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Introducing the Workshare Professional
Integration with NetDocuments

Workshare Professional reimagines multi-party review and collaboration and ensures the
safe and accurate exchange of information, enabling the collaborative evolution of high
value business documents.

Workshare Professional is a desktop application that automates managing changes to
business documents, protects against unauthorized content disclosure and delivers the
world’s most secure PDF creation, all in one integrated solution.

The integration with NetDocuments provides key comparison functionality for your
NetDocuments files as well as conversion to PDF. In particular:

o Comparison of Word, PowerPoint, Excel and PDF files, including image-based
PDF files

o Comparison of selected pieces of content, such as a single paragraph or clause
» Ability to accept/reject changes in a comparison and then create new documents

« Advanced comparison features including one-to-many comparisons (Word and
PDF files), version comparisons, and access from within Office and NetDocuments

The functionality is available within NetDocuments as follows:

o From within NetDocuments, use Send to application to compare your chosen files
in Workshare Compare

e« When comparing, browse to NetDocuments from within the Workshare Compare
document selection dialog

« After running a comparison, save the redline to NetDocuments

o From within NetDocuments, use Send to application to convert your chosen files
to PDF using Workshare

* When converting to PDF, save the PDF to NetDocuments

This document describes how to perform this functionality. For a complete description of
all Workshare functionality, refer to the Workshare Professional User Guide.
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Setting Up the NetDocuments Integration

In order to integrate NetDocuments into Workshare Professional, you must select
NetDocuments during the installation and perform some simple configuration in
NetDocuments.

Note: ndOffice must be installed to use the Workshare NetDocuments integration.

Installing the NetDocuments integration

During a Workshare Professional installation, on a single machine or a network
deployment, you select which DMS integration you want to include.

On a single machine......
To install Workshare Professional with NetDocuments integration:
1. Double-click the executable file.

2. Click or customize your install.

Workshare 10.4 Components

Select the Workshare components you want to install

. Microsoft Add-ins
{ oracn: @p O @8 0B

File Comparlson We recommend you install these Add-ins to

] enable all of Workshare's features

Compare documents and versions accurately = R == .
T m @ [ Microsoft outiook

1 ted Ad X

File & Metadata Security @ wicrosoft word
Protect email attachments, strip metadata m Microsoft PowerPoint
Microsoft Excel

File Share & Sync
y :
Secure file transfer, file sharing and more...

3. Select the Workshare components and the Microsoft add-ins that you want.
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4. Click Next.

) Microsoft SharePoint

Back

1 Document Management System (DMS) Integration

i To extend Workshare functionality to your DMS, select it below. You can also change this after install.
I
i

® None ) iManage

) OpenText ) Worldox

0 NetDocuments

5. Select NetDocuments.

6. Click Install. The installation process may take a few minutes. A progress bar
indicates the progress of the installation. After this process is completed, click

Finish.

In a network deployment......

You can use the executable file or the MSI files found within the executable file to install

Workshare from the command line.

An example command line install to install Workshare Professional with NetDocuments

integration is:

msiexec.exe /i <path to shared directory>\Workshare.Professional.msi
REINSTALL=ALL REINSTALLMODE=vomus ALLUSERS=1 SKIP UPGRADE WARNING=1

INSTALL NETDOCUMENTS=ON /qn

For further information about installation, refer to the Workshare Professional Installation

Guide.
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Configuring NetDocuments

In order to maximize the integration of Workshare Professional in NetDocuments, you
should add Workshare as an application to your NetDocuments cabinets. Workshare
comparison and convert to PDF functionality will then be available when using
NetDocuments Send to application functionality.

To add Workshare as an application:

1. Click your user name and select Admin in the top right of the NetDocuments
window.

Hi. Workshare

Seuings
Admin
Log out

2. From the Cabinets list, click the cabinet you want to add Workshare to.

3. Click Integrate external applications at the top of the page.

netdocuments:

Define workspac ‘. lntegrate E.’ﬂEI’na| apphcat]ons h-_, ent | Document Information

Welcome to the Cabinet Page. This page is
Cabinet description: |point to this Cabinet's folders and documen
Cabinet Administrator. ltems can be added

Indexing: Profiles and full text
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4. Alist of available published applications is displayed and you can select the app
you want to be available in the Send to Application dialog.

it oc s
netdocuments O D anid

- External Applications

Acme Ltd
Help

Web Applications
External web applications that have been integrated with NetDocuments are listed here. Those selected below will appear in the Send to Application dialog, so users can

easily send documents from NetDocuments to these applications.
Add unpublished app

Application Description Application Vendor

Convert to pdf with Workshare Workshare

Application Name

< ¥ Workshare PDF
Test application Corp.
< ¥ \Norkshare Compare Fast and accurate comparison of two Workshare
documents

Local Applications

Identify the items to display on the Send to Application dialog if found on the local computer.

[ Workshare (Compare)

Gancelor m

5. Make sure Workshare Compare, Workshare Compare for Excel and
Workshare PDF are selected in the Web Applications section and that
Workshare (Compare) is deselected in the Local Applications section.

Note: Deselecting Workshare (Compare) is the Local Applications section
ensures there is not an additional unnecessary “Workshare” entry in the Send to

Application dialog.

6. Scroll down and click Save.

7. Scroll to the bottom of the cabinet page and click Submit.
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Now when a user selects the Send to application option in NetDocuments, Workshare
Compare and Workshare PDF are listed as available applications.

Help
Send to Application
Marked documents

ND Original, ver 1 |

% 4n wp

-

Click Close to close this 1.'.ri-n~|im'.r and select another document to be processed.
Launch application
Append Versions

Combine the documents listed above as additional versions of the last
arked document.

Waorkshare Compare Bastand accurate comparison of two documents.
Waorkshare POFE onvert to pdf with Warkshare

| Close || Clear list
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Configuring Workshare

There is no major configuration required in Workshare Professional to enable the
NetDocuments integration. There is a single parameter that can be set to determine if the
document selection dialog is displayed when comparing.

To configure NetDocuments in Workshare Professional:

1. Access the Workshare Configuration Manager, for example, from the Start menu,
select Programs > Workshare > Workshare Configuration (User Mode).

2. Select Integrations > General.

) Werkshare Configuration Manager (User Mede)

Ei']Wo:kshare Configuration Manager

| Options | Rendenng Set Mansger | My Praducts

Linanch &cdministeator Mods

A | Reset AllTo Default L Fide options | cannot change.
General ~ General
Protection E | ConPgure now the Werkshare DMS integrations behave and which integrations sre enabled.
Comparkson . :
¥ Local Fe Store Set a5 Defauilt. |
NetDocuments (Defauh) 3
General
) Aliow Redling sswve file format to be changed i
[ Allcw Fedline to be attached or related to the modified document
Integrations

o Alic Redline to be attached or related to the orginal decument

[ Allew Redline ta ba caved ag 8 few dacument
| Allgw Redline to be versioned to the modified decument (iManage and OpenText anly]
1 Allgyw Redling to be versioned to the original document (iMansge and CpenTest only)
| Append document |Ds to the Rediing file name

Compare for PowerPoint - Default save format Powerfomt Compansan (wefp)

| [¥] Display document selection dialog when using Send to Application (NetDocuments only) I

| Enable version dropdown in selection diabog (iManage onlyj

| Include docwment descriptions n the Redline file name

Include document kacations in the Rediine file name

Set default farmat when saving Rediine !_.Perhhlenemmliml.pdﬂ. i | "

3. By default, the Display document selection dialog when using Send to
Application parameter is selected so the document selection dialog is displayed
when using Send to Application. This enables you to switch original and modified
documents, add further documents to compare, change the rendering set and so
on. In particular, you can change the comparison mode to Fast. If you don’t want

the Workshare Compare document selection dialog to display, but simply want the
comparison to run, deselect this parameter.

4. Click Apply to apply any changes.
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Browsing to NetDocuments from Compare

Comparing Word and PDF files

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 from
NetDocuments. 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 Word and PDF files:

1. Double-click the Workshare Compare shortcut on your desktop or from the Start
menu, select Programs > Workshare > Workshare Compare. The following

dialog is displayed:

Workshare Compare X
() Workshare
Please select the documents you want to compare:
Criginal Document:
B ""-I
| V| [
Modified Document: QB
| a|=
&
Rendering Set:
| Standard el | = :
Comparison Mode;
Help (54 | Cancel

10
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2. Click to the right of the Original Document field. If you are not logged into
NetDocuments, log in using the Login dialog displayed.

3. Navigate to the document location in NetDocuments and select your original
document that you want to compare against a modified document.

Open

ACME vs Workshare » Documents

i Add Folder Go to Workspace

Search by "Document Na.. O ~

Home
Recent Documents
Recent Locations
4 B Acme Ltd
== Recent Workspaces
&= Favorite Workspaces
"7 Folders
- = ACME vs Workshare
71 Cabinet Inbox
2% Demo Docs
" Documents
1 Matter 0345 - ACME vs Works
70 Paul
= Bobin Support
=M

Mame
emo Draft Letter Ws
emo Final Letter WS
Arrangement Letter v1
Arrangement Lefter v2
@] Original Letter 2017
@ Contract v2
@ Contract v1
5 Modified Letter 2017

Versions

1
1
1
1
2
1
1
2

Date Modified
13/06/2019 13:28
13/06/2019 13:28
13/06/2019 13:28
13/06/2019 13:28
20/08/2018 19:01
02/07/2018 14:13
02/07/2018 14:13
21/06/2018 16:19

Document 1D
4832-7766-6201
4826-5690-9209
4849-2176-7833
4845-0233-7433
4828-6334-4218
4840-0063-1404
4838-6707-6972
4828-2978-9786

Bl
Type

Microsoft Word Document
Microsoft Word Document
Adobe Acrobat Document
Adobe Acrobat Document
Microsoft Word Document
Microsoft Word 97 - 2003 Document
Microsoft Word 97 - 2003 Document
Microsoft Word Document

Visit NetDocuments Directly
Goto
Web App

Go to the Internet browser to select
one or more documents to open.

4. Click Open. The selected document is displayed in the Original Document field.

5. Click to the right of the Modified Document field.

6. Navigate to the document location in NetDocuments and select your modified
document that you want to compare against the original document.

7. Click Open. The selected document is displayed in the Modified Document field.

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.

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

9. Click to the right of the second Modified Document field.

10.

Navigate to the document location in NetDocuments and select a further modified

document that you want to compare against the original document.

11. Click Open.

11
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12. Repeat step 9-11 to add further documents as required.

13. From the Rendering Set dropdown list, select the rendering set you want to use.
Rendering sets contain parameters that define how changes are displayed in the
redline (comparison) document. You can select from the standard rendering sets

provided with Workshare Compare or you can create and customize your own
rendering sets.

Rendering Set:

Standard no color
Standard no moves
Standard with caret for deletes
Standard with change 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.

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

= Standard: Workshare Compare performs a regular comparison.

o Fast: When comparing a DOC or DOCX file against another DOC or DOCX file,
Workshare Compare performs a binary comparison which is faster than a
standard comparison.

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

o 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 compares PDF files 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.

15. Click OK. The comparison process is launched and an In Progress dialog is
displayed.

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

Compare

12



Workshare Professional 10 & NetDocuments User Guide

When the comparison is complete, the redline is displayed in the Workshare Compare
window. If the original document has been compared against multiple documents, each
redline is displayed in a different tab. For a full description of the Workshare Compare
interface, refer to the Workshare Professional User Guide.

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

Comparing PowerPoint presentations

In this scenario, you launch Workshare Compare for PowerPoint as a standalone
application from your desktop or the Start menu. You then select the presentations you
want to compare from NetDocuments.

To compare PowerPoint presentations:

1. Double-click the Workshare Compare shortcut on your desktop or from the Start
menu, select Programs > Workshare > Workshare Compare for PowerPoint.
The following dialog is displayed:

o Select Presentations for Comparison pod

&) Workshare

Select the presentations that you would like to compare.

Original Presentation:

| w

Modified Presentation:

5E|

Select Comparison Theme:
Detect Text Changes vl | =
Thi=s comparscn theme will ignore changes too images, embedded objects,

item locgtions, text farmatting, text bax formarting, slide backgrounds,
hyperlink destinations, autoshapes.

Help _ompare [ Cancel

13
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=

Click = to the right of the Original Presentation field. If you are not logged into
NetDocuments, log in using the Login dialog displayed.

Navigate to the file location in NetDocuments and select your original presentation
that you want to compare against a modified presentation.

Open X
ACME vs Workshare » Documents Search by "Document Na.. O ~ || =
[ Add Folder | | Go to Workspace = - O
Home : Name Versions Date Modified Document |0
Recent Documents -] Waorkshare Demo v1 1 13/06/2019 13:28  4817-8440-3977  Micr

ﬂ}, Woarkshare Demo v2 1 13/06/2019 13:28  4813-8184-0793 Micr
13/06/2019 13:28

Recent Locations

4 BB peme Ltd

&= Recent Workspaces
h Favorite Workspaces
7 Faolders
4 = ACME vs Workshare
7 Cabinet Inbox
" Demo Docs
Documents
Matter 0345 - ACME vs Works

B ..t

Visit NetDocuments Directly
Goto Go to the Internet browser to sefect
Web App | ons or more documents to open

| Cpen || Cancel |

Click Open. The selected file is displayed in the Original Presentation field.

=

Click = to the right of the Modified Presentation field.

Navigate to the file location in NetDocuments and select your modified presentation
that you want to compare against the original presentation.

Click Open. The selected file is displayed in the Modified Presentation field.

Tip! To swap the original and modified presentations, click « .

From the Select Comparison Theme dropdown list, select the comparison theme
you want to use. Comparison themes contain a set of parameters that define
exactly what is compared as well as how changes are displayed. You can select
from the standard comparison themes provided with Workshare Compare for
PowerPoint or you can create and customize your own comparison themes.

Note: Clicking = to the right of the Select Comparison Theme field displays
the Comparison Themes Manager where you can create, modify and delete
comparison themes.

14
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9. Click Compare. The comparison process is launched and a progress dialog is
displayed.

When the comparison is complete, the Workshare Compare for PowerPoint window is
displayed showing the changes between the selected presentations. For a full description
of the Workshare Compare for PowerPoint interface, refer to the Workshare Professional
User Guide.

Comparing Excel spreadsheets

In this scenario, you launch Workshare Compare for Excel as a standalone application
from your desktop or the Start menu. You then select the spreadsheets you want to
compare from NetDocuments.

To compare Excel spreadsheets:

1. Double-click the Workshare Compare for Excel shortcut on your desktop or select
Workshare Compare for Excel from the Start menu. The following dialog is
displayed:

II:] Workshuars

Select the files you want to compare
Recently opened files
0:>§.na!
v Chart Origenaldsx
5000 Docuiments 50..entih D cel Comgain
Acme Ink Forecast Moded 1.dsx
u Docurments 20 eeisiFecel Compaie

v Ongmnal socount s
Modhed U000 Do sorrurris D0 rmhE

Madified aooounits.ais:

e Ex cel Cormpane

= PP Spreadshest Asdsx
L 0 Doduments X0..emts' B cel Compare

Acme Ink Forecast .case Model 2afzx

Compare Onling & _Integrationsidsx
Detect 8l changes W Edit y p y ,?g kg

producis.adsx

2. Click " tothe right of the Original field. If you are not logged into
NetDocuments, log in using the Login dialog displayed.

15
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Tip! If you want to compare a recently used file, drag the file from Recently
opened files.

3. Navigate to the file location in NetDocuments and select your original spreadsheet

that you want to compare against a modified spreadsheet.

Open

Recent Documents Search by "Dacument Na... Q «

Add Folder Go to Workspace ! B o~ . @

x

Home X Mame Versions Date Modified Document 1D
DLBEcibE Poctinente 05 WsOriginal 1 30/07/201902:29  4853-1788-3038
Q% WSModified 1 30/07/201902:29  4852-1721-9742
0% prepopulated 1 17/06/2019 14:05  4824-T460-6345

1 17/06/201912:48  4812-5684-0858

Recent Locations
4 = Acme Ltd 5
" g Recent Workspaces u——' testings?
&= Favorite Workspaces
Folders
= ACME vs Workshare
= Bobin Support
= sM
= Demao Dave
4 = Documents

" g Recent Workspaces

Visit MetDocuments Directly

Micr
Micr
Micr
Micr

oo to Go to the Internet browser to sefect
Web App | one or more documents 1o open.

| Cpen | ‘ Cancel

4. Click Open. The selected spreadsheet is displayed in the Original field.

5. Click " to the right of the Modified field.

6. Navigate to the file location in NetDocuments and select your modified spreadsheet

that you want to compare against the original spreadsheet.

7. Click Open. The selected spreadsheet is displayed in the Modified field.

Tip! To swap the original and modified spreadsheets, click .

16
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8. If you want to compare individual sheets, select the Select sheets to compare
radio button.

O Compare everything

@ Select sheets to compare

Original sheets

Revenue Waterfall 2 W

Modified sheets

9. Select the sheet in your original spreadsheet and the sheet in your modified
spreadsheet that you want to compare.

10. To select what changes are detected and how they are displayed, select the
rendering set to use. Rendering sets contain a set of parameters that define what is
compared and how changes are displayed in the comparison. You can select from
the standard rendering sets provided with Workshare Compare for Excel or you
can create and customize your own rendering.

Detect all changes 4 Edit
Detect all changes

Detect value changes

Note: Clicking Edit displays the Rendering Set Manager where you can create,
modify and delete rendering sets. For a full description refer to the Workshare
Professional User Guide.

11. Click Compare. The comparison process is launched.

When the comparison is complete, the Workshare Compare for Excel window is displayed
showing the changes between the selected spreadsheets. For a full description of the
Workshare Compare for Excel interface, refer to the Workshare Professional User Guide.

17
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Saving Redlines to NetDocuments

In all the Workshare comparison applications, you can save the comparison to
NetDocuments.

Workshare Compare

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

To save the redline:

1. After running your comparison, click Save As and then Comparison document in
the Home tab (or Quick Access Toolbar or File menu). The following dialog is

displayed:
Workshare Compare >
Save

Select the option for saving the selected document
@ What do you want to do with the document?
| Save a Mew Document w

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

2. Select whether you want to save the comparison as a new document or attach it to
the original or modified documents.

3. Click OK. The NetDocuments Save As dialog is displayed.

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

4. Browse to the location where you want to save the comparison and modify the
name of the comparison as required.

18
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5. From the Save as type dropdown list, select the format for the saved file from the

following:

Workshare DeltaFile Saves both the redline and the source documents

(*.wdf) as a Workshare DeltaFile. This file can only be
opened in Workshare Compare.

Word Document Saves the redline as a Microsoft Word file. The

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

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

Rich Text Format Saves the redline as an RTF file. The source

(*.rtf) documents are not saved.

HTML Document Saves the redline as a HTML document. The

(*.htm) source documents are not saved.

Adobe Acrobat File Saves the redline as a PDF file. The source

(*.pdf) documents are not saved.

Adobe Acrobat Saves the redline as a PDF/A file. The source

PDF/A File (*.pdf) documents are not saved.

6. Click Save.

Saving redline as track change document

You can also save the redline as a Microsoft Word file that shows the changes as track
changes.

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 save redlines with changes as track changes:

1. Click Save As and then Word document with Track Changes in the Home tab
(or Quick Access Toolbar or File menu).

2. Select whether you want to save the comparison as a new document or attach it to
the original or modified documents.

3. Click OK. The NetDocuments Save As dialog is displayed.

4. Browse to the location where you want to save the track change document and
modify the name of the document as required.

5. Click Save. The redline 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.

19
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Workshare Compare for PowerPoint

In Workshare Compare for PowerPoint, you can save the comparison as a PDF file or a
WCFP (Workshare Compare for PowerPoint) file in NetDocuments, locally or on your
network.

The PDF file can include the original and modified slides and/or a list of the changes per
slide pair. It can also just include the slides that have changes.

Note: The layout and contents of the saved PDF are determined by the Compare for
PowerPoint — Default report layout and Compare for PowerPoint — Include
unchanged slides parameters (Comparison > Administration category) in the
Workshare Configuration Manager.

The WCPF file can be opened in Workshare Compare for PowerPoint.
To save a comparison:

1. Click Save in the Home tab, the menu or quick access toolbar. The Save As dialog
is displayed.

2. Select whether to save the comparison as a WCFP or PDF file.

3. Navigate to the location where you want to save the file and enter a name for the
file.

4. Click Save.

20
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Workshare Compare for Excel

In Workshare Compare for Excel, you can export the comparison with all the changes to a
new Excel file that you save to NetDocuments, locally or on your network.

To export the comparison:

1. Click Export in the Home ribbon. The Export to Microsoft Excel dialog opens.

€} Export to Microsoft Excel x

What do you want to export?

@ Entire workbook

O Selected sheets

Include:

Change type filters
Indirect highlights

Source formatting

Open exported file

2. Select whether you want to export the Entire workbook or only some Selected
sheets.

3. If you choose Selected sheets, click inside the Select one or more sheets field
and choose the sheets to export.

O Entire workbook
@ Selected sheets

4. By default, all of the following will be included in the comparison:
o Change type filters: All change type filters currently highlighted.

21
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= Indirect highlights: All indirect changes.
o Source formatting: Source formatting from the original and modified files.

If you would like to exclude any of these options, deselect them.

o

If you don’t want the saved comparison to open once the export is complete,
deselect the Open exported file checkbox.

Click Export. The Save As dialog opens.
Navigate to a save location.

6
7
8. In the File name field, enter a name for the new file.
9

Click Save. The comparison is exported as a new Excel file.

Acene Ink Forecast Model | - Acrme [k Focecase Moded 2ales - Excel

ormulst Dats Revew  Veew  Acmbal  Wodahare ) Tellme et Sagal
TRl e " P m  (Genenl - F,. Canditions! Farmutting * '-Elh Insert = & = EV p

i B » : c oy % | Y Formist i Tabte - et 12 R
e s BT M- - A  EEZE : b T wgom (57 Cell Sryes - FFormats & gl 5.,:,—.,“,

Clipboard 1 Fond ) Aligrment ) Humbed i Shytes Celh Edding -
K147 - f -
i A | B L& | D | E F G H -

1 Link Sheot Name Call _ Change Type  Directindirect Cviginal Modified Dascription

The font formatiing in this cal has been
137 Vizw Revenus Waterlall 1 G5 Font Format Direct madfied
138 View Revenue Waterfall | &6 Texi Direct hdganiil
139 View Revenue Waterfall 1 G6  Cell Fosmat Direct The border for thes cell has been modibed.
Thir fiont formatting in this cell has been
M0 View Reverwe Watedfall 1 56 Font Format  Direct madfiad
141 View Rewanue Watedall 1 (GT  Mumber Diract i
142|Vigw Revenuve Wateefall 1 G7  Cell Format Diroct Thie boedes B thes cell has been mediad
| The font formalting in this cell has been
143|View Revenue Waterfall 1 7 Font Farmat Direct madifiad
144 Vi Pewenue Wateefall 1G24 Tesa Direct
] Thiz cell has been insemed, along with
5 Vigw Revenve Waterfall 1 G24  Cell Durect L Row 24
g Biveous Walechl 1 /G35 emdber indweacty —t z
Rverue Waterfall 1 | Waterfall 2 {| Change Report i 3
Ready 1 J ER B | ] 5 00

L

The last worksheet of the saved comparison is the Change Report. It lists every change
from the comparison (excluding any changes you chose not to include when you exported
the comparison). To jump to a change, click its View option in the Link column.

The other worksheets correspond to the worksheets in the original and modified files.
Select a sheet to view its comparison.
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Using Send to Application to Compare

From within NetDocuments, you can select two documents and compare them in
Workshare Compare using the Send to application functionality. You can compare Word,
PDF and Excel files in this way but you cannot compare PowerPoint files using Send to
application.

To compare from NetDocuments:

1. In NetDocuments, select the two files you want to compare.

M
2. Right-click and select Send to application (or click bt on the right and click
Send to application).
u Send to Application - Google Chrome == O >

8 vaultnetvoyage.com/neWeb2/mark.aspx

Send to Application

Marked documents

e

t
Sales, ver 1 ¥
X

Click Close fo close this window and select another decument to be processed.

Launch application
Append Versions Combine the documents listed above as additional versions of
the last marked document.

Workshare Compare for Excel Fast and accurate comparison of two documents.
Waorkshare POFE Convert to pdf with Workshare
Waorkshare Compare Fast and accurate comparison of two documents,

|.Clnae || Clear list |

3. Click Workshare Compare (if you selected Word or PDF files) or Workshare
Compare for Excel (if you selected Excel files).

The selected files are compared. When the comparison is complete, the
comparison is displayed in the Workshare Compare window or the Workshare
Compare for Excel window.
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Note: If the Display document selection dialog when using Send to Application
parameter is selected in the Workshare Configuration Manager
(Integrations>NetDocuments) then the document selection dialog is displayed and you
can switch original and modified, add further documents to compare, change the
rendering set and so on. In particular, for Word and PDF comparisons, you can change
the comparison mode to Fast.

Converting to PDF

From within NetDocuments, you can select a document and convert it to PDF or PDF/A
using Workshare Protect.

Note: You must have the full Professional installation for this to be available and not just
the Compare installation.

To convert to PDF from NetDocuments:
1. In NetDocuments, select the document you want to convert.

2. Right-click and select Send to application (or click on the right and click
Send to application).
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3. Click Workshare PDF. The Convert to PDF dialog is displayed.

Workshare - Convert to PDF >

() Workshare

Convert your document to PDF and configure its security options.

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

() POF/A (.pdf)  Optimized for archiving

| Configure POF Security

@ Save as new document
O Save to My Computer

") Save as related document

Select pages to include:
® al
Enter page number andfor page ranges
O Pages separated by commas {g.g. 2, 5-8)
View and send
@ Mone

) Open PDF once created
() Email POF as attachment

Help | Preview | | Create Cancel

4. Select whether to convert to PDF or PDF/A.
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5. Click Configure PDF Security to set PDF security options and remove metadata.

Workshare - PDF Security

PDF security configuration

|:| Prevent printing
[] prevent editing of text

[] prevent the copying of text and/or graphics
[] prevent comments being added

Metadata cleaning

Cleaning Options

Password protection

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

>

= Workshare|

0 option(s) selected

|5|:|E|:iﬁr passward

|C|:unﬁrm password

6. Select one or more of the following security options:
Prevent printing: Prevents users from printing the PDF document.
Prevent editing of text: Prevents users with Adobe Distiller from editing the

o

o

PDF document.

Prevent the copying of text and/or graphics: Prevents users from copying
graphics or text directly from the PDF document.

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

Note: These options are disabled and cannot be selected if you selected PDF/A in
step 2.
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7. To specify what hidden data to remove before converting it to PDF, click Cleaning
Options.

Workshare Protect >
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)

----- [ Delete builtin properties (Office)

----- [ Delete comments (Office)

----- [ Delete custom properties {Office)

----- [ Delete document variables (Word)

----- [ Delete hidden text (Word)

----- [ Delete routing slip (Word and Excel 2003)

----- ] Delete Smart Tags (Word 2003/2007)

----- [ Delete text smaller than Spt {Word)

----- [ Delete versions {Word 2003)

----- [ Delete white text on white background (Ward)
----- O Turn off versioning (Word 2003)

Cancel

Help

8. Select hidden data elements as required.
9. Click OK.

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

Note: If you selected PDF/A in step 2, you cannot set a password and the
Password protection area is disabled.

11. Click Apply.
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12. In the Convert to PDF dialog, select whether you want to save the PDF as a new
document or related document in NetDocuments or whether you want to save it
locally.

13. If you want to create a PDF of part of the 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.

14. In the View and send area, select the Open PDF once created checkbox if you
want the PDF to be opened once it has been created or select the Email PDF as
attachment checkbox if you want the PDF to be attached to an email once it has
been created.

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

16. Click Create.

Save As X
ACME vs Workshare » Documents Search by "Document Na.., Q ~ 2
[ Add Folder | [ Goto Workspace =
Home = MNarne Ver... Date Mod =
Profile Templates -
Recent Decuments Arrangement Letter v1 1 13/06/201 e pn
PR—— Arrangement Letterv2 1 13/06/2014 | | >ecunty Templates

" Documents Client: Click to edit

n \E'::i:::”ts Matter Click to edit
a =“AcmE Ltd DocType: Click to edit
m=m Recent Workspaces
== Favorite Workspaces
I3 Folders
= ACME vs Workshare
== Bobin Support
= C5M
= Demo Dave
4 = Documents

=a Recent Workspaces

. Favorite Workspaces

File name: !Contractv]

Save as type: ,. P“[‘J“F“[‘)ocu ments ("pdﬂ

Save a5 new version

17. In the save dialog, specify the name and location for the PDF file and click Save.
The document is converted to PDF or PDF/A. If you selected Open PDF once
created, the new PDF is opened. If you selected Email PDF as attachment, an
email message window is displayed with the PDF as an attachment.
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