

Enter the change number to go to within the current document.

Change Mumber; | |

Help l Go To I [ Close

In the Change Number field, enter the number of the change you want to display in the Redline
document.

Click Go To. The entire change is highlighted in the Redline document.
Repeat steps 2 and 3 to navigate to further changes as required.

Click Close to close the dialog.

the change numbers against each change in the Redline document, for example,

Tip! To maximize this feature, apply a rendering set with the Show Change Numbering parameter selected
in the Redline Rendering category, Change Numbering section. Refer to Change Numbering. This shows all

Dear Sies;'Sinadam

(=) Workshare
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Searching for Changes

You can search for changes in the Redline document that include a specified keyword or text. Workshare
Compare can search only the changes for the specified text or it can search the text of the original or modified
documents.

To search for a change:

1.

(=) Workshare

In the Change Summary window, select the Search tab or click Find in the Home Ribbon.

Change Summary X
Search
| ["] Ignore Case
(Search changed text only v |
= Pageline Change Text
L] »

In the text box, enter the search criteria — the word or words for which you want to search.
If the case is not important, select the Ignore Case checkbox.

Select where you want to search from the dropdown list. The options are as follows:

o Search changed text only: Searches through all text in the Redline document that has been
changed.

= Search text near a change: Searches through all text in the Redline document within a close
proximity to a change.

o Search Original Document text: Searches through all text in the Original Document.
o Search Modified Document text: Searches through all text in the Modified Document.
= Search all Redline text: Searches through all text in the Redline document.
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5. Click Search. A list of changes that include the specified word or words is displayed in the lower text

area.
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comfort letter Ignore Case
[Search changed text only V] [ Search ]
# Page line  Change Text

26-29 7,9 26, 26— |twillbenacessaniont
3-35 17 27 We shall answer queries raised &
70-71 10,3 9 Tre selgheesadzeriamesades
76 11,3 Draft Comfort Lattar

77 11,4 DEAFT COMFORT LETTER

115 16,27 Our work did not extend 1o the period fro
] >

Selecting a change in the search results highlights the change in the Redline document and displays the position
of the change in both the source documents.

Reviewing Changes

You can go through the changes in the Redline document and mark them to indicate whether you agree with the

change. This is useful if someone else will implement the changes to your document and you want to indicate

which ones you agree with and which ones you want to ignore. Once you have reviewed the changes, you can

save the Redline as a WDF file and send it to the person who will implement the changes.
To review changes:

1. In the Change Summary window, right-click a change. The following menu is displayed:

v Agree
X Disagree
™ Flag

© Reset

E Mark as Read

(=) Workshare
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2. Select the required status for the change.
= Agree: You agree with the proposed change. A green tick is displayed next to the change in the
Change Summary window.
o Disagree: You do not agree with the proposed change. A red cross is displayed next to the change
in the Change Summary window.
= Flag: You want to highlight the change — perhaps for future consideration or to check sources. A
flag is displayed next to the change in the Change Summary window.

o Mark as Read: You want to indicate that you have reviewed the change but do not want to give it a
status.

3. If you want to change a status, select Reset from the right-click menu and the status is removed from
the change.

Note: To reset a changed marked as read, select Mark as Unread from the right-click menu.

When you have completed your review, save the Redline document as a WDF file.

Note: If you review the changes and modify the status of a change, for example, to “Flag” or “Agree”, these
status changes are only saved when you save the Redline as a WDF file. If you save the Redline in another
format, the status changes will be lost.

Swapping the Source Documents

You can re-run a comparison exchanging the original document for the modified document and the modified
document for the original document. For example, if you selected Document A as the original document and
Document B as the modified document, Workshare Compare compares Document A to Document B and
presents the changes made to Document A. You can then swap the original and modified documents so that
Document B is now the original document and Document A is the modified document. Workshare Compare
automatically re-runs the comparison, comparing Document B to Document A, and presents the changes made
to Document B.

To swap the source documents:

Click Swap in the Home Ribbon or View Ribbon to swap the source documents. Workshare Compare
automatically runs a new comparison, using the modified document as the original document and the original
document as the modified document. The new Redline document is displayed in the same tab replacing the first
comparison.

Editing Redline Documents

In order to edit the Redline document, you can open it in Microsoft Word and use all standard Microsoft Word
functionality to edit the document as required.

To edit the Redline document:

1. Click Edit Redline in the Review Ribbon or right-click in the Redline document and select Edit Redline.
The Redline document is opened in Microsoft Word as a DOC/DOCX file with the default name
Redline.doc/docx. All the changes are displayed.

(=) Workshare &
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2. Edit the Redline document as required.

3. Click Save = to save the document. By default, Redline.doc/docx is saved in a temporary folder.

If you re-compare the original and modified documents, any changes made to the Redline document are lost. In
order to save any changes made to the Redline document, you must save it.

Changing the Comparison

You can re-run a comparison using a different comparison mode or applying a different rendering set or changing
specific comparison options.

Changing the Comparison Mode

You can re-run a comparison using a different comparison mode (or type) if required.

To re-run a comparison using a different mode:

From the Comparison Mode dropdown list in the Home Ribbon, select the required mode from the following:

o Standard: Workshare Compare performs a regular comparison.

e Fast: When comparing a .DOC file against another .DOC file, Workshare Compare performs a binary
comparison which is faster than a standard comparison because it is comparison at the binary level.

When comparing a .DOCX file against another .DOCX file, Workshare Compare performs a faster
comparison by converting the documents to RTF faster than MS Word.

Notes:
The Fast option is only available for DOC files if the Enable fast comparison for DOC files parameter
(Comparison > Administration category) in the Workshare Configuration Manager is selected.

The Fast option is only available for DOCX files if the Enable fast comparison for DOCX files
parameter (Comparison > Administration category) in the Workshare Configuration Manager is
selected.

e Text Only: Workshare Compare performs a text-only comparison, comparing only the text in a
document and not the formatting or styles.

e Compare without 0CR: Workshare Compare performs without first performing OCR. With image-based
PDF files, Workshare Compare will first apply OCR (Optical Character Recognition) processing to
translate the images of typewritten text into editable text in order to compare. If you do NOT want
Workshare Compare to perform OCR, select this option.

Workshare Compare re-runs the comparison using the selected mode and displays the resulting Redline
document in the Workshare Compare main window.

(=) Workshare “
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Applying a Different Rendering Set
You can re-run a comparison using a different rendering set.
To re-run a comparison with a different rendering set:
1. Click Select in the Home or View Ribbon. A list of the currently defined rendering sets is displayed.

o K2

Edit Help

Standard no color

Standard no moves

Standard with caret for deletes
Standard with change numbers
Standard with font changes
Standard with shading

Standard

2. Select the rendering set to apply.

Workshare Compare re-runs the comparison using the selected rendering set and displays the resulting Redline
document in the Workshare Compare main window.

(=) Workshare &
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Changing the Comparison Options
You can re-run a comparison changing specific comparison options.
To re-run a comparison with different options:

1. Click Edit in the Home or View Ribbon. The Rendering Sets Manager is displayed.

r
aJ Rendering Sets

Search Rendering Options

Redline Preview

Rendering Set: | Standard

-]

Comparison Options Comparison Options

Select the document features to be compared.

Redline Options

Redline Rendering A Comparison Options

Allow Aute Retry

Detect List Numbering Changes
Compare Headers/Footers

Compare Footnotes

[C] Compare at Character Level

] Compare Numbers at Character Level

] Ignore Embedded Objects/Images

[} Ignore Case Changes

B Ignore Text Boxes

B Ignore Field Codes

Compare field contents as text
B Ignore Tables

B Display comments in redline
[C] Detect Changes to Images

[T] 1gnere auto list against manual number list changes

[cmeel ] [ vep ]|

2. Edit the rendering set parameters as required. For example, select the Ignore Tables checkbox.
Rendering set parameters are described in Rendering Set Parameters.

3. Do one of the following:

o Click Apply. Workshare Compare re-runs the comparison using the selected parameters and
displays the resulting Redline document in the Workshare Compare main window. Click OK to close
the Rendering Sets Manager. Any changes you made to the rendering set parameters are lost.

Ej Workshare .
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@ Click OK. The following dialog is displayed:

Do you want to save your changes to a Rendering Set before applying
them?

Save to Set Name: Standard

Enter the name of an existing rendering set to overwrite a rendering set or enter a new name to
create a new rendering set. Do not use the following characters when naming rendering sets: <, >,
5\ " /. \\or |. Click Yes. Workshare Compare re-runs the comparison using the revised options
and saves the revised options as the specified rendering set. Click No. Workshare Compare re-runs
the comparison using the revised options and saves the revised options as a temporary rendering
set called “Custom rendering set”.

Note: The “Custom rendering set” will be selected in the Rendering Set dropdown list the next time the
Rendering Sets Manager is opened. However, once you navigate away from the “Custom rendering set” and a
different rendering set is selected and the Rendering Sets Manager is closed, the “Custom rendering set” is
lost.

Converting to Track Changes

If required you can implement the changes shown in the Redline document using Microsoft Word's track
changes functionality. The Redline document can be opened in Microsoft Word and the insertions and deletions
shown in the Redline document are converted into track changes which can then be reviewed and implemented
as required.

Note: The Converting to Track Changes functionality is only enabled, if the Enable ‘Convert to Track Change
document’ parameter (Comparison > User Interface category) in the Workshare Configuration Manager is
selected.

To convert to track changes:

1. Click Convert to Track Change document in the Review Ribbon or right-click in the Redline document
and select Convert to Track Changes. The Redline document is opened in Microsoft Word as a
DOC/DOCX file with the default name TrackChange Redline.doc/docx. All the changes are displayed as
track changes.

2. Review the track changes and implement them as required.

3. Save the document. By default, TrackChange Redline.doc/docx is saved in a temporary folder. You can
also use Save As to save the modified Redline document as a Microsoft Word file (or other format) and
in a different location, as required.

(=) Workshare v
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Importing Changes into the Original Document

You can import the changes detailed in the Redline document into the original document.

Click Manage Changes in the Home or Review Ribbon or select Manage Changes from the Logo menu. The
changes detailed in the Redline document are imported into the original document. The original document and
the Manage Changes page of the Workshare Panel are displayed. You can then select to incorporate the changes
into the original document as required. Refer to Error! Reference source not found. for further information.

Sending Compared Documents by Email

Workshare Compare integrates with your email system. You can send the Redline document as well as the
original and modified documents as email attachments. You can also send the Redline document as a Microsoft
Word file that shows the changes as track changes. This is useful if the recipient does not have Workshare
Compare.

To send Redline documents by email:

1. Click Email then Send as Comparison document in the Review Ribbon or select Email then Send as
Comparison document from the Logo menu. The Email Comparison Documents dialog is displayed.

] .
Workshare Compare - Email Comparison Documents ﬂ

L —

Select the documents to attach to a new email message

Create a new message attaching

(") Workshare Compare's internal file format (DeltaFile)

Document Type Document Name Document Format

[T #) original Document Sample Original Documen  Word 97-2003 Document (*.doc)

| @J Modified Document Sample Modified Documer  Word 97-2003 Document (*.doc)

[¥] ) Redine Document Sample Original Documen | Adobe Arobat Fie (*.pdf) v

2. Select the files to send by selecting one of the following options:
@ Individual documents included in this comparison

Selecting this option displays a list of the documents included in the comparison in the lower pane.
Select the checkboxes to the left of the documents you want to send.

(=) Workshare &
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Note: The original and modified documents are sent in Microsoft Word format and the Redline
document is sent by default as a PDF. Click in the Document Format field of the Redline document to

change the default format, for example, to RTF.

= Workshare Compare’s internal file format (DeltaFile)

Selecting this option sends the compared documents as a DeltaFile. A DeltaFile contains the Redline
document and a reference to the original and modified documents in the DMS. A DeltaFile can only
be opened in Workshare Compare. The file extension for a DeltaFile is WDF.

Tip! Click in the Document Name field to change the name of the Redline document.

3. Click OK. An email message window is displayed with the selected files as attachments.

QHdT - A

Message Insert Options Format Text Review
I =0 ¥ My \ﬂ [ Attach File
g B3 B I U = 20 Attach Ttem ~
A R B R usenee
Waorkshare Clipboard Basic Text Mames Incdude

c@ ¥ Follow Up -
Assign
Policy = B LowImportance

! High Importance

Tags ]

A}
Zoom

Zoom

— — -
oo P D erhtenmMe==e e e (=] B
> @

subject: |Workshare Professional Document Distribution

Attached:
Sample Original Document - Sample Modified Document.pdf (220 KB)

I@Samgle Original Document.doc (79 KBEJ; I@Samgle Modified Document.doc (80 KBJ;

The following files have been attached to this mail by Workshare Professional ..

Sample Original Document.doc (Microsoft Word 97 - 2003 Document)
Sample Modified Document.doc (Microsoft Word 97 - 2003 Document)
Sample Original Document - Sample Modified Document pdf (PDF)

» &1

l
|| | Helen Sagal | Technical Author

4. Enter the recipient(s) name and any other text you want to include and click Send.

(=) Workshare
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To send Redline documents with changes as track changes:

1.

Click Email then Send as Track Changes document in the Review Ribbon or select Email then Send
as Track Changes document from the Logo menu. The Redline document is saved as a Microsoft
Word document with the changes indicated by track changes and an email message window is

displayed with the Microsoft Word file as an attachment.

— = — =
@I HY ¢ a5 - Workshare Professional Document Distribution - Message (HTML) @Elg
Message | Insert  Options Format Text Review o @
fl % Aoa == m [ @ [ attach File “_% ¥ Follow Up ~ O M
5 M - PRI = | ﬂ - A
E3 i.@ Attach Item ~ T High Importance \
Add large Frotect  Paste B J U |®- A = $= | Address Check . Assign Zoom
Attachment  Files - 7 - i Book Names | L Signature - Poliy~ # Low Importance
Waorkshare Clipbo... & Basic Text Names Include Tags | Zoom

Subject: |Workshare Professional Document Distribution

Aftached: @Sam le Original Document - Sample Modified Document.docx [43 KB}

! £
: The following files have been attached to this mail by Workshare Professional .. =
! Sample Original Document - Sample Modified Document.docx i
U

|| Helen Sagal | Technical Author -

2. Enter the recipient(s) name and any other text you want to include and click Send.
When the recipient opens the file in Microsoft Word, the changes are displayed as track changes.
65
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Printing Redline Documents

You can print the Redline document as well as either of the source documents.

To print the comparison documents:

1.

5.

In the Home Ribbon or the from the Logo menu, click Print and then Print Original, Print Modified or

Print Comparison. The Print dialog is displayed.

Name:  |[\\in1-besav-01\LN1-SALES-PTR-01 v| | Propeties |

Status:  Toner low; 0 documents waiting
Type: HP Universal Printing PCL 6
Where:  10.10.0.128

Comment:

Print range Copies
CF- Number of copies: 1 B

) Pages  from: 1 to: 18 Ay 8
Alg’ﬂ ﬁ /| Collate
) Selection 1 1

["] Print Redline in black and white
[7] Only print pages with changes

ok__J [ cancel |

Select from the standard print options in the usual way.

The following two options are only available when selecting Print Comparison.

If you selected Print Comparison, and you are printing to a black and white printer, select the Print

Redline in black and white checkbox, as color text may not appear clearly when printing in black and

white.

If you selected Print Comparison, and you only want to print pages of the Redline document that
include changes, select the Only print pages with changes checkbox.

Click OK.

Note: You can preview the printed version of the Redline, original or modified document using the Print
Preview options in the Logo menu.

(=) Workshare
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Converting Redline to PDF

You can convert the Redline document to PDF and save it locally or in your DMS or you can convert to PDF and
email.

To convert a Redline document to PDF:

1. In the Home Ribbon, click PDF and then Convert to PDF. The Convert to PDF dialog is displayed.

(=) Workshare

I Convert your document to PDF and configure its security options.

Save document as:
@ PDF (.pdf) Optimized for everyday usage

©) POF/A (pdf)  Optimized for archiving

| Configure POF Seaurity |

Select pages to include:

|§| All
| ) Pages: : Enter page number and/for page ranges
seperated by commas (e.g. 2, 5-8) I
View and send

|| open POF once created

[ Email PDF as attachment

oo (oo [ oo

L= )

Note: This dialog displays slightly differently depending on whether you are working with a document
saved in your DMS/CRM.

2. Select whether you want to convert the Redline to PDF or PDF/A.

(=) Workshare v
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4,

(=) Workshare
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If required, click Configure PDF security to set PDF security options as well as metadata cleaning

options. The following dialog is displayed.

Workshare Protect

25

PDF security configuration
|:| Prevent printing
[ Prevent editing of text

[7] prevent comments being added

Metadata cleaning

l Cleaning Options

Password protection
password can open the document.

Specfy password

Confirm password

[7] prevent the copying of text andfor graphics

Specfy a password for the generated POF. Only users with the

0 option(s) selected

Help

Apply l [ Cancel

[

If you selected PDF, you can select one or more of the security options as required:

= Prevent printing: Prevents recipients from printing the PDF document.

= Prevent editing of text: Prevents recipients with Adobe Distiller from editing the PDF document.
= Prevent the copying of text and/or graphics: Prevents recipients from copying graphics or text

directly from the PDF document.

= Prevent comments being added: Prevents recipients with Adobe Distiller from adding comments

to the PDF document.
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If you selected PDF or PDF/A, click Cleaning Options to specify what metadata to remove before
converting the Redline to PDF.

‘Workshare Protect - -~ M
‘ m

Advanced Options

Choose the hidden data elements you would like deaned in the selected
documents:

= risk Elements

----- [ Accept changes and turn off Track Changes (Word and Excel)
----- O convert attached template to Mormal (Word)
----- O convert field codes to text (Office)

----- O pelete built-n properties (Office)

----- O pelete comments (Office)

----- O pelete custom properties (Office)

----- O pelete document variables (Word)

----- O pelete hidden text (wWord)

----- O pelete text smaller than Spt (Word)

----- [ oelete white text on any background (Waord)

Help [ ok |[ Cancel ]

)
Select metadata elements as required. For a full description of all the metadata elements, refer to Error!
Reference source not found., for further information.

Click OK.

If you selected PDF, you can set a password to protect the PDF by entering the password twice in the
Password protection area. When a password is specified, the recipient can only open the PDF after
entering this password.

Click Apply.

. In the Convert to PDF dialog, when working with a DMS, select whether to save the PDF as a new

document or as a related document or locally.

If you want to create a PDF of part of the Redline document only, select the Pages radio button and
specify a page range.

Note: You can also PDF individual pages by specifying the pages (separated by commas) in the Pages
field.

12

13.

(=) Workshare

. If required, click Preview to view the document as a PDF.

Select the Open PDF once created checkbox, and the PDF is opened once it has been created.

69



COMPARING DOCUMENTS USING WORKSHARE COMPARE

14. Select the Email PDF as an attachment checkbox, and the PDF is attached to a new email message
once it has been created.

15. Click Create. The Save as dialog is displayed:

Search Documents 2

| Organize = Mew folder == - 0 |

Arrange by:  Folder =
Includes 2 locations

% » ¢ Favorites Documents library

¢ Doty Narme n Date modifiec *
a3 Libraries ]

| © [ Documents My Data Sources 15/03/2010 15
b ot Music L My Policies 19/07/2011 12,
b [ Pictures Lo My RoboHelp Projects 15/07/2011 10
> B Videos je- My Workshare 14/11/2011 14

i _n Helen Sagal |34 SharePoint Drafts 19/01,/2012 11| =
» | AppData L. Subversion 25/03/2010 15
E G L Virtual Machines 17,/06,/2010 11

b g Desktap | Workshare 23/01/201213) |

ﬂ;, Downloads i Workshare 23/01/201213 ~
R Sl | i | "

File name: Sample Criginal Document - Sample Modified Docurment.pdf -

Save as type: | PDF Documents (*.pdf) v]
'~ Hide Folders rw— ] ———

16. Specify the name and location for the PDF file and click Save. The Redline document is converted to
PDF.

(=) Workshare &
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Converting Redline to PDF and Sending by Email

You can convert the Redline document to PDF and send it by email.

To convert a Redline to PDF and send by email:

1.

(=) Workshare

In the Home Ribbon, click PDF and then Convert to PDF and Email. The Convert to PDF dialog is
displayed.

Follow the procedure to convert a Redline document to PDF as described in steps 2 to 13 of the
Converting Redline to PDF section.

After specifying a save location and clicking Save, an email message window is displayed with a PDF
of the Redline document as an attachment.

v = =
R 7 Untitled - Message (HTMU) T (=6 e
Message Insert Options Format Text Review & @

I ) - A g8 @‘ [l Attach File ‘9| ¥ Follow Up - Q |
= Ba | B 7 U |} = iE M o0 attach em = | =

T High Importance
Add Large Protect Paste ) Address Check Assig Zoom

(1T
1
]

E N
b 1 .
Attachment  Files - y - A i’f, Book Mames |_§.S|g:|naturev Policy ~ B Low Importance
Workshare | Clipboa... T | Basic Text | MNames | Include | Tags | Zoom |
To... | |
=1 | o | |
Send
Subject: | |

i
Attached: IESam le Original Document - Sample Modified Document.pdf (195 KB

»EF1

Helen Sagal | Technical Author

(=) Workshare E E E E

20 Fashion Street, London, E1 6PX
O:+44 (0) 207426 0000 | D: +44 (0) 2075391377
F:+44(0)20 7426 0060 | E: helen.sagal@workshare.com | W: www workshare.com T

r - -
I [0

Enter the recipient(s) name and any other text you want to include and click Send. The PDF document

is sent to the specified recipients.
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Saving Redline Documents

You can save the comparison as a Workshare Compare DeltaFile (.\WWDF), which contains all three documents
(original, modified and Redline). You can also save just the Redline document as a DOC/DOCX, RTF, HTM, TXT or
PDF file or you can save the Redline document as a track change document.

You can save the Redline document to your DMS/CRM, SharePoint or locally. The following procedure describes
how to save to NetDocuments as an example.

To save the Redline document:

1. Click Save in the Quick Access Toolbar or select Save from the Logo menu. The Save to NetDocuments
dialog is displayed.

O Save to NetDocuments E‘u
| » Documents » Q|
CABINET Name Author Last Modified
o Testl Mughni Shareef 8/10/2013 7:55:52 AM =
. Matter 01 David Rutherford 9/6/2013 12:42:41 PM
MATTERS L Newl Mughni Shareef 9/6/2013 12:28:53 PM
;Z‘;Z’;:Es REEEE] Mughni Sharesf  0/4/2013 11:48:28 AM
. Coolest Mughni Shareef G/4/2013 B:08:19 AM
RECENT DOCUMENTS . Alllegal files David Rutherford 9/3/2013 1:40:04 PM 3
Recently Added | ekia Mughni Shareef 9/3/2013 10:27:39 AM
Recently Edited
.. Chriss William Evans 9/2/2013 4:07:12 PM
T CABINET FOLDERS . priyanka Mughni Shareef 8/30/2013 12:35:08 PM
’ lils S Tests Mughni Sharesf  8/30/2013 11:37:16 AM
abo
> All legal files E| . sirisha Mughni Shareef 8/30/2013 10:14:00 AM L
¥ Azeez . ektha Mughni Shareef 8/28/2013 T:44:49 AM
¥ Cabinet Inbox L markiv Mughni Shareef 8/27/2013 11:53:47 AM
: Eh”lﬁ @l Srihari Mughni Shareef 8/27/2013 11:5%:47 AM
t
. P:‘: s +| E sravan Mughni Shareef 8/27/2013 11:35:20 AM .
File name: Fuf - Copy - efwfwef W
Save as Type: (Waorkshare DeltaFile ( *wdf) -
| Save | Cancel

Note: If you are not working with a DMS or SharePoint, the LocalStore Save As dialog is displayed or
if you click Cancel in this dialog, a message is displayed asking if you would like to save the Redline
document locally.

Tip! If you are working with a DMS or SharePoint but both documents compared are local documents,
then you can press the Shift key while clicking Save and the LocalStore Save As dialog is displayed.

2. Browse to the location where you want to save the comparison and modify the name of the comparison
as required.
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3. From the Save As Type dropdown list, select the format for the saved file from the following:

Workshare DeltaFile (*.wdf)  Saves both the Redline document and the source documents as a
Workshare DeltaFile. This file can only be opened in Workshare

Compare.

Word Document Saves the Redline document as a Microsoft Word file. The source

(*.doc/*.docx) documents are not saved.

Text Only (*.txt) Saves the Redline document as a text file. The source documents are
not saved.

Rich Text Format (*.rtf) Saves the Redline document as an RTF file. The source documents
are not saved.

HTML Document (*.htm) Saves the Redline document as a HTML document. The source
documents are not saved.

Adobe Acrobat File (*.pdf) Saves the Redline document as a PDF file. The source documents are
not saved.

Adobe Acrobat PDF/A File Saves the Redline document as a PDF/A file. The source documents

(*.pdf) are not saved.

4. Click Save.

Saving Redline as Track Change Document
You can also save the Redline document as a Microsoft Word file that shows the changes as track changes.
To save Redline documents with changes as track changes:

1. From the Logo menu, click Save As then Save As Track Change document.

2. In the Save dialog displayed, specify a name and save location for the track change document and click
Save. The Redline document is saved as a Microsoft Word document with the changes indicated by
track changes.

When you open the saved file in Microsoft Word, the changes are displayed as track changes.
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Opening Saved Workshare DeltaFiles
When a comparison has been saved as Workshare DeltaFile, you can open it from Workshare Compare.
To open a saved comparison:

1. Click Open in the Home Ribbon or select Open from the Logo menu. An Open dialog is displayed.

Note: Clicking Open when you work with a DMS/CRM or SharePoint accesses the DMS/CRM or
SharePoint. To open from a local or network drive, hold the Shift key down when clicking Open or click
Cancel in the DMS/CRM or SharePoint open dialog.

[ Orgamze - New folder

-~

. Favorites Date modified Type
Bl Desktop
8 Downloads

51 Recent Places

No items match your search.

4 Libraries

& Computer
&, Local Disk (C:)
¥ deptdata (\\work
¥ helens (\\worksh
5 helens (\\worksh

¢ helens (\Inl1-fs-(
- 4 l x ]

File name: | ~ | Workshare DeltaFile v

[ Open | [ Conce |

2. Navigate to the location where the comparison is saved and select the WDF file you want to open.

3. Click Open. The selected comparison is opened in Workshare Compare. The source documents and the
Redline document are displayed.
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Alert and Compare - Generating Redlines from Outlook

COMPARING DOCUMENTS USING WORKSHARE COMPARE

Alert and Compare is the ability of Workshare Compare to automatically detect that a received attachment is a
changed version of an original document sent previously.

When a user sends a document to a recipient and the recipient edits the document and sends it back to the user,
Workshare Compare can automatically detect that the received attachment is a changed version of the original
document. The user can then launch a comparison of the two documents from Microsoft Outlook and view the
Redline document in Workshare Compare.

> Waorkshare Betafeedback

ﬁ@@ma@-'

Draft Arrangement Letter.doc

|# Helen Sagal

Sent: Fri15/07/2011 14:24
To: (¥ Ryan Soosayraj

] Message @Draﬁ: Arrangement Letter.doc (82 KB)

-

5 e d ] » -
@ | % v |5 Inbox - Ryan.Soosayraj@warkshare.com - Microsoft Outlook = E g
m Ryan Haome Send [/ Receive Faolder View [~ 0'
i ] [@ {7 Ignore x - ._3_ B BT product council [33 Move - [=Unread/Read | |Find a Contact ~ 0 =
l s @
%= Clean Up ~ - ¥ ToDoThisWeek - [ Rules~ | B Categorize -~ | [il Address Book
Mew  MNew Delete Reply Reply Forward . . . ’ One-Click Schedule
E-mail Ttems~ | & Junk All By - | |33 My Gmail = | Dlonenote | W FollowUp -~ | 7 Filter Email = | eeting Meeting -
New Delete Respond Quick Steps IF] Maove Tags Find WebEx
4 Favorites 4
- [Search Inbox [Ctri+£] Pl <
Inbox [463)
1 - -
E;j Product Council | Ql O ‘@l From ‘SUHJEH |Re:ewed |[atsgnrms = B
=l =
[ Possible Features for 7 &
E Sent Tt 4 Date: Today g
ent ftems
| @ Helen Sagal Draft. Letter.doc Fri 15/07/2011 14:... [ g
Sj L LG |d Morman Leader Re: WS Pro 7 Sales Training session Fri15/07/2011 14:14 ;
LA To Do Taday [#] Brockman, Robert Accepted: Workshare Professional 7 Part... Fri 15/07/2011 14:13 g
L@ sample Documents ] JesBreslaw EMEA Marketing update Fri 15/07/2011 14:12 3
E Karen Young Accepted: Workshare Professional 7 Part...  Fri 15/07/2011 14:03 El
> Ryan.5oosayraj@warkshare.com E Karin Magness Accepted: Workshare Professional 7 Part...  Fri 15/07/2011 13:49 o
> 2006 ﬂ Cathy Peterson Accepted: Workshare Professional 7 Part...  Fri 15/07/2011 13:30 g
= . . , 2
> 2007 =4 @ Matthew Roberts Emailing: spi-sharepoint-2010-pu-guide.... Fri 15/07,/2011 13:28 >
2008 E Maorman Leader Accepted: Workshare Professional 7 Part...  Fri15/07/2011 13:18 B
5
B ﬂ Conference Room BlackR... Accepted: Workshare Professional 7 Part...  Fri 15/07/2011 13:00 E
E Jarrod Kastanek Accepted: Workshare Professional 7 Part...  Fri 15/07/2011 12:55
4 2010 E Macedo, Joseph Accepted: Workshare Professional 7 Part...  Fri 15/07/2011 12:50
i3 Inhn MeCane Whitne E- int B Eri15/M7.0011 12:40 i

syse) gz Aepol 4

Items: 8,133  Unread: 469 | 4 Reminders: 1 ‘

All folders are up to date. Eﬂ Connected to Microsoft Exchange | [ E 100% @—U—@ 2l

An email is flagged by displaying “Attachment(s) Modified” in the Categories column and a green bar across the
top of the email in the Reading Pane. You can quickly see that the email includes an attachment that you have
previously sent out and that has now been modified.
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When you open an email that has been flagged, the green bar is shown across the top of the message window.

r ———————— -
9 04 wls 7 Droft Amangement Letterdoc - Message (HTML) [E=REE
" -
Message ‘Workshare & 0
@ lanore x Q @ @ mMeeting =E Product Council 3 ﬁRules - %Mark Unread a:ﬁ 44 Find Q
| Em~ | |'W ToDoThis Week |~/ | N]oneNote | 35 categorize + | 2 Related ~ | |
« Delete Reply Reply Forward . Move Translate Zoom
& Junk All & More + 3 My Gmail - Actions ~ | ¥ Follow Up ~ - lg select
Delete Respond Quick Steps ] Move Tags [F] Editing Zoom
From: Helen Sagal Sent:  Fri 15/07,/2011 14:24
I To: Ryan Soosayraj
Co
Subject: Draft Arrangement Letter.doc
= | Draft Letter.doc (32 KB)

L )

To view a comparison between the document you sent out and the document attached to this email, click the
arrow to expand the Workshare view section at the bottom of the email window.

Double-click the item{s) below to view the changes in Workshare Compare

a Draft Arrangement Letter.doc

The list shows the attachment(s) that are modified versions of a document you have previously sent out and also
shows if the name of the original document has been changed.

Double-click an attachment. Workshare Compare is launched and a comparison is run using the document you
sent out previously as the original document and the attachment to the open email as the modified document. All
changes can be seen in the Redline document and the Change Summary window.
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Comparing an Attachment

When you receive an email with a Microsoft Word attachment, Workshare Compare enables you to compare the
attachment with any document on your local file system, SharePoint or DMS. This feature can be used to
compare the attached file with a previous version or another document on your computer.

To compare an attachment from Microsoft Outlook:

Click the Attachments dropdown list that appears in the Workshare tab and select the attachment you want to
compare.

Ro—

(S 9Py ahe B Sample Documents - Message (HTMD) TR T ol E e
age Workshare =] 9

Attachments ~

Compare |

From: Helen Sagal Sent: Thu18/04,/2013 11:08
To: Helen Sagal Il

Co I
Subject: Sample Documents

Any changes required?

Helen Sagal | Technical Author

(ZSyWorkshare [3 Y I M

20 Fashion Street, London, E1 6PX
O: +44 (0) 20 7426 0000 | D: +44 (0) 207539 1377
F:+44 (0)20 7426 0060 | E: helen.sagal@workshare.com | W: www.workshare.com

Workshare didn't detect any changes @m

e =

The Document Selection dialog is displayed with the selected attachment in the Original Document field. Select
the files to compare it against as described in Performing Comparisons.
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Chapter 5. Configuring Workshare

This chapter describes the Workshare Configuration Manager. It includes the following sections:
¢ Introducing the Workshare Configuration Manager, below, introduces the Workshare configuration
utility.
¢ Accessing the Workshare Configuration Manager, below, describes how to access the Workshare
Configuration Manager.

e Setting Parameters, page 80, describes how to set values for parameters in the Workshare
Configuration Manager.

Introducing the Workshare Configuration Manager

The Workshare Configuration Manager is a configuration utility that enables you to configure Workshare and the
way it behaves as well as modify the configuration of the Client Default profile (via the parameters in the
Protection category).

Note: A profile is a collection of policies. A policy is a set of parameters applied by Workshare Protect when
determining content risk.

Administrator Mode and User Mode

The Workshare Configuration Manager has two modes as follows:

o Administrator Mode: This mode is for administrators to make changes to the default settings on the
local machine. Settings made are saved in HKEY LOCAL MACHINE in the Registry. As a user you will
only have access to Administrator mode if you have Administrator rights.

e User Mode: This mode is for users to make changes to the Workshare configuration to suit their own
personal preferences on the local machine. Other users could log in and they would not have the same
configuration settings. Settings made are personal to the user and saved in HKEY_CURRENT_USER in the
Registry.

Note: Your system administrator may have restricted the rights of users to modify configuration parameters by
locking indlividual parameters so that users cannot override the setting. If you have restricted access rights
and have special requirements for configuration, please speak to your system administrator.

Accessing the Workshare Configuration Manager

The Workshare Configuration Manager can be accessed from within Microsoft Word or from the Start menu.

To access the Workshare Configuration Manager from Microsoft Word:

¢ In Microsoft Word, click Options in the Workshare tab, Options group. The Workshare Configuration
Manager opens in User Mode.
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To access the Workshare Configuration Manager from the Start menu:

o From the Start menu, select All Programs > Workshare > Workshare Configuration. The
Workshare Configuration Manager opens in User Mode.

Launch Administrator Mode@'

. Options  Rendering Set Manager Licensing

Search Configuration Options Q

Administration

Administration

£

General

Note: In User Mode, the state of the options reflects the settings in HKEY CURRENT _USER in the Registry.

The configuration parameters for Workshare are grouped into categories and sub-categories. Click a sub-
category to display the parameters for that sub-category. The different sub-categories and their parameters are
described in Workshare Configuration Options.
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Searching Parameters

If you know the name of a parameter (or part of its name) but not its location, you can search the Workshare
Configuration Manager using the search box on the top right.

send

Comparison
Administration
Send Redline email body
Send Redline email subject
User Interface
Enable 'Send Email as Track Changes'
Enable 'Send’
General
User Interface
Enable Return to Sender for non-review documents
Enable Send For Review

Click the parameter in the results list and the relevant category and sub-category is displayed in the Workshare
Configuration Manager.

Setting Parameters

Most parameters in the Workshare Configuration Manager are set by selecting or deselecting a checkbox. There
are also some that require you to enter a value in a text box.

To specify parameters:
1. In the Workshare Configuration Manager, select a category and then a sub-category.

2. Set a value for a parameter by selecting or deselecting the checkbox, selecting an option from a
dropdown list or entering a value in a text box.

= - . -
.18+ Administration
é& Configure how Workshare functions in specified situations.

ED

[] Backup and migrate the configuration for the Current Users
[[] Cache Word

Proxy server URL |

E> ED

2D

Use Workshare proxy server settings (only select if NOT set in IE) 9

The '9 icon to the right of a parameter indicates that the parameter value has been changed.
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Note: When parameters have been locked by your administrator, the parameter will be disabled and a
lock symbol will appear to the left of the parameter. You cannot change locked parameters.

Continue to select categories and sub-categories and specify parameters as required.

Click Apply to save your settings. A confirmation message is displayed once the settings have been
saved.

Options applied - restart Office applications

The options have been successfully applied for this user.

Please restart all running Microsoft Office applications
to ensure that your changes take effect.

o)

Click OK and restart all Microsoft Office applications.

Note: The different sub-categories and their parameters are described in Workshare Configuration Options.
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Appendix A.  Configuring Rendering Sets

This appendix describes how to configure rendering sets in Workshare Compare and apply them to a
comparison. It includes the following sections:

¢ Introducing Rendering Sets, below, introduces Workshare rendering sets and describes how they
determine the look of a Redline document.

e Accessing the Rendering Sets Manager, page 84, describes how to access the Workshare Rendering
Sets Manager.

e Customizing Rendering Sets, page 87, describes how to create your own rendering sets as well as
modify and delete existing rendering sets.

¢ Rendering Set Parameters, page 89, provides a detailed description of all the parameters included in
rendering sets.

Introducing Rendering Sets

Workshare Compare uses colors and different formats in the Redline document to enable you to see the changes
that have been made to the documents.

For example, the following indications can be used:

o Deletions in red-with-a-strikethrough

e Insertions in bright blue with a double underline

e Moved or cut text in greep-with-a-strikethreugh

e Pasted (copied) text in green with a double underline

e Moved deletions in

The colors and formats adopted depend on the rendering set applied to the comparison. Workshare Compare
includes several different rendering sets that you can apply as required or you can modify these rendering sets or
create your own rendering set.

Note: It is general practice that your system administrator will have been involved in creating a set of
standard rendering sets for your company to use and may have restricted the rights of users to create, delete
or modify their own rendering sets. If you have restricted access rights and have special requirements for
rendering sets, please speak to your system administrator.
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Where are Rendering Sets Stored?

By default, rendering sets are stored in the following locations:

e Machine-wide rendering sets are stored in a shared documents folder at the following location: C: Users
> Public > Public Documents > Workshare > Rendering.

e Personal rendering sets are stored in C: Users > (user name) > My Documents > Workshare >
Rendering. This can be changed by an administrator in the Default rendering set location parameter in
the Workshare Configuration Manager (Comparison > Administration category).

You can store rendering sets at other locations but you must specify the location (or locations) in the Additional
locations for rendering sets parameter in the Workshare Configuration Manager (Comparison >
Administration category). Workshare Compare looks in the two default locations (specified above) to create a
list of the possible rendering sets available and will also look in any additional locations specified in this
parameter.

Applying Rendering Sets

You apply a rendering set to a comparison before the comparison is run and in Workshare Compare you can also
apply a rendering set at any time after a comparison has been performed.

To apply a rendering set after the comparison has been run:
e Refer to Applying a Different Rendering Set

¢ Refer to Changing the Comparison Options
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Accessing the Rendering Sets Manager

The Rendering Sets Manager is accessible from the Workshare Configuration Manager, from Workshare
Compare and from Microsoft Word.

From the Workshare Configuration Manager

Access the Workshare Configuration Manager and select the Rendering Set Manager tab.

r 9 Workshare Configuration Manager (User Mode) =@

C:| Workshare configuration Manage:r =

Launch Administrator Mode ¥/

Rendering fiet | Standard v Delete

Comparison Op Ce ison Options

P
Select the document features to be compared.

Redline Preview

Redline Options

Redline Rendering A Comparison Options
7| Allow Auto Retry
[¥] Detect List Numbering Changes
4| Compare Headers/Footers
#| Compare Footnotes

| Compare at Character Level

| Compare Numbers at Character Level

[ Ignore Embedded Objects/Images

[Tl Ignore Case Changes
LI Ignore Text Boxes

1 Ignore Field Codes

ot

| Compare field contents as text
L | Ignore Tables

1 Display comments in redline
["] Detect Changes to Images

il Ignore auto list against manual number list changes

Halp Workshare Configuration Manager | 8uild 75015000200 | Copyright ©1998

If you have permissions, you can modify and delete existing rendering sets and create new rendering sets. Refer
to Customizing Rendering Sets.
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Before Running a Comparison

Before running a comparison, click in the Compare Documents dialog or click Edit rendering set in the
Compare Documents page of the Workshare Panel.

] ) |

Search Rendering Options

Rendering Sets
L

Rendering Set: | Standard

=

Comparison Options Comparison Options
Select the document features to be compared.

| savess. || Delete

Redline Preview
Redline Options

Redline Rendering A Comparison Options

Allow Auto Retry
Detect List Numbering Changes

Compare Headers/Footers

Compare Footnotes

[ com pare at Character Level

] Compare Mumbers at Character Level

] Ignore Embedded Objects/Images

] Ignore Case Changes

| Ignore Text Boxes

[T] 1gnore Field Codes

Compare field contents as text
] Ignore Tables

] Display comments in redline
[C] Detect Changes to Images

] Ignore auto list against manual number list changes

[ OK ] [ Cancel ] l

If you have permissions, you can modify and delete existing rendering sets and create new rendering sets. Refer
to Customizing Rendering Sets.

Additionally, you can edit the rendering set parameters as required and click OK. The Save Rendering Set dialog
is displayed where you can either:

o Enter the name of an existing rendering set to overwrite a rendering set or enter a new name to create a
new rendering set. Do not use the following characters when naming rendering sets: <, >, :,\, “,/,\\
or |. Click Yes. The updated rendering set is saved and it is selected in the Compare Documents dialog
or the Compare Documents page of the Workshare Panel.

e Click No. The revised options are saved as a temporary rendering set called “Custom rendering set” and
this rendering set is selected in the Compare Documents dialog or the Compare Documents page of the
\Workshare Panel.
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After Running a Comparison

In the Workshare Compare main window, click Edit in the Home ribbon (Rendering Sets group).

FQ Rendering Sets

Rendering Set: | Standard =

Comparison Options Comparison Options
Select the document features to be compared.
Redline Options.

Redline Rendering | A Comparison Options

Allow Auto Retry
Detect List Numbering Changes
Compare Headers/Footers

Compare Footnotes

] Compare at Character Level

[C] Compare Mumbers at Character Level

B Ignore Embedded Cbjects/Images

[Tl Ignore Case Changes

B Ignore Text Boxes

i} Ignore Field Codes

Compare field contents as text
B Ignore Tables

[C] Display comments in redline
[7] Detect Changes to Images

B Ignore auto list against manual number list changes

If you have permissions, you can modify and delete existing rendering sets and create new rendering sets. Refer
to Customizing Rendering Sets.

Additionally, you can re-run a comparison changing specific comparison options. Refer to Changing the
Comparison Options.
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Customizing Rendering Sets

If you have the relevant access rights, you can modify and delete existing rendering sets as well as create new
rendering sets.

Note: Depending on how Workshare Compare has been distributed through the company, you may or may not
have access rights to configure rendering sets. If you have any questions about your access rights, please
speak to your system administrator.

Modifying Existing Rendering Sets

If you have permission, you can modify the settings of an existing rendering set.

To modify an existing rendering set:

1.

Ej Workshare

In the Rendering Sets Manager, select the rendering set you want to modify from the Rendering Set
dropdown list.

:.IEIM‘

Rendering Sets
q

o

earch Rendering Options

s

Redline Preview

Rendering Set: iCustom rendering set

Custom rendering set
Comparison Opt Standard no color
Standard no moves
Standard with caret for deletes
Redline Options | Standard with change numbers
Standard with font changes
Standard with shading
Standard

Redline Rendering

¥ Allow Bute Retry
Detect List Mumbering Changes
Compare Headers/Footers
Compare Footnotes

[Tl compare at Character Level

[C] Compare Numbers at Character Level

i} Ignore Embedded Objects/Images

] Ignore Case Changes

Ignore Text Boxes

i} Ignore Field Codes

Compare field contents as text
[Tl ignore Tables

[ Display comments in redline
[T Detect Changes to Images

[Tl ignore auto list against manual number list changes

OK Cancel Hel
o< | P

L

Configure or modify the parameters for the rendering set as follows:

o

o

Click a category in the left pane to display parameters for that category in the right pane.
Configure the parameters as required.

Categories and their parameters are described in Rendering Set Parameters.

Click Save. The modified settings are saved to the selected rendering set.

87



CONFIGURING RENDERING SETS

Creating New Rendering Sets

If you have permission, you can create a new rendering set. You create a new rendering set based on an existing
rendering set and then modify it as required.

To create a new rendering set:

1. Inthe Rendering Sets Manager, select the rendering set on which you want to base your new rendering
set from the Rendering Set dropdown list.

2. Click Save As. The Save Rendering Set dialog is displayed:

Enter a name to use for the new rendering set.

New Set Name:

3. Enter a name for the rendering set. Enter the name of an existing rendering set to overwrite a rendering
set or enter a new name to create a new rendering set. Do not use the following characters when
naming rendering sets: <, >, :,\, “, /,\\or |.

4. Click OK. The new rendering set is selected in the Rendering Set dropdown list.

5. Configure or modify the parameters for the rendering set as follows:
= Click a category in the left pane to display parameters for that category in the right pane.
@ Configure the parameters as required.

Categories and their parameters are described in Rendering Set Parameters.

6. Click Save. The settings are saved to your new rendering set.

Deleting Rendering Sets
If you have permission, you can delete rendering sets from the Rendering Sets Manager.
To delete a rendering set:

1. In the Rendering Sets Manager, select the rendering set that you want to delete from the Rendering
Set dropdown list.

2. Click Delete. The selected rendering set is deleted.
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Rendering Set Parameters

The parameters for rendering sets are grouped into the following categories:
e Comparison Options.
¢ Redline Options
¢ Redline Rendering

The categories appear in the left pane of the Rendering Sets Manager. Selecting a category displays the
parameters for that category in the central pane. The right hand pane show a preview of how the Redline
document will look with the parameters selected.

Comparison Options

Rendering Set: [Standard '] Save As. ] [ Delete Search Rendering Options

Comparison Options CDmparison Options Redline Preview

Select the document features to be compared.
Redline Options

A Comparison Options

Allow Auto Retry

Redline Rendering

Detect List Numbering Changes
Compare Headers/Footers

Compare Footnotes

[ Compare at Character Level

[C] compare Numbers at Character Level

B Ignore Embedded Cbjects/Images

[Tl 1gnore Case Changes

B Ignore Text Boxes

[Tl 1gnore Field Codes

Compare field contents as text
[Tl 1gnore Tables

B Display cornments in redline
[7] Detect Changes to Images

B Ignore auto list against manual number list changes

The Comparison Options category includes parameters that enable you to customize how the compare is
performed.

The Comparison Options parameters are described in the following table:

Parameter Description

Allow Auto Retry When selected, if a comparison fails for any reason then Workshare
Compare automatically attempts to perform a comparison using reduced
settings. Workshare Compare methodically and automatically disables the
Comparison Options selected until it is able to perform a comparison.
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Parameter

Detect List Numbering
Changes
Compare Headers/Footers

Compare Footnotes

Compare at Character Level

Compare Numbers at
Character Level

Ignore Embedded
Objects/Images

Ignore Case Changes

Ignore Text Boxes

Ignore Field Codes
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Description

If selected, changes to automatically generated list numbers for numbered
paragraphs are detected.

If selected, the headers and footers in the original and modified documents
are compared.

If selected, the footnotes in the original and modified documents are
compared.

If selected, words that are only slightly different from each other are
compared. For example, if banana has been changed to bananas -
Workshare Compare shows just an insertion of an s in the Redline
document, rather than showing a deletion of banana and an insertion of
bananas. This is intended to catch simple typing mistakes.

As above description, but compares numbers instead of characters.

If selected, embedded objects and images are ignored while doing the
comparison and will not be displayed in the Redline document.

If not selected, the embedded objects and images will appear in the
Redline (although changes to them are not detected unless the Detect
changes to Images parameter is selected.)

This option is useful when documents have very large images embedded in
them which would produce vast amounts of data if written to the Redline
RTF file and would slow down the comparison process and the loading of
the Redline document.

If selected, any case changes, for example, upper case to lower case,
made in the modified document are ignored.

If selected, any text boxes in the modified document are ignored.

If selected, fields are treated as the same even if their field codes differ. So
if you have a Date field in the original document and an Author field in the
same place in the modified document, the Redline document will not show
a change.

If not selected, field codes are compared and where they have changed,
the entire original field is shown as deleted and the entire modified field is
shown as inserted.
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Parameter

Compare field contents as
text

Ignore Tables

Display comments in redline

Detect Changes to Images

Ignore auto list against
manual number list changes
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Description

If selected, converts certain field codes to text and then compares. If not
selected, compares field code only. Fields converted to text will not be
subject to the Ignore Field Codes parameter if that is also selected.

Note: The following field codes are converted to text: TOC, REF, TOA,
TA, DATE, TIME, COMMENTS, KEYWORDS, AUTHOR, FILENAME,
SAVEDATE, CREATEDATE, PAGEREF, INDEX, DOCPROPERTY, TITLE,
MERGEFIELD, NOTEREF, SHAPE, QUOTE. Other field codes will be dealt
with according to the Ignore Field Codes parameter setting.

For example, where there is a date field that in the original document
shows 1 Jan 2012 and in the modified updates to 31 Jan 2012. When this
parameter is selected, the Redline will show 431 Jan 2012. Where this
parameter is not selected, no change will be shown.

If selected, any tables in the modified document are ignored.

If selected, comments in the original and modified documents are
compared.

If selected, images in the original and modified documents are compared.
In order for images to be compared, you must ensure that the Ignore
Embedded Objects/Images parameter is NOT selected.

If selected, when an automatically formatted list is being compared against
a manual list, any changes in the manual list are ignored.

Generally this parameter should NOT be selected. It should only be selected
in circumstances when one of the documents being compared contains
automatic list numbering and the other document contains manual list
numbering.
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Redline Options

Rendering Set: | Standard - Save As.. | | Delete

Comparison Options Redline Options Redline Preview
Set the options for the construction and display of the redline document.
Redline Options

| A General Options

Include redline statistics At end of document ~ |

[ Include Redline Comparison Summary

Redline Rendering

[T] Include Redline Option Summary
[T] Display Workshare Compare Footers

[C] Black And White Headers

[C] Black And White Footers

[C] show Moved Deletions

[C] Show Changes to Spaces

[C] Show Paragraph Changes

E‘ Include file names in Redline statistics

| A Change Indicator Options

[C] Show Hidden Text
[C] Show Line Numbering
[¥] Show Change Numbering ToolTips

Show change bars Left margin o |
Show change numbers Mot shown = |

Readability

Paragraph Matched Text Threshold

Help Workshare Configuration Manager | Suild 7.0.10000.2307 | Copyright ©1938-2012 Workshars Led. @V\h‘ltahard

The Redline Options category includes parameters that enable you to customize how the Redline document is
displayed and what information is included with the Redline document.

The Redline Options parameters are described in the following table:
Parameter Description
General Options

Include redline statistics If selected, statistics about the changes between the original and modified
documents is displayed in the Redline document. You can select to display
these statistics at the start of the document or at the end of the

document.
Include Redline Comparison If selected, a summary of all the changes is displayed at the end of the
Summary Redline document. The changes are hyperlinked to take you directly to the
change in the Redline document.
Include Redline Option If selected, a summary of the options selected in the current rendering set
Summary is displayed at the end of the Redline document in the statistics report.
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Parameter

Display Workshare Compare
Footers

Black And White Headers

Black And White Footers

Show Moved Deletions
Show Changes to Spaces
Show Paragraph Changes
Include file names in Redline
statistics

Change Indicator Options

Show Hidden Text

Show Line Numbering

Show Change Numbering
ToolTips

Show change bars

Show change numbers

Readability

CONFIGURING RENDERING SETS

Description

If selected, details about the two documents being compared are
displayed in the footer of the Redline document.

If selected, changes detected in the header are rendered in black and
white. The color scheme set up in the rendering set is maintained for
changes to all other parts of the document.

If selected, changes detected in the footer are rendered in black and
white. The color scheme set up in the rendering set is maintained for
changes to all other parts of the document.

If selected, text that was deleted from a section of the document and then
subsequently moved to a new location is indicated.

If selected, any extra spaces that have been added to or deleted from the
modified document are indicated.

If selected, paragraph markers ( T) of any extra paragraphs that have
been added to or deleted from the modified document are displayed.

If selected, the names of the compared documents are included in the
Redline statistics.

If selected, hidden text is displayed in the Redline document.

If selected, the line number is displayed to the left of each line in the
margin of the Redline document.

If selected, tool tips are displayed when you position the cursor over
change numbers.

If selected, vertical lines to indicate a change are displayed next to each
change in the margin of the Redline document. You can select to display
the lines either in the Left or Right margin.

If selected, the change number is displayed next to each change in the
margin of the Redline document. You can select to display the number
either in the Left or Right margin.

See the Readability section below.

Note: The change indicator settings do not show if you open the Redline document in Microsoft Word.

(=) Workshare
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Readability

The Readability option enables you to set at what point insertions and deletions should no longer be marked
individually but marked as an entire paragraph deleted followed by an entire paragraph inserted. The deleted
paragraph is as the paragraph appears in the original document and the inserted paragraph is as the paragraph
appears in the modified document.

For example, the following paragraph showing numerous deletions and insertions is quite difficult to read:

DeltaView Redline-with-Table of Gentents:{\ender)When-performingarediine-where-the-decument-contains-ancontents issue: An error
occurs in the number of bullet points when DeItaV|ew does a redline on a document where the table of contents is automatically

generated Table-of Gententsthe-DeltaView-output does-ot number-the-Sections-properly—This-happens-iN DeltaView-erit-the-file-format

is~waf-Werlareund:-Save-the-redlineWord. Workaround: Save the table of contents in @S @ rew-decument-oremail-theredline-asa
ama W W en file and open it in Word before printing.

It would be much easier to read this paragraph if it was presented as the entire paragraph deleted followed by a
new paragraph inserted, as follows:

DeltaView Table of contents issue: An error rs in the number of bullet points when DeltaView aredlineona ment where th
table of contents is automatically generated in Word. Workaround: Save the table of contents in as a DOC file and open it in Word before

printing.
Obviously, if there were only a few deletions and insertions in a paragraph, then the first example is easy to read.

With the Readability parameter, you can specify at what point Workshare Compare no longer marks deletions
and insertions individually but marks the entire paragraph as a deletion followed by the new paragraph as an
insertion. You specify this by setting a readability percentage by dragging the Paragraph Matched Text
Threshold slider to your required setting. The percentage selected is shown in a tool tip above the slider.

A Readability

Paragraph Matched Text Threshold |J

The meaning of the setting is as follows:

o With readability set at 10%, Workshare Compare will mark insertions and deletions individually unless
90% of the paragraph has changed. In other words, in most circumstances paragraphs will be displayed
in the same way as the first example shown previously. Only when more than 90% of the paragraph has
changed will Workshare Compare display the paragraph as the second example.

o With readability set at 50%, Workshare Compare will mark insertions and deletions individually unless
50% of the paragraph has changed. In other words, paragraphs will be displayed in the same way as
the first example shown previously unless more than 50% of the paragraph has changed.

o With readability set at 90%, Workshare Compare will mark insertions and deletions individually unless
10% of the paragraph has changed. In other words, in most circumstances paragraphs will be displayed
in the same way as the second example shown previously. Only when less than 10% of the paragraph
has changed will Workshare Compare display the paragraph as the first example.
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The default setting for readability is 10%.

Workshare Compare looks at each paragraph separately and assesses its readability according to the number of
changes in the paragraph.

Note: When working with tables, Workshare Compare does not treat the entire table as a paragraph. Each
paragraph within each cell is treated separately.

Readability only applies to paragraphs that contain both inserted and deleted text because such paragraphs may
be unclear whereas paragraphs with only insertions or deletions do not have such readability problems.

Redline Rendering

Rendering Set: | Standard <) [ save || savess. || Delete | Search Rendering Option

Comparison Options Redline Rendering Redline Preview

Set the options for how your changes are displayed/rendered in the redline
Redline Options document.

. . Inserted Text
Redline Rendering A Inserted Text Solwnit=ton)

Moved From Taxt

Inserted Text Color - i |
Inserted Text Background [ ¥ |
Inserted Text Format |Double Undedine -

Surrounding Characters Change Text

Moved To Text

Vv Deleted Text

V¥ Moved Text

¥ Change Numbering
Vv Font Changes
v Style Changed Text

¥ Table Changes

Help Config ger | Build 70100001430 | Copyright ©1938-2011 Werkshare Ltd. @m

The Redline Rendering category includes parameters that enable you to customize how specific types of
changes are displayed in the Redline document.
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The Redline Options parameters are presented in the following sections:

Inserted Text Format

The Inserted Text Format section includes parameters that
inserted text to appear in the Redline document.

enable you to customize how you would like

A Inserted Text

Inserted Text Color
Inserted Text Background

Inserted Text Format

| Double Underline

|- vl
vl

Surrounding Characters

The Inserted Text Format parameters are described in the fo

Parameter Description
Inserted Text Color The color of inserted text.
Inserted Text Background The color of the backgrou

Inserted Text Format
Sirleathrengh

Surrounding Characters

Deleted Text Format

The Deleted Text Format section includes parameters that
text to appear in the Redline document.

The format of inserted text. Select from

Change Text

llowing table:

nd of inserted text.

Underline, Double Underline, /talic or

A keyboard character to go before and after inserted text.

enable you to customize how you would like deleted

Deleted Text Replacement Character
[ Replace Deleted Text with a Single Character

[ Include summary of deletions

(=) Workshare

l A Deleted Text
Deleted Text Color [E
Deleted Text Background (o
Deleted Text Format |Steikethrough v
Surrounding Characters Change Text
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The Deleted Text Format parameters are described in the following table:

Parameter
Deleted Text Color

Deleted Text
Background

Deleted Text Format

Surrounding Characters

Deleted Text
Replacement Character

Replace Deleted Text
with a Single Character

Include summary of
deletions

Description
The color of deleted text.

The color of the background of deleted text.

The format of deleted text. Select from Underling, Double Underling, /talic or

Strikethretgh.
A keyboard character to go before and after deleted text.

The character used to replace deleted text. If the Replace Deletes with Single
Character checkbox is selected, the deleted text is replaced with a single
instance of the character specified. If the Replace Deletes with Single
Character checkbox is not selected, each character in the deleted text is
replaced with the character specified. For example, if the word compare is
deleted and the character specified is X, the word appears as XXXXXXX.

If selected, deleted text is replaced with a single character. If you select this
checkbox, enter the required character in the Replacement Character field. For
example, if the word compare is deleted and the character specified is X, the
word appears as X.

If selected, a summary of deletions is included with the Redline document.

Moved Text

The Moved Text section includes parameters that enable you to customize how you would like moved text to
appear in the Redline document.

[¥] Show Movements

Moved Text Color [E
Moved Text Background [j
Moved Source Text Format [Smketh&oug-h v]
Moved Destination Text Format [W@ v]
Move Source Surrounding Characters Change Text

Move Destination Surrounding Characters Change Text
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The Moved Text parameters are described in the following table:

Parameter Description

CONFIGURING RENDERING SETS

Show Movements If selected, moved text is shown in the Redline document. If you leave this
checkbox unchecked, then any text that has been moved is displayed the

same as inserted and deleted text.
Moved Text Color The color of moved text.

Moved Text Background The color of the background of moved text.

Moved Source Text Format | The format of the source moved text. Select the format of the text in its
original position from Underline, Double Underline, /talic or Strikethrotgh.

Moved Destination Text The format of the destination moved text. Select the format of the text in its
Format new position from Underline, Double Underline, /talic or Strikethreugh.
Move Source Surrounding A keyboard character to go before and after source moved text. Specify the
Characters characters to surround the text in its original position.
Move Destination A keyboard character to go before and after destination moved text. Specify
Surrounding Characters the characters to surround the text in its new position.

Change Numbering

The Change Numbering section includes parameters that enable you to select whether change numbers are

shown in the Redline document and, if so, how they appear.

A Change Numbering
[} Show Change Numbering
Show Change Numbering before Change

Change Number Text Color

The Change Numbering parameters are described in the following table:

Change Number Text Format Supersaript

Parameter Description

Show Change If selected, the number of the change is displayed next to each change in the body of

Numbering the Redline document (as superscript).

Show Change If selected, the change number is displayed before the change. If not selected, the

Numbering before change number is displayed after the change. It is recommended to position the

Change change number before the change as footnotes often appear after text. This reduces
confusion.

Change Number Text | The color of change numbers.
Color

Change Number Text | The format of change numbers. Select from a range of formats, including

Format Superscript or Bold.

(=) Workshare
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Font Changes

The Font Changes section includes parameters that enable you to customize how you would like any font
changes to appear in the Redline document.

‘A Font Changes
("] Show Font Changes
Font Change Text Color B -
Font Change Text Background v
Surrounding Characters Change Text . .

The Font Changes parameters are described in the following table:

Parameter Description

Show Font Changes If selected, font changes are shown in the Redline document.
Font Change Text Color The color of font changes.

Font Change Text The color of the background of font changes.

Background

Surrounding Characters A keyboard character to go before and after font changes.

Note: Insertions and deletions override any font changes. For example, if the modified document has new
inserted text in a different font, it appears as inserted text and not as font change text.

Style Changed Text

The Style Changed Text section includes parameters that enable you to customize how you would like any style
changes to appear in the Redline document.

A Style Changed Text

[] Show Paragraph Style Changes
Style Changed Label Color Bl -
|| Show Character Style Changes

Style Changed Color v
Style Changed Background v
Style Changed Format Double Underline -
Surrounding Characters | Change Text |
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The Style Changed Text parameters are described in the following table:

Parameter

Show Paragraph Style
Changes

Style Changed Label Color

Show Character Style
Changes

Style Changed Color

Style Changed
Background

Style Changed Format

Surrounding Characters

Description

If selected, paragraph style changes are shown in the Redline document.
Paragraph style changes are indicated in words, for example, normal to
heading two.

The color of text in paragraphs where the paragraph style has changed.

If selected, character style changes are shown in the Redline document.

The color of character style changes.

The color of the background of character style changes.

The format of character style changes. Select from Underline, Double

Underline, ftalic or Strikethrotgh.

A keyboard character to go before and after style changed text.

Note: Changes to heading styles are also shown in the statistics report at the end of the Redline document.

Table Changes

The Table Changes section includes parameters that enable you to customize how you would like any format
changes in tables to appear in the Redline document.

Table change options
Table Cell Inserted Color
Table Cell Deleted Color
Table Cell Moved Color
Table Cell Merged Color
Table Cell Padding Color

(=) Workshare

[Changes with surrounding char: v ]

PLLLER

100



CONFIGURING RENDERING SETS

The Table Changes parameters are described in the following table:

Parameter

Table Change Options

Table Cell Inserted Color
Table Cell Deleted Color
Table Cell Moved Color

Table Cell Merged Color
Table Cell Padding Color

What are Padded Cells?

Description

The way changes in tables are indicated. You can select from the following:
Changes with surrounding characters, Changes without surrounding
characters, Whole original and modified tables, Whole modified table
only or Whole modified table only (unmarked).

Selecting Whole modified table only (unmarked), the modified table is
shown in the Redline document as a new table with no changes marked.
Selecting Whole modified table only, the modified table is also shown in
the Redline document as a new table but it is shown as an insertion.

The color of inserted cells.
The color of deleted cells.
The color of moved cells.

The color of merged cells.

The color of padded cells.

Padded cells occur when an insert and delete have occurred within a table, a cell becomes both an insert and a
delete; therefore it creates a padded cell.

Original Table
Cell 1 Cell 2 Cell 3
Cell 4 Cell 5 Cell 6
Modified Table
Cell 1 Cell 3
Cell A CellB
Cell 4 Cell 6
Rendered Table
Cell 1 Lell-2 Cell 3
CellA PADDED CELL Cell B
Cell 4 Cells Cell 6
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