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Trademarks

Trademarked names may appear throughout this guide. Instead of listing these here or
inserting numerous trademark symbols, Workshare wishes to state categorically that no
infringement of intellectual or other copyright is intended and that trademarks are used only
for editorial purposes.

Disclaimers

The authors/publishers of this guide and any associated Help material have used their best
efforts to ensure accuracy and effectiveness. Due to the continuing nature of software
development, it may be necessary to distribute updated Help from time to time. The authors
would like to assure users of their continued best efforts in supplying the most effective Help
material possible.

The authors/publishers, however, make no warranty of any kind, expressed or implied, with
regard to Workshare programs or Help material associated with them, including this guide. The
authors/publishers shall not be liable in the event of incidental or consequential damages in
connection with, or arising out of, the programs or associated Help instructions.

Copyright

© 2016. Workshare Ltd. All rights reserved. Workshare Professional and Workshare DeltaView
are registered trademarks of Workshare Ltd. Workshare Compare, Workshare Protect,
Workshare 3, Workshare DeltaServer, SafetyGain, and the Workshare logo are trademarks of
Workshare Ltd. All other trademarks are those of their respective holders.
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INTRODUCING WORKSHARE COMPARE

Workshare Compare for 64-bit Microsoft Office helps you work on documents with other
people. It enables you to compare two or more documents and instantly see any differences
between them.

When you’re working on a document together, it’s essential to understand how it’s evolving.
With Compare, you can compare even the most difficult and complex documents and
presentations accurately. You’ll see precise changes between versions of Word and PDF files —
including image-based PDF files. For Word and PDF comparisons, you can apply the changes
you want to keep right from Compare.

Understand, Implement and Communicate Changes

Once you’ve compared your documents, you'll instantly see any differences between them in
Compare. You can now manage your changes and save the comparison document (Redline
document) or add your changes in Compare and save the new version as a Word document.
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Whenyou'reready, click Apply Accepted See the comparison (Redline)
Changes. A new Word document will open with document with the changes
your selected changes accepted. displayed.
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STEP 1: ACCESS COMPARE

There are several ways to access Compare. Choose whichever option is most convenient for
you.

In Windows Explorer

Select one or two documents, right-click and select Compare with Workshare. Compare is launched.

= - — |
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Final.pdf tB Compare with Workshare

Send to 4

Cut
Copy

Create shortcut
Delete

Rename

Properties

On your Desktop

Double-click the Compare icon on your desktop. Once Compare is open, you can
select your files to compare.

Workshare Note: You can also go to your Start menu and select Programs > Workshare >
Compare Workshare Compare.
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STEP 2: SELECT YOUR DOCUMENTS
After launching Compare, the Compare Documents dialog is displayed:

rWorksharE Compare u1
|

(=) Workshare

Please select the documents you want to compare:

Criginal Document:

| -

K
Modified Document:
=
=
Rendering Set:
[standard ~| |E

Comparison Mode:

[ x)

Help [ ok | [Lcaned ]

Select the documents you want to compare. If you want to compare the original document
against several documents, click to add additional Modified Document fields.

Click OK. The comparison is performed and the Redline (comparison) documents as well as the
source documents are displayed in Workshare Compare.
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STEP 3: REVIEW THE CHANGES

You can accept and reject changes from within Workshare Compare and create a new Word
document that includes all your changes. Changes can be accepted/rejected individually or as a
group. Using the Category View of the Changes tab, you can choose to accept or reject an
entire category. For example, the Matching Changes category includes changes that are
repeated and identical and you can accept or reject them all at one time. Switching to Status
View provides an easy way to quickly see what changes haven’t yet been reviewed.

In the Change Summary window, select the checkbox to the left of an individual change to
accept it or an entire category to accept all changes in the category.

Tip! You can select all changes in a category by selecting the category checkbox and then
deselect one or two changes within that category as required.

You can right-click a change and select Flag to highlight the change — perhaps for future
consideration or to check sources — or select Mark as Read to indicate that you have reviewed
the change but do not want to give it a status.

When you have completed your review, click Apply Accepted Changes at the bottom of the
Change Summary window. A new Word document is opened with the changes accepted or
rejected according to your selection. You can save this document as your new master
document.

The comparison is not altered in any way so you can return to the comparison in Workshare
Compare and change your mind about whether to accept changes or not. Every time you click
Apply Accepted Changes, a new Word document is opened with the current accept/reject
statuses applied.

You can also save the comparison as WDF file and this will save all your selections along with
the source documents and Redline document. You can open this WDF at a later time and
continue working or send it a colleague for further review.
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STEP 4: SAVE OR EMAIL THE COMPARISON

After you have compared your documents, Workshare Compare provides many options for
saving or circulating the Redline. Workshare’s DeltaView Redline can be distributed in many
formats, such as PDF or TXT or DOCX. Only if it is distributed as a WDF will the source
documents be included. WDF files can only be opened in Workshare Compare where both the
source documents and the Redline can be viewed. The Redline can also be distributed as a
Word document with the changes shown as track changes.

e To save the Redling, click Save As and then Comparison document in the Home tab (or
Quick Access Toolbar or File menu).

¢ To save the Redline with changes as track changes, click Save As and then Word
document with Track Changes in the Home tab (or Quick Access Toolbar or File menu).

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

e To send the Redline as a PDF, click Email and then Attach as PDF in the Home tab (or File
menu). The Redline is converted to PDF and a new email window is opened with the PDF
attached.

¢ To send source documents with the Redline, click Email and then More email options in
the Home tab (or File menu)

¢ To send the Redline with changes as track changes, click Email and then Attach as Word
document with Track Changes in the Home tab (or File menu). The Redline is saved as a
Microsoft Word document with the changes indicated by track changes and a new email
window is opened with the Word document attached.
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