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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 7, provides an overview of the key features of Workshare Compare.

o Terms and Concepts, page 8, 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, Workshare Compare provides access to version information stored in the DMS.
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.

7?2 Workshare °
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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.

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.

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.

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

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.
Extend Your Document Management System

Leverage Workshare Compare with your existing document management system. For example,
Workshare Compare provides a list of the DMS versions of a document, enabling the comparison of
document versions.
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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

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 red-with-strikethrough. These display preferences can be amended by the user.
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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.
o Workshare Panel, page 10, describes the Workshare Panel and the options available from it.

o Workshare Menu, page 11, describes the options available in the Workshare menu added in Microsoft
2003/XP.

o Workshare Tabh, page 11, describes the options available in the Workshare tab added in Microsoft
Office 2007.

o Enabling Workshare Compare Functionality, page 12, 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:
o 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 Workshare Compare Main
Window, page 36.

Within Microsoft Word, the Workshare Compare functionality can be accessed from the Workshare Panel, menu
or tab. After you have installed Workshare Compare, you see the following:

o The Workshare Panel is displayed down the left side of the window. Refer to Workshare Panel,
page 10, for more information.

e The Workshare menu is added to the menu bar (MS Word 2003/XP). Refer to Workshare Menu,
page 11, for more information

o The Workshare tab is added to the Ribbon (MS Word 2007). Refer to Workshare Tab, page 11, for more
information

o The Toggle Workshare panel button [ s added to the Standard toolbar (MS Word 2003/XP).

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 Office 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.
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Workshare Compare functionality can also be accessed in the following ways:
o 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, page 34.

Workshare Panel

The Workshare Panel, displayed by default down the left side of the Microsoft Word window, provides access to
Workshare Compare functionality.

You can display/hide the Workshare Panel in any of the following ways:

e MS Office 2003/XP: Select Show Workshare Panel from the Workshare menu or click the Toggle
Workshare panel button [ in the Standard Microsoft Word toolbar.

o MS Office 2007: Click Toggle Panel in the Workshare tab, Options group.
The Workshare Panel is your guide, prompting you through each step of the comparison process.

The Workshare Panel Home page includes the following button:

Worksha

Compare: Enables you to compare a document with a previous version of the same
document or with another document.

Help (=]

Tip! In MS Office 2007, the Workshare Panel can float over other windows. Click and
drag the title bar of the Panel to move it to a different location.

There is a Help Help |ink 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
__\Ij the Workshare Panel. Additionally, at the top of all pages of the Workshare Panel except

the Home page, the following links are displayed:
Compare

Home Return to the Home page of the Workshare Panel.

Back Return to the previously displayed page of the Workshare Panel.

10
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Workshare Menu

The Workshare menu is available in Microsoft Word 2003/XP. In Microsoft Office 2007, functionality is available
in the Workshare tab. Refer to Workshare Tab, page 11.

Whenever you open a document in Microsoft Word, the Workshare menu is included in the menu bar.

Wiarkshare

It is also possible to replace the Workshare menu with a toolbar. To do so,

Campare Yersions

Dpkions

select the Replace the Workshare menu with the Workshare toolbar
parameter (Workshare Ul Configuration category) in the Workshare
Configuration Manager and restart Microsoft Word.

EE
B
A9l Learning Center

Show Workshare Panel

Workshare * x

The Workshare menu includes the following options:

Menu ltem Toolbar
Button

Compare EE!

Versions

Options g

Learning ]

Center

Show

Workshare

Panel

Workshare Tab

Description

Enables you to compare a document with a previous version of the same
document or with another document..

Enables you to configure system parameters in the Workshare Configuration
Manager. Refer to the Workshare Compare Installation Guide for further
information.

Provides access to the Learning Center on the Workshare website where you
can access useful information to help you learn about Workshare Compare. The
Learning Center is also available from the Options page of the Workshare Panel.
(Select Options from the Workshare menu to display the Options page in the
Workshare 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, page 10.

The Workshare tab is available in Microsoft Word 2007.

2B | = [EH @&

Compare | Options Toggle Learning
Panel Center

Compare Options

1"
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The Workshare tab includes the following options:

Group Item

Compare Compare

Options Options

Toggle Panel

Learning
Center

Description

Enables you to compare a document with a previous version of the same
document or with another document.

Enables you to configure system parameters in the Workshare Configuration
Manager. Refer to the Workshare Compare Installation Guide for further
information.

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, page 10.

Provides access to the Learning Center on the Workshare website where you
can access useful information to help you learn about Workshare Compare.
The Learning Center is also available from the Options page of the Workshare
Panel. (Click Options to display the Options page in the Workshare Panel.)

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. For example, if you open a document directly from an email attachment, it is only a temporary

document and so Workshare Compare functionality is not fully enabled. If you select Compare, the following

message is displayed:

Workshare Compare

|

The “Workghare functionality you have zelected is not currently
i enabled for an unsaved document.

Ik | Help

12
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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.

o Performing a Comparison, page 13, 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.

o Working with the Redline Document, page 17, describes the tools available to you when working
with the compared (Redline) document after a comparison

Overview

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. You can compare a Microsoft Word (DOC) file against another DOC
file or against a PDF file. Comparison results are displayed in a Redline document within Microsoft Word with
changes clearly marked. For example, deleted-textis+ed-and-struek-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 PDFs that originate from scanned
documents. Workshare Compare compares regular PDFs by converting them to RTF before performing a
comparison.

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

Note: If you compare scanned PDF files without applying OCR, it may result in a blank Redline document. You
are advised to only compare scanned PDF files after OCR has been applied.

Workshare :
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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. From the Workshare menu, select Compare Versions (MS Office 2003/XP) or click Compare in the
Workshare tab, Compare group (MS Office 2007) or click Compare in the Home page of the Workshare
Panel. The Compare page is displayed as follows:

Workshare v x

Workshare = T

Home | Back | Help
Compare

1. Information

This document is: Doc With Hidden Data

2. Select Document

Choose a comparison document from the
dropdown list:

|5E|ECE a version: d

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.

14
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2. 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. This option is only available when working
with a document with versions.

o Select a draft of the document that was previously sent for review from the dropdown list. This
option is only available when working with documents that have no versions and that have
previously been sent for review.

o Click Browse and select a document (DOC or PDF file) from your DMS, SharePoint or locally.

The Compare page is displayed as follows:

Workshare v

Camypare

Home | Back | Help

Compare

1. Information

Thiz document is: Doc With Hidden Data

2. Select Document

Selected Document:
Intro WS Prof 1
Remowve

3. Comparison Option

Flease =elect how you would like your
comparison displayed:

| workshare default =]
Edit Rendering Set

[ openin Compare

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

3. 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-witha
strikethreugh. Click Edit Rendering Set if you want to modify rendering sets. For further information
about rendering sets, refer to Chapter 5: Configuring Rendering Sets.

4. Ensure the Open in Compare checkbox is NOT selected.

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

the compare process.

7?Workshare
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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.

|'/§n e 9 - 10 Heading 2 *| | Doc With Hidden Data.docx - Microsoft Word - = X
w e

Home Insert Page Layout References Mailings Review View Add-Ins Acrobat Workshare l@)

EE =] &

Compare || Options Toggle Learning
Panel Center

Compare Options
workshare v x - I_UIIL,y'UII\I'I:II'L.UIILI:IIL'IIDI\.'IIIEIIII:IHI:.'IIII:IIL'EIIIU'I'LJ’I"L.UII\J’I:I U
" » - Secure'PDF-conversion-anywhere-and-on-email-send¥
L" " »—+ Extended-and-extra-secured- document-control-over-email-and-portals
Help » - - -
Workshare-Professional* Functionality
Compare = Workshare-Professionalfunctionality-is-separated-into-modules-that-can-be-included:
n-an-installation-as-required.- The-modules-—“Review-and- Audit” -“Compare”-and-
= Secure”--provide-the-following-functionality: T
Maximize "Reviewand-Audit]
. | Workshare- Professional- enables- you- to- manage- changes- to- business-documents:
rapidly-and- easily.- It-reduces- frustration- and- delays- by-finding- and-incorporating:
Szmd changes-in-important-documents.-Workshare-Professional-is-for-anyone-who-works:
= with-business-documents.T
= " Workshare- Professional- automatically- finds- changes- proposed- to- a-document- by |[#
= 8
= Binary Comparison between Intro W5 Prof 1 and Doc With Hidden Data @ ﬁ * @Report
Save ) b
®  Secure PDF conversion anywhere and on email send =
®*  Extended and secured document control over email and portals
Workshare Professional Functionality
Workshare Professional functionality is separated into modules that can be included
in an installation as reguirad. The modules — “Review and Audit”, “Comparg” and
“Securd” - provide the following functionality: B
< | 3

Section:1  Page:1l of4 | Words: 1,366 s_‘ﬁ English [U.5.)

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-textis+ed
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.

Selecting a change in the Redline document scrolls to the change and highlights it in the original document.

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 on page 13.

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

72 Workshare 6
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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 - 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
Chapter 5: Configuring 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.

Click @ 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.

#Workshare "
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Printing the Redline Document

You can print the Redline document at any time.

To print a Redline document:

1. Click Print in the Workshare Panel or click g:' in the toolbar above the Redline document. The Print
dialog is displayed.

Printer

Harne: 4l -appz-014nT -dew-ptr-01 Froperties |

Status: Ready

Type: HP Lazerlet 4350 PCL 5e

Where:  Dew frea

Comment; HP Lazerjet 4350 ™ Brit ta file

Print range Copies

Al Mumnber of copies: 3‘

" Pages from: |1 to: |2 ’_@ r@
" Selection

[ Frint Redline in black and white

B ] | C |
[ Orily print pages with changes anee

2. Select from the standard print options in the usual way.

3. 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.

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

5. Click OK.

7?Workshare =



COMPARING DOCUMENTS FROM WITHIN MICROSOFT WORD

Saving the Redline Document

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

To save a Redline document:

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

Workshare Compare

Save comparison document

Select the option for zaving the selected comparizon document,

YWhat would pou like to do with the comparnizon document?

S aves the comparizon as a new document or version in
the current document syztem...

[al's | Cancel Help

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

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. 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 Interwoven or DOCS Open
integration and the original document is from Interwoven or DOCS Open)

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

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.

QWnﬂ(share B
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3. Click OK. The Interwoven 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.

Interwoven Save As E|

Drocument [nfarmation
MHumber: 1]
Yerzion: 1]

Description: Mew Docurment

O ptions

i Logged in Servers
|wnrksit382 ﬂ SErVers.,,,
~
Save bz Tvpe
e | ] Microsaft Ward Document [ doc) j

| Ik | Cancel | Help |

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

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.

4. 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 To replace the original document of the comparison with the Redline
document. 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.

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  (Interwoven 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. (Interwoven 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.

72 Workshare
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7. Click OK. In Interwoven 8, the following dialog is displayed:

New Profile X
Fleaze chooze the location and document properties DthTe;E:pertles
Description 1] |'W'EIF|D J
|WS_Binar_l,lD:umparisu:un_ﬂﬂEﬂ {interB2y - wem-B426v2<inter Custom?
Lacatian | J
‘ Cuztarn2d
ALthor |E 10 J
©[Q2ADMINZ <gandming> = | st |
Class Cuztarm4
0| = =
Custom1 Operator
| 2 | |
Customz . -
| J Security “todify...
‘Eumments J Shared az: Public -
% Worksit 1 o | b |
:!:J ‘ J:“' J"g j B Canicel Help

8. Complete the fields as required and click OK. The Redline document is saved to the specified location.

22

7?Workshare



COMPARING DOCUMENTS FROM WITHIN MICROSOFT WORD

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 Email Comparison page is displayed as follows:

Workshare

E Compare

Home | Back | Help

1. Select File Type

Select the file type of the comparison:
™ ‘Word Document
" PDF

2. Comparison Document File Name

File Mame; |

Create Email

Select the format in which you want to send the comparison from the following:
o Word Document: The comparison will be sent as a Microsoft Word file.
o PDF: The comparison will be sent as a PDF file.

Note: If you do not have the Workshare Compare PDF Publisher printer installed, Workshare Compare
cannot convert the document to PDF. The document will be sent in Microsoft Word Document format.
Refer to your system administrator.

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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4. Click Create Email. An email message window is displayed with the comparison in the specified format
as an attachment. (If the PDF file type was selected, a progress dialog indicates the progress of the
conversion to PDF.)

I/Dg =@ 9 ™ & % |5 Workshare Comparison: Comparison of Document sent on 18-06-2009 150.. M - = X

Message Insert Options Format Text Add-Ins l@
e " - 1
& P || [ [ | ] 1) @) 0 - E - || ABCG
11 AN | [i=ii=e| [ @
S (&l =] (22 e y | &
Paste |B I u ||ai3/ A ||§ = E Address Check Follow Spelling
7 — Book Mames (P> Up~ -
Clipboard ™= Basic Text Mames Include ™ Options ™ || Proofing

This message has not been sent.
(o] | |
] | |

Subject: |Workshare Comparison: Comparison of Document sent on 18-06-2009 15.0912 with Doc With Hidden Data |

Aftached: ': Comparison of Document sent on 18-06-2009 15.09.12 with Doc With Hidden Data.pdf (49 KB

This comparison document has been sent to vou using Workshare Compare.

Helen Sagal
Technical Author
helen.sagal@workshare. com

5. Enter the recipient(s) name and any other text you want to include and click Send. The file is sent to the
specified recipients.
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Chapter 4. Comparing Documents Using
Workshare Compare

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

e Overview, below, introduces the Workshare Compare application.

o Performing Comparisons, page 26, describes how to compare a document against single or multiple
documents using Workshare Compare.

o Workshare Compare Main Window, page 9, describes the Workshare Compare environment and
provides an overview of the functionality available.

o Working with Redline Documents, page 45, describes the tools available to you when working with
the compared (Redline) document after a comparison.

o Configuring User Preferences, page 57, describes how to configure user preferences, which define
certain aspects of the way Workshare Compare works.

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

Overview

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 original document and the comparison document. You can compare an original
document against several different modified documents and see the Redline document for each comparison in a
different tab.

You can compare both Microsoft Word (DOC) files and PDF files.

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.

There are several types of comparison available, as follows:
o Standard: Workshare Compare performs a regular comparison.

o Fast: Workshare Compare performs a binary comparison. A binary comparison is faster than a standard
comparison because it is comparison at the binary level. This option is only available when comparing a
.DOC file against another .DOC file. So you cannot do a Fast comparison when comparing DOC against
PDF or DOCX against DOC.

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

7PWorkshare ®
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o Image Based PDF: Workshare Compare passes the PDF to an ABBYY Recognition Server for
automated OCR processing and receives back an RTF with which to perform a comparison. This option
is only available when comparing a PDF and when you have an ABBYY Recognition Server configured.
(Refer to Appendix B: Configuring Workshare Compare of the Workshare Compare Installation Guide for
further information.)

PDF Comparison

Workshare Compare can compare both regular text-based PDF files and PDFs that originate from scanned
documents. Workshare Compare compares regular PDFs by converting them to RTF before performing a
comparison.

PDFs that originate from scanned documents may include:

o PDFs 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 PDFs.

e PDFs that have been created directly from the scanning: Where OCR has not been used and PDFs
contain pure images of text. Workshare Compare can integrate with an ABBYY Recognition Server to
apply OCR to the PDFs before performing comparisons. Such PDFs can only be compared when you
have an ABBYY Recognition Server configured.

Note: If you compare scanned PDF files without applying OCR, it may result in a blank Redline document. You
are advised to only compare scanned PDF files after OCR has been applied.

Performing Comparisons

You can launch Workshare Compare both from within Microsoft Word and from your desktop. You can also use
Workshare Compare to compare an email attachment with another document on your local file system,
SharePoint or DMS.

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. You can compare a Microsoft Word (DOC) file against another DOC file or
against a PDF file.

Note: You cannot compare secure PDFs, meaning PDF files with security settings configured.
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Launching Workshare Compare from Microsoft Word

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

1. From the Workshare menu, select Compare Versions (MS Office 2003/XP) or click Compare in the
Workshare tab, Compare group (MS Office 2007) or click Compare in the Home page of the Workshare
Panel. The Compare page is displayed as follows:

Workshare v X

Compare

Home | Back | Help
Compare

1. Information

This document is: Doc With Hidden Data

2. Select Document

Choose a comparison document from the
dropdown list:

|5r=|ecl:a\.rersion: -

Or

Browse to select a document to compare
against.

2. Select the document against which you want to compare the current document in one of the following
ways:

o 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 (DOC or PDF file) from your DMS, SharePoint or locally.
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The Compare page is displayed as follows:

Workshare * =

Compare

Home | Back | Help

Compare

1. Information

This document i1s: Doc With Hidden Data

2. Select Document

Selected Document:
Intro WS Prof 1
Remowve

3. Comparison Option

Please =elect how vou would like yvour
comparison displayed:

| workshare default =

¥ Openin Compare

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

If required, 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-witha
strikethreugh. For further information about rendering sets, refer to Chapter 5: Configuring Rendering
Sets.

. Select the Open in Compare checkbox. Deselecting this checkbox will compare your document from
within Microsoft Word. Refer to Chapter 6: Comparing Documents From Within Microsoft Word for
more information.

. 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

For a full description of the Workshare Compare interface, refer to Workshare Compare Main Window, page 9.
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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.

To compare documents:
1. Click the Workshare Compare shortcut on your desktop or from the Start menu, select Programs >

Workshare > Workshare Compare. The Document Selection dialog is displayed:

Tip! You can also right-click a document you want to compare in Windows Explorer or in your DMS
and select Compare with Workshare.

Welcome to Workshare Compare

Please select the documents that wou would like to compare:

Qriginal Document:

| =l
4l

Modified Docurment: NE

| =1 e

Rendering Set:
|Standard ﬂ =

WD rkShErE Comparison Cpkion:

C O rn p a r e |Standard ﬂ
; | Zancel | Help |

2. Select the original document (DOC or PDF file) 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 and click Open. The
selected document is displayed in the Original Document field.

4. Select the document you want to compare with the original document (DOC or PDF file) by clicking 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 and click Open. The
selected document is displayed in the Modified Document field.
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Tip! If you want to compare a recently used file, click the dropdown j in the Original Document and
Modified 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 ﬂ This button is only available if you are
comparing two documents rather than comparing multiple documents against an original document.

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

Modified Document;

|fi|e:,l',l'C:,l'Pr|:ugram FilesWorkshare/Modules/Delkatiew m j j
| =1 El
=]

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

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

Repeat steps 6-8 to add further documents as required.

. 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 Chapter 5: Configuring Rendering
Sets).

Rendering Set:

| Standard ﬂ

Standard no color

Standard no moves

Standard with caret for deletes

Standard with change numbers

Standard with font changes b’

Note: Clicking = to the right of the Rendering Set field displays the Rendering Set Manager where
you can create, modify and delete rendering sets. For a full description refer to Chapter 5: Configuring
Rendering Sets.
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11. From the Comparison Option dropdown list, select the type of comparison you want to perform from
the following:

o Standard: Workshare Compare performs a regular comparison.

= Fast: (Only available when comparing a .DOC file against another .DOC file.) Workshare Compare
performs a binary comparison. A binary comparison is faster than a standard comparison because it
is comparison at the binary level.

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

o Image Based PDF: (Only available when comparing a PDF and when you have an ABBYY
Recognition Server configured.) Workshare Compare passes the PDF to an ABBYY Recognition
Server for automated OCR processing and receives back an RTF with which to perform a
comparison.

12. Click OK. The comparison process is launched and a Progress dialog is displayed.

Please wait. .,

P cancel |

Compating Documents. ..

The Progress dialog indicates the progress of the comparison.

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, page 9.

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:
o If enabled, auto retry mode is invoked. See Auto Retry Mode, below.

o 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, page 33.

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 page of the Rendering Set Manager. Refer to
Chapter 5: Configuring Rendering Sets.
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Once the comparison is successful, the following message is displayed:

Workshare Compare

were disabled.

“Workshare Compare was unable ta perfarm the full comparizon
uzing the current settings. “Workshare Compare therefore
performed the comparizon using reduced settings.

Fleaze refer to the Redline Options Summary [dizplayed at the
beginning or end of the comparizon) for details of which zettings

o]

Help

COMPARING DOCUMENTS USING WORKSHARE COMPARE

Note: The comparison may take longer that usual because Workshare Compare is attempting to compare

using different settings.

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 page of the Rendering Set Manager.

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

comparison.
Redline Options Summary
Option:
Redline Statistics at End of Document
Include Redline Comparison Summary
Show Line Numbering
Show Change Numbers
Show Change Bars on Left
Show Hidden Text
Detect List Numbering Changes
Compare Headers/Footers
Compare Footnotes
Display Compare Footers
Ignore Embedded Objects/Images
Compare at Character Level
Compare Numbers at Character Level
Show Moved Deletions

Show Changes to Spaces

Status:
ON
OFF
OFF
OFF
ON
OFF
ON

ON
SET OFF
OFF
OFF
OFF
OFF
OFF
OFF
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Show Paragraph Changes
Ignore Case Changes
Ignore Texthoxes

Ignore Field Codes

Ignore Tables

COMPARING DOCUMENTS USING WORKSHARE COMPARE

OFF
OFF
SET ON
OFF
OFF

Note: Even if you have not selected the Include Reline Options Summary parameter in the Redline Options
page of the Rendering Set Manager, when Workshare Compare performs an auto retry, the Redline Options

Summary is always displayed after the comparison.

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.

Note: Workshare is continually developing and improving its software. To this end, if you are comparing
documents and auto retry mode is invoked, Workshare is interested to analyze the documents concerned.
Please forward the documents to Workshare Technical Support.

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 Document

Selection dialog and then click OK to run the compare.
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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 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 in MS Office 2003/XP:

Click the Compare Attachment with Workshare button that appears at the bottom of the email and select the
attachment you want to compare.

B Workshare Documentation, - Message (HTML) |:||E|E|

! Fle Edit ‘Wiew Insert Format  Tools  Actions  Help

§aReply | (SlReplhto Al | (S Forward | o | d | [y X | e - - A @)!

From: Helen Sagal Sent:  Thu 03/04/2008 13:51

Tao Helen Sagal
Lo
Subject:  Workshare Documentation

Abtachments: 'EIJWS Professional 5 Release Notes,doc (172 KB)

Helen Sagal
Technical Author, Document Control
helen.sagal@wiorkshare.com

Workshare - The Leaders in Secure Content Compliance
Winner of Microsoft's 2007 ISV/ Software Solutions Partner of the Year Award
www.workshare.corm

Compare Attachment with Woarkshare = H

The Document Selection dialog is displayed. Select the files to compare as described in Launching Workshare
Compare from your Desktop, page 29.
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To compare an attachment in MS Office 2007:

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

I.!’E,; [ AL - S Waorkshare Documentation - Message (HTMIL) - = X
e p
- Message Developer Workshare L7]

Compare Attachment with Workshare =

Compare
From: * Helen Sagal Sent: Thu 03/12/2009 13:43
To: * Helen Sagal
Co
Subject: Workshare Documentation

] Message | IEIJWS Compare Release Motes.doc (160 KB)

|
Helen Sagal
Techmical Author =
helen. sagal@workshare. com

-

The Document Selection dialog is displayed. Select the files to compare as described in Launching Workshare
Compare from your Desktop, page 29.
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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 as well as a summary of the changes between the two source documents.

Quick Access Toolbar

LOgO Menu Edmeg WU - Workshare Compare - [Sample Original Document-Sample Modified Document]

‘ ::j ﬁ @ :‘ | ’J% ’_:% CompamMode:
i = | - N S | Edit Opti
Home Ribbon Mew Open Frint || Copy Select Granalia i
Al MNext
Redline Tabs Sample Original Document-Workshare Co...
Sample Modiied Documert.doc
a ~
Source [Date] | [Date]
Documents o Dear Sirs, Dear SifMadam,
Window | PROPOSED QUALITY BONDS PLC ISSUE BY QUALITY BONDS | PROFOSED DUALITY BONDS PLC ISSUE BY QUALITY BONDS
PLC ISSUER PLC (“the Issuer”) (“the Issuer”)
¢ :
The Lead Manager and the other Managers (as defined in paragraph 2 below) !
. [Date]
Redline |
Dear EEEETANERER
Document
PROPOSED QUALITY BONDS PLC ISSUE BY QUALITY BONDS PLC ISSUER PLC
(“the Issuer”) 2
Text ChangeNo, | Page Line A
Iy Dearsis, >0 am, L->2 3
@ arrangement lstter as "the managers'. By-siaring-and-aceopting the-berms-oh-this-sHarasenlstket-the-tont araaer-eonias et ik e - 3 1 3
M ¢ By sioning and sccenting the terms of this arvanqement letter, the lead mananer confirms that It wil ensure that  receives orima Facls suthority from each mansa.., 4 "t
@ 5 TheteodHommaer corfirms thatyin senechiom weh the preposed issue of the Securiics, fe-avare of guidance relating o e Shgenee ssued by thedrtcr 5 2 1
Ch_angesummary : by Our comfort letter will be provided -> 6. Our comfort letter will be provided ; ; ; 3 2 15
Window 4 Forthe svidance of docbt, nothing - 7. For the avoidance of doubt, nothing 7 2 om @
< | '@
B uview [ search]
Page 1 Line 13, Colurn & 100%

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. The
different areas of the Workshare Compare work area are described in the following sections.

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.
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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 Save, Print, Email, Email as Track Changes, Swap, Edit Redline and Act on Changes
buttons are available. By clicking the arrow to the right of the Quick Access Toolbar, you can customize the

Quick Access Toolbar as follows:

W

<

L

<

<

Customize Quick Access Toolbar

Save

Print

Email

Email as Track Changes
Swap

Edit Redline

Act on Changes

Mare Commands...

Show Below the Ribbon
Minimize the Ribbon

Select/deselect the Save, Print, Email, Email as Track
Changes, Swap, Edit Redline or Act on Changes options
to display/hide these options in the Quick Access Toolbar.

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

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

Select Minimize the Ribbon to hide the details of the
Ribbon until 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

Print

Send

Email

Email as Track Changes

Description

Opens the Document Selection dialog enabling you to perform a new
document comparison. Refer to page 29.

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

Enables you to save the current document comparison. Refer to Saving
Redline Documents, page 52.

Enables you to print the Redline document. Refer to Printing Redline
Documents, page 51.

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, page 50.

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, page 50.
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Option Description
Preferences Includes the following sub-options:
User Preferences Opens the User Preferences dialog where you can specify parameters

affecting how Workshare Compare works, for example, whether source
and Redline documents are synchronized when navigating. Refer to
Configuring User Preferences, page 57.

Edit Rendering Set Opens the Rendering Set 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 Chapter 5: Configuring Rendering

Sets.
Keyboard Shortcuts Displays a list of keyboard shortcuts available in Workshare Compare.
Workshare Compare Opens the Workshare Compare Configuration Manager where, if you
Configuration have permission, you can configure Workshare Compare, for example,

the way it interacts with your DMS and email client. Refer to the
Workshare Compare Installation Guide.

Properties 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.
About Workshare Compare Displays version information about Workshare Compare.
Close 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.

Redline Tabs

When the original document has been compared against multiple modified documents, each resulting Redline
document is displayed in a different tab.

Criginal Document-Modified Document [ Criginal Document-Finalised Document [

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 red-and-struek-threugh 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, page 45.
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Redline Summary
At the 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 06 July 2009 11:06:16
Input:

filefC:/Program Filesi orkshare/Modules/Sample
Original Document doc

Description Sample Original Document

file/fC/Program Filesit orkshare/Modules/Sample
Modified Document . doc

Description Sample Modified Document

Fendering set standard

Document 11D

Document 2 1D

Legend:
[neertion

Dreletion
Llemed fram
Lioved to

Style change

Format change

Inserted cell
Deleted cell
tlowved cell
Splithderged cell
Padding cell

Statistics:

Count

Insertions 48
Dieletions 47
Mowed from 9
Mowed to 9
Style change 0
Format changed 0
Total changes 112

In order for the Redline document to include this summary, ensure that Include Redline Summary is selected in
the Redline Options page of the Rendering Set Manager. Refer to Chapter 5: Configuring Rendering Sets.

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.
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Option Description

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, page 47.

Act on Changes Enables you to implement changes shown in the Redline document using track
changes functionality. Refer to Acting on Changes, page 48.

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.
Link to Change 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 Chapter 5: Configuring Rendering Sets.

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

Home Tab

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

o Home Review View
i~ =k o G | Cmmemese |
' B » ¢ | Edit Options

MNew ©Open  Print Copy Select Find Find
All Mext

il
-

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 page 29.

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

Print Enables you to print the Redline document. Refer to Printing Redline
Documents, page 51.
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Group Option Description

Clipboard Copy Copies selected text to the clipboard.

Selection 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.

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 original or modified document.

Comparisons = Compare 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 Image Based
PDF. For more information about the types of comparison, refer to
page 25.

Edit Options Opens the Comparison Options page of the Rendering Set Manager
(see page 63) which includes parameters that enable you to
customize how the compare is performed. Refer to Changing how
the Comparison is Performed, page 48.

Review Tab

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

J %ﬁw M @ g I 4 First

= | Last
Send Edit Act an Frevious MNext .
- Redline =~ Changes = == Specific
The options are described in the following table.
Group Option Description
Send Send Email: Enables you to send the current documents (the original,

the modified and the Redline) as email attachments.

Email as Track Changes: 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, page 50.
Review 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, page 47.

Act on Changes Enables you to implement changes shown in the Redline document
using track changes functionality. Refer to Acting on Changes,
page 48.
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Group Option Description

Navigation Previous Navigates to the previous change and highlights the entire change
in the Redline document. Refer to Navigating Between Changes,
page 45.

Next Navigates to the next change and highlights the entire change in
the Redline document. Refer to Navigating Between Changes, page
45,

First Navigates to the first change and highlights the entire change in
the Redline document. Refer to Navigating Between Changes, page
45,

Last Navigates to the last change and highlights the entire change in
the Redline document. Refer to Navigating Between Changes, page
45,

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, page 45.

View Tab

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

View
= it = = = "_F"-é 1= \
j L= = = = B i || = [x]
Edit Rendering Swap Change Original Modified  Both  |Redline Zoom Classic View Close
Set summary Documents | Only - All
The options are described in the following table.
Group Option Description
Rendering Edit Rendering Set Opens the Rendering Set 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 Chapter 5:
Configuring Rendering Sets.

Document Swap Swaps the original and modified documents. Refer to Swapping
View the Source Documents, page 47.
Change Summary Displays/hides the Change Summary window. Refer to Change

Summary Window, page 43.

Original Displays only the original document in the Source Documents
window. Refer to Source Documents Window, page 44.

Modified Displays only the modified document in the Source Documents
window. Refer to Source Documents Window, page 44.
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Both Documents

Redline Only
Zoom Zoom
Interface Classic View

Windows Close All

Change Summary Window
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Description

Displays both the original and the modified document in the Source
Documents window. Refer to Source Documents Window,
page 44.

Displays only the Redline document.

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

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

Closes all open Redline documents.

From the View Ribbon, you can select to display the Change Summary window.

> Text

Change Mo, Page Line -~
1 1 6

Lk itk

= The Birectars
- Gafiby-BomdsPle TssuerPle
4 Dear Sis, - Dear SirfMadam
& 1. Thi g RTINS se-smeHimibat -
- confers the necessary authority, - confers the necessary authority, More values are required to add to the First contingency.
= 5. G Thobead Mansger-confirms thakinconmockiar wish the-propesedissue of the Soodritios, i eaf-guidancerehatifg
13 Our - B, Our
b Our-serrfert letter will be provided to the -3 Our letter will be provided ta the
» For the avoidance of doubt, nothing -3 7. For the avoidance of doubt, nothing

MR R MM e e e
=

21 )

5 B List view Search

Page 1 Line 1, Calumn 1 75% SCRL

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

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 also float over the other windows. Click and drag the title bar of the Change Summary

window to move it to a different location.

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

Text Details of the change.

Change No 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.
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The icons to the left of each change indicate the type of change as follows:

4r  Red/blue arrow heads

4%  Green double-headed arrow
4=  Red left-pointing arrow

=)  Blue right-pointing arrow
4  Red double-headed arrow

Deletion and insertion on same line.
Moved text.

Deleted text.

Inserted text.

Move/deletion — moved text, which includes a deletion.

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, page 46.

Source Documents Window

From the View Ribbon, you can select to display the Source Documents window.

* [riginal Document. doc

Modified Document.doc

DRAFT ARRANGEMEHNT LETTER FOR STAHD-AL OHE BOHDS
The Directors
Wl | Quality Bonds Plc lzsuer Pl
; 1| The Lead Manager and the other Managers (as defined in paragraph 2 below)
| (Dste]

DRAFT ARRANGEMENT LETTER FOR STAND-ALOHE BOHDS

The Directors
Gualty Bonds Pz lzsuer Pl

The Lesd Managet and the other Managers (as defined in paradraph 2 belowe)
[Date]

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.

You can display one or both of the source documents in the Source Documents window using the options in the
View Ribbon.

Tip! The Source Documents window is by default positioned across the top of the Workshare Compare
environment. It can also float over the other windows. Click and drag the title bar of the Source Documents
window to move it to a different location.

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.

Option Description

Copy Copies selected text to the clipboard.

Select All Selects all the content of the original or modified document.

Find Opens the Find dialog enabling you to search for specified text or keywords in the
original or modified 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 original or modified
document.

7?2 Workshare =
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Option Description

Act on Changes Enables you to implement changes shown in the Redline document using track
changes functionality. Refer to Acting on Changes, page 48.

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

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 Dther Jurlsdlctmns

standards and practlce relevant to reporting accuuntants may be different and may
not provide for reporting in the manner contemplated herein. Accordingly our repoart
should nat be relied an as if it had heen provided in accordance with the standards
and practn:e Df ary pmfessmnal budy in any Dther JUI’ISdICtID

n.
=

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.

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.
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To navigate to a specific change number:

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

Enter the change number to go to within
the curent document,

Change Humber: |

| GoTo | Close Helgp

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

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

Tip! To maximize this feature, apply a rendering set with the Show Change Numbering checkbox selected in
the Change Numbering Format page. Refer to Chapter 5: Configuring Rendering Sets. This shows all the

S 1 2
change numbers against each change in the Redline document Dear i adam, ,
Searching for Changes
You can search for changes in the Redline document that include a specified keyword or text.
To search for a change:

1. In the Change Summary window, select the Search tab.

Change Summary

Type in the word(s) to search for.

Change Mo, Page Line

B List Yiew Sk

7?Workshare
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2. In the upper text box, enter the search criteria — the word or words for which you want to search, and
press Enter on your keyboard. A list of changes that include the specified word or words is displayed in
the lower text area.

Type in the word(z] ta search for:

arangernent

Text Change Mo, Fage Line
4= -specifiefratersare-di chwhichrthe-Marmaers-wistrbe-be-able-bereb-wperdrraccardancewirbhisan— 28 5 19
- 5 If specific matters are discussed which the Managers wish to be able to relv upon in accordance with this arr... 34 5 33
L2 In the event of any inconsistency between this arrangement letter and such terms and conditions, the terms sha... 52 -» 53 B 43
4 addressees of this arrangement letter.& - > addressees of this arrangement letter. 7 55 -» BE 7 5
P1S Frbhe-evert of-ary-iRcoRsisioney-bebwonr this arargement lotier and-such-borms ard-conditio &0 77
4 Paragraph 2 of the arrangement letter+e - = Paragraph 2 of the arrangement letterd 07 8 7
'y bis-hetberis-addressea-bo-boad Marager Cthe toad Managers-srd-be-cack o the-sther rramagers-wheseRames— 50 1023
L2 This letter is addressed ko Lead Manager ("the Lead Manager”) and to each of the other managers whose names... 81 m 4
4 lstter is shown s-ms-nRase-Fardrierar-sarerrdudinsar-hiaragemyisRarraralidsothaised-the-tead— 84 -+ 85 1m0 47
B List view S

Note: Workshare Compare only searches the changes for the specified text. It does not search the text
of the original or modified documents. To search the entire text of the original, modified or Redline
documents, use the Find and Find Next options in the Home Ribbon.

3. Repeat step 2 to run another search if required.

Swapping 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 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.

2. Edit the Redline document as required.
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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 How the Comparison is Performed

You can re-run a comparison using a different comparison mode (or type) if required. The different types of
comparison are described on page 25. You can also customize how the compare is performed by editing the
Comparison Options parameters of the rendering set and then re-running the comparison.

To re-run a comparison using a different mode:

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

o Standard: Workshare Compare performs a regular comparison.

o Fast: (Only available when comparing a .DOC file against another .DOC file.) Workshare Compare
performs a binary comparison. A binary comparison is faster than a standard comparison because it
is comparison at the binary level.

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

= Image Based PDF: (Only available when comparing a PDF and when you have an ABBYY
Recognition Server configured.) Workshare Compare passes the PDF to an ABBYY Recognition
Server for automated OCR processing and receives back an RTF with which to perform a
comparison.

To re-run a comparison with different options:

1. Click Edit Options in the Home Ribbon. The Rendering Set Manager is opened with the Comparison
Options page displayed.

Workshare Compare

d B A Bl Auto Rety

\'.ll—!‘ Allow Auba Retry
Rendering Set El Companizon Ophions
I anagement Detect List Mumbering

Compare Headers/Footers
Compare Foothotes

O Compare at Char Lewvel [words]
(| Compare at Char Level [numbers]
O lgnore Embedded Objectz/Images
O lgnore Caze Changes

O lgnore Textboxes

O lgniore Field Codes

Eeﬁmz [ 1grare Tables

i O compare comments
f':ul O Detect changes to Images
\?:E .

[0]4 ‘ Cancel | Help
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2. Edit the Comparison Options parameters as required. For example, select to ignore field codes and
tables. The Comparison Options parameters are described in full on page 63.

3. Click OK. The following dialog is displayed:

Type in the name of the new rendenng set, and YWorkzhare Compare waill
FaNE DAL current configuration.

(] 4 | Cancel Help

4. 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 |.

5. Click OK. Workshare Compare re-runs the comparison using the rendering set with the revised
comparison options.

Acting on 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: In order for the Act on Changes functionality to be enabled, the Use Right Click Act on Changes
parameter (Administration category) must be selected in the Workshare Compare Configuration Manager.
Refer to the Workshare Compare Installation Guide.

To act on changes:

1. Click Act on Changes in the Review Ribbon or right-click in the Redline document and select Act on
Changes. The Redline document is opened in Microsoft Word as a DOC/DOCX file with the default
name TrackChangeRedline.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, TrackChangeRedline.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.
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Sending Comparisons 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 an RTF file
which shows the changes as track changes when opened in Microsoft Word. This is useful if the recipient does
not have Workshare Compare.

To send Redline documents by email:

1. Click Send and then Email in the Review Ribbon or Email in the Quick Access Toolbar or select Send
then Email from the Logo menu. The Send Documents dialog is displayed.

Send Documents

Workshare Compare

Select the documents to attach to a new mezzage

Create a new meszage attaching

* Individual documents included i thiz companson:

™ Workshare Compare's intemal file format [DeltaFils)

Document Type Document Mame Document Farmat
Dlﬂ_ﬂ Original D ocument Sample Original Document.doc Word Document [*.doc)
DZ Modified Document  Intno WS Prof 1.pdf Adobe Acrobat File [# pdf)

L‘E Redline Document DY Comparizon_Sample Original D...  Adobe Acrobat File [ pdf]

[a]4 | Cancel Help

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.

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 to change the default
format, for example, to RTF. Use this option if the recipient does not have Workshare Compare.

o 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 fields to change the name of the original document, the modified
document or the Redline document.
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3. Click OK. An email message window is displayed with the selected files as attachments.

- - HY M e s Workshare Compare Document Distribution - Message (HTM... - = X
Message Insert Options Format Text Add-Ins l@
7 T (= T i = - | ABC
. EHEEIR) BB & ' v
5 ek v |
Paste B I Ul A === i=||| Address Check Follow Spelling
g | gl I | Book MNames & Up~ 1 -
Clipboard ™ Basic Text Mames Include ™ Options ™ || Proofing

This message has not been sent.
(e | |
Cee ]| |

Subject: |Workshare Compare Document Distribution

@SEI’I‘IQIE Original Document.doc 79 KB}; Elntro W5 Prof 1.pdf (51 KB};

t DVComparison Sample Original Document-Intro WS Prof 1.pdf (255 KB}

Aftached:

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

[T 57

Sample Original Document.doc (Microsoft Office Word 97 - 2003 Document)
Intro WS Prof 1 pdf (Adobe Acrobat 7.0 Document)
DVComparison_Sample Original Document-Intro WS Prof 1 pdf (PDF)

4. Enter the recipient(s) name and any other text you want to include and click Send.
To send Redline documents with changes as track changes:

1. Click Send and then Email as Track Changes in the Review Ribbon or select Send then Email as
Track Changes from the Logo menu. The Redline document is saved as an RTF document (Redline.rtf)
with the changes indicated by track changes and an email message window is displayed with the RTF
file as an attachment.

I'/D" H9 a5 Workshare Compare Document Distribution - Message (HTM... - B X
Message Insert COptions Format Text Add-Ins l'@

= fo S| == T @) = =2

r} - (A A== ggﬂ e f %

Mewar EE : | ? _

Paste |B I u ||ab/ A ||§ = _§| Address Check Faollow Spelling

- 7 — Book MNames - Up~ b
Clipboard ™= Basic Text Names Include M Options T || Proofing

This message has not been sent.

o) |

Lee S|

|
|
Subject: |Workshare Compare Document Distribution |
|

Attached: | B pediine.rtf (215 kB

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

Redline rif E |
Helen Sagal

Technical Author

helen.sagal@workshare.com -

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

When the recipient opens the RTF in Microsoft Word, the changes are displayed as track changes.
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Printing Redline Documents

You can print the Redline document at any time.

To print the Redline document:

1. Click Print in the Home Ribbon or in the Quick Access Toolbar or select Print from the Logo menu. The
Print dialog is displayed.

Printer

Harne: 4l -appz-014nT -dew-ptr-01 Froperties |

Status: Ready

Type: HP Lazerlet 4350 PCL 5e

Where:  Dew frea

Comment; HP Lazerjet 4350 ™ Brit ta file

Print range Copies

Al Mumnber of copies: 3‘

" Pages from: |1 b |17 ’_@ r@
" Selection

[ Frint Redline in black and white

B ] | C |
[ Orily print pages with changes anee

2. Select from the standard print options in the usual way.

3. If 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.

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

5. Click OK.

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, HTML, TXT
or PDF file.

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

QWnﬂ(share 2



COMPARING DOCUMENTS USING WORKSHARE COMPARE

To save the Redline document:

1. Click Save in the Quick Access Toolbar or select Save from the Logo menu. The Save Document dialog

is displayed.

Save

Select the option for zaving the selected document

@ What do you want to do with the document?

Saves the companson az a new document of wergion in
the current docurment system. ..

824 | Cancel Help

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

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

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

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

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.

3. Click OK. The DOCS Open Save As dialog is displayed.
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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.

DOCS Open Save As |

Werzion:

— Document Information

MHurmber: ]

Descrption: Mew Document

— O ptionsg

{5 Attachment

% Replace Original
5 Mew Yersion

% Mew Subversion

Comment

Save bz Twpe
| El wiorkshars DeltaFile { * el =]

824 | Cancel | Help |

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

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.

following:

New Document

Replace Original

New Version

Related Document

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

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 Document dialog, this is the only option enabled.

To replace the original document of the comparison with the Redline document.
This option is only enabled if the Redline document has been saved before and
you selected Save a New Document in the Save Document dialog.

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 Document dialog.

(Interwoven 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 Document
dialog.
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New Sub Version  (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 Document 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 Document dialog.

. (Interwoven 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.

Workshare DeltaFile (*.wdf)

Word Document (*.doc)
Text Only (*.txt)

Rich Text Format (*.rtf)

HTML Document (*.htm)

Adobe Acrobat File (*.pdf)

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

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

Saves the Redline document as a Microsoft Word file. The source
documents are not saved.

Saves the Redline document as a text file. The source documents are
not saved.

Saves the Redline document as an RTF file. The source documents
are not saved.

Saves the Redline document as a HTML document. The source
documents are not saved.

Saves the Redline document as a PDF file. The source documents are
not saved.

. Click OK. The standard DOCS Open save dialog is displayed.

. Complete the fields as required and click OK.

Note: Not all formats are always available. The administrator may have disabled some formats.

Tip! You cannot save different versions of a DOCS Open document in different formats. For example, if
you have chosen to save a comparison as a Workshare Compare DeltaFile then all subsequent
versions of that comparison must be saved in Workshare Compare DeltaFile format.

Note: If the administrator has restricted the save format, and the base document is of a different type
to the administrator-defined format, the DOCS base document type will take precedence. For example,
if the administrator has restricted the save format to RTF. If you try and save a Redline document as a
version of the original or modified document, the version created is saved in Microsoft Word format
rather than the administrator-defined RTF format.

Tip! For newly profiled documents, the file format chosen determines the application ID that will be
used on the DOCS profile. For Workshare DeltaFile format, Workshare is used and for Microsoft Word
and Rich Text Format, MS Word is used.
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Note: If the comparison has been saved as an attachment (both rich text format and Workshare
DeltaFile files) you can only retrieve it by right-clicking the original or modified document and selecting
Compatible Apps.....

Opening Saved Workshare Compare 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 or SharePoint accesses the DMS or SharePoint. To
open from a local or network drive, hold the Shift key down when clicking Open.

Open from LocalStore E]

Loak ir: ; ) My Documents AIJ = =F B
; E. E WS _BinaryComparison_Financial Information-Financial Information Cck 2005, wdf
My Becent
Documents

5 | ¥

Py Metwiark, File name: iWS_Binar_l,lEu:umparisu:un_FinanciaI Infurmatiun-Fiﬁ I.......D..I:fﬂ.....j
Places
Files of type: iWnrkshare DeltaFie _I_j __Eit'fil__i

e

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.

Workshare
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Configuring User Preferences

User preferences define the behavior of Workshare Compare in certain circumstances. For example, you can
specify the view of the source documents and the Redline document.

To configure user preferences:
1. From the Logo menu, select Preferences and then User Preferences. The User Preferences dialog is

displayed:

Uszer Preferences

Select the options to specify how Workshare Compare should wark,

Source Documents:

o i

v Display Document labels

¥ Senchronize Documents on M avigation

v Synchronize Redine Documents on Mavigation

Redline Yiew:
v Page Layout View

e | ' - I+ Highlight Changes on havigation

Sl iews [ Zoom 22 1 1005 -

[n]4 | Cancel | | Help

2. Select and deselect options as required. The options available are as follows:

Parameter Description
Source Documents

Page Layout View If selected, the original and modified documents are displayed in Page
Layout view in the Source Documents window.

Display Document labels  If selected, the names of the original and modified documents are
displayed above them in the Source Documents window.

Synchronize Documents  [f selected, the views of the original, modified and Redline documents

on Navigation scroll to the same point when you click a paragraph in any of the
documents.

Synchronize Redline If selected, when an original document has been compared against

Documents on multiple modified documents, then the views of each Redline

Navigation document (in their individual tabs) scroll to the same approximate

point when you click a paragraph in any of the Redline documents.

This parameter is only enabled when the Synchronize Documents on
Navigation parameter is selected.
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Parameter
Redline View
Page Layout View

Highlight Changes on
navigation

All Views (Zoom %)

3. Click OK.

COMPARING DOCUMENTS USING WORKSHARE COMPARE

Description

If selected, the Redline document is displayed in Page Layout view.

If selected, the changes made to the original document are highlighted
in the Redline document when you navigate to them. For example, by
selecting a change in the Change Summary window..

Enables you to select the magnification of the source documents and
the Redline document as they appear in the Workshare Compare main
window. You can select from 25% to 200%.
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Chapter 5. Configuring Rendering Sets

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

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

o Applying Rendering Sets, page 60, describes how to apply a rendering set to a comparison.

o Customizing Rendering Sets, page 61, describes how to create your own rendering sets as well as
modify and delete existing rendering sets.

o Rendering Set Parameters, page 62, 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
e Moved or cut text in
e Pasted (copied) text in
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.

Where are Rendering Sets Stored?

Rendering sets are stored locally in C:\Program Files\Workshare\Modules\Rendering, until you move them to
a network drive when rolling Workshare Compare out to all users.
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Applying Rendering Sets

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

To apply a rendering set after the comparison has been run:

1. In the Workshare Compare main window, click Edit Rendering Set in the View Ribbon or from the Logo
menu select Preferences and then Edit Rendering Set. The Rendering Set Manager is displayed with
the Rendering Set Management page open.

Rendering 5et Management

Workshare Com pare Save, lnad and delete rendering sets.
44 % Rendering Set:
{Jl—l‘ Inserted Text
Fendering Set Dalated Tt Standard ﬂ
bd anagement
Ilemme Souee _ Save As...
. B Iilowe Destination
— oo Delete
Comparisan
Options
Redline
Options
Prompt to Save Changes  [v
& w

K | Cancel Help

2. From the Rendering Set dropdown list, select a rendering set to apply to the comparison.

3. Click OK. Workshare Compare re-performs the comparison applying the new rendering set styles to the
resulting Redline document.
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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.

To customize a rendering set:

1. In the Workshare Compare main window, click Edit Rendering Set in the View Ribbon or from the Logo
menu select Preferences and then Edit Rendering Set. The Rendering Set Manager is displayed with
the Rendering Set Management page open.

Rendering Set Management

WﬂrkSh AE Gﬂ m F are Save, lnad and delete rendering zets.
Y ° Bendering Set:
\'.lJI._J Inserted Text
Fendering Set Dislatad Taxt Standard =
h athagement
' B Ilove Destination
Comparizan
Optionz
Fediine
Ophians

Prompt ta Save Changes v

& v
(o)1 | Cancel Help

2. From the Rendering Set dropdown list, select the rendering set you want to modify or on which you
want to base a new rendering set.

3. Configure or modify the parameters for the rendering set as follows:
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, page 62.
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Click Save As in the Rendering Set Management page. The following dialog is displayed:

Type in the name of the new rendenng set, and YWorkzhare Compare waill
FaNE DAL current configuration.

(] 4 | Cancel Help

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 |.

Click OK.

Deleting Rendering Sets

In the Rendering Set Management page of the Rendering Set Manager, select the rendering set to delete from
the Rendering Set dropdown list and click Delete.

Rendering Set Parameters

The parameters for rendering sets are grouped into the following categories:

Comparison Options, page 63.
Redline Options, page 65.
Readability Options, page 67.
Inserted Text Format, page 69.
Deleted Text Format, page 70.
Moved Text Format, page 71.

Font Change Format, page 72.

Style Change Format, page 72.
Table Cell Format, page 74.

Change Numbering Format, page 75.

The categories appear in the left pane of the Rendering Set Manager. Selecting a category displays the
parameters for that category in the right pane of the Rendering Set Manager. The different categories and their
parameters are described in the following sections.
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The Comparison Options category includes parameters that enable you to customize how the compare is

performed.

Workshare Compare

ay A

Comparizon Options

Y'ou can ok e document feal

B Auto Retry

B

Rendering Set

Allow Auto Retry
El Comparizon Optionz
Detect List Mumnbering

b anagement

Compal

T

Options

Redline
Options

=

Compare Headers/Footers
Compare Foatnotes

O Compare at Char Lewvel [words)
O Compare at Char Level [numbers]
O Ignore Embedded Objectz/images
O |ghore Caze Changes

O |gnore T extboxes

O Ignore Field Codes

O Ignore Tables

O Compare comments

O Detect changes to Images

Cancel | Help

()4 |

The Comparison Options parameters are described in the following table:

Parameter

Allow Auto Retry

Detect List Numbering

Compare Headers/Footers

Compare Footnotes

Compare at Char Level
(words)

Compare at Char Level
(numbers)

Description

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.

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.
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Parameter

Ignore Embedded
Objects/Images

Ignore Case Changes

Ignore Text Boxes
Ignore Field Codes
Ignore Tables

Compare Comments

Detect changes to Images

CONFIGURING RENDERING SETS

Description
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, any field codes in the modified document are ignored.
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.

72 Workshare
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Redline Options

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.

Redline Optionz

Workshare Compare Sel e Redire

document.

4 b - B Redline Options -
' i Include Redine Statistics i
Fendering Set | = ) at the start of the document
Management |~ ) at the end of the document
O Include Redine Summary
@ﬁ T O Include Redine Optiong Summary =
! O Digplay ‘warkshare Footers
Comparizon O Black And white Changes in Header
Options Deletes i [ Black And ‘white Changes in Focter
- .| O show Moved Deletions

O show Changes to Spaces

O show Faragraph Changes
B Change Indicators

O show Line MHumbering

O show Change Murmbers [n kargin -

QK | Cancel | Help

The Redline Options parameters are described in the following table:

jedline

Options

Parameter Description
Redline 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 Summary If selected, a summary of all the changes is displayed at the end of the
Redline document. The changes are hyperlinked to take you directly to the
change in the Redline document.

Include Redline Options 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.

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

Black And White Changes in If selected, changes detected in the header are rendered in black and

Header white. The color scheme set up in the rendering set is maintained for

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

changes to all other parts of the document.

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

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

Show Paragraph Changes If selected, paragraph markers (1) of any extra paragraphs that have been
added to or deleted from the modified document are displayed.

Change Indicators

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

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

Margin Redline document. You can select to display the number either in the Left
or Right margin.

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

Show Hidden Text If selected, hidden text is displayed in the Redline document.
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Readability Options

The Readability category includes a parameter that 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.

R eadability Optionz

WﬂrkSh dare E{j m p are Set the optiohz for the readability of the Redline

document.

— ) - . -
== - Mirirmumn percentage of matched text in a
= paragraph;

Redline
Optionz —
[
Feadability —
||:|h| IS

Inzerted Text
Format

|

(£

I Cancel Help

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

DeltaView Redline-with-Table of Centents:{\ende ains-ancontents issue: An error
occurs in the number of bullet points when DeItaVlew does a redline on a document where the table of contents is automatically
generated Tables he-DeltaVie A appens-iN DeltaView-oriF the-fileformat
rs—wd#Werkaround—Save%heredlmeWord Workaround Save the table of contents in @S @ new-doeumentoremail-theredline-asa

2 orrectly—We-are-working-with-the-vender-for-a-resefutienDOC 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:

able of contents is automatically generated in Word Workaround Save the table of contents inasa DOC ﬁle and ogen itin Word before
printing.

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

67



CONFIGURING RENDERING SETS

In the Readability Options page, 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, as follows:

In the Readability Options page, drag the slider under the Minimum percentage of matched text in a
paragraph field to your required setting. As you drag the slider, the percentage is shown as a tool tip above the
slider.

[Mirirmum percentage of matched text in a
paragraph:

The meaning of the setting is as follows:

e 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.

e 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.

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.
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Inserted Text Format

The Inserted Text Format category includes parameters that enable you to customize how you would like
inserted text to appear in the Redline document.

Inzerted Text Format
Workshare Com pare Set the optionz for the formatting of i
EES&:E Text Backgiound || Automatic |j
% Text Format: \Double Underlinej

Readability  — Surrounding characters
Optionz : Characters:
Inzerted Text
Format
By ~
I Cancel Help

The Inserted Text Format parameters are described in the following table:

Parameter
Text Color
Text Background

Text Format

Surrounding Characters

Description
The color of inserted text.
The color of the background of inserted text.

The format of inserted text. Select from Underline, Double Underline, /talic or
Strikethrough.

A keyboard character to go before and after inserted text.

7VWorkshare
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Deleted Text Format

The Deleted Text Format category includes parameters that enable you to customize how you would like
deleted text to appear in the Redline document.

Workshare Com pare Set the optionhs for the formatting of d

Deleted Text Format

bowved Text

Farraat =

Readability Text Colar:
Ophions -
) Text Background: | Autormatic j
Ihzerted Text Text Eormat: Strikethrough -
Format | J
[ Replace Deletes with Single Character
o Replacement Character:
Deleted Text
Farrnat Surrounding characters
Characters:

[ Include Deletions Surnmmarny

a4 Cancel Help

The Deleted Text Format parameters are described in the following table:

Parameter
Text Color
Text Background

Text Format

Replace Deletes with
Single Character

Replacement Character

Surrounding Characters

Include Deletions
Summary

Description
The color of deleted text.
The color of the background of deleted text.

The format of deleted text. Select from Underline, Double Underline, ftalic or
Strikethrough.

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.

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.

A keyboard character to go before and after deleted text.

If selected, a summary of deletions is included with the Redline document.
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The Moved Text Format category includes parameters that enable you to customize how you would like moved
text to appear in the Redline document.

Workshare Com pare Set the optionz for the farmatting of m

Readability

Moved Text Format

W Show Movements in Bedine Docurnent

Optionz

Inserted Text Text Background: ” Automatic |j
Farmat :
i Text Format:  From: |Sm-l-¢ai-h-r-9u-g-h j
= B T Double Underline «
Deleted Text J J
Format '
Surrounding  From: characters |
[ Characters:
Ta characters |
ko _H:I _TE:-:t v
I Cancel | | Help |

The Moved Text Format parameters are described in the following table:

Parameter

Show Movements in
Redline Document

Text Color
Text Background

Text Format

Surrounding Characters

Description

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.

The color of moved text.
The color of the background of moved text.

The format of moved text. Select the format of the text in its original position
from the From dropdown list and in its new position from the Te dropdown
list. Select from Underline, Double Underling, /talic or Strikethrough.

A keyboard character to go before and after moved text. Specify the
characters to surround the text in its original position in the From fields and
in its new position in the To fields.
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Font Change Format

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

Font Change Format
Set the optionz for the farmatting of any font changes
Fedline

Workshare Compare

Style Change
Format

iR bREA Ak man

Table Cell
Format

@]

(£

I Cancel Help

The Font Change Format parameters are described in the following table:

Parameter Description

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

Text Background The color of the background of font changes.

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.
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Style Change Format

The Style Change Format category includes parameters that enable you to customize how you would like any
style changes to appear in the Redline document.

Style Change Format
Workshare Com pare Set the options for the formatting of ar
in the Redline doc
@ - | Show Paragraph Style Changes
Font Change
Format " |J
1@ Character Style Changes
:
Style Change
— ? [ — |
Table Cell
Format | J
G v
I Cancel | | Help |

The Style Change Format parameters are described in the following table:

Parameter Description

Show Paragraph Style If selected, paragraph style changes are shown in the Redline document.

Changes Paragraph style changes are indicated in words, for example, normal to
heading two.

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

Character Style Changes

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

Text Color The color of character style changes.

Text Background The color of the background of character style changes.

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

Underline, /talic or Strikethrough.

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

VWorkshare
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Table Cell Format

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

Workshare Compare
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Font Change
Format
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Style Change
Format
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et the: optio

Table Change Options

' the Redine d

Table Cell Format

Changes with surrounding chars

Inzerted Cell Color; ”

Deleted Cell Color: ”

Moved Cell Color: ”

Merged Cell Color: ”

Padding Cell Calar: ”

Cancel |

Help |

The Table Cell Format parameters are described in the following table:

Parameter

Table Change Options

Inserted Cell Color
Deleted Cell Color
Moved Cell Color

Merged Cell Color
Padding Cell Color

Description

The way changes in tables are indicated. You can select from the following:
Changes with surrounding chars, Changes without surrounding chars,

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.

7?Workshare
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What are 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 Cell-2 Cell 3
CellA PADDED CELL CellB
Cell 4 Cell5 Cell 6

Change Numbering Format

The Change Numbering Format category includes parameters that enable you to select whether change
numbers are shown in the Redline document and, if so, how they appear.

Change Mumbering Format

Workshare Com pare Set the options far the formatting of the change

numbering in the Redline document.

Farrmat

&

Style Change
Format

- [ Show Change Humbering

r

v Show Change Mumbering Tips

EECLCIIE

Table Cell
Format

Change

i
i
L
L

Humbering
Farrnat

4

I Cancel Help
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The Change Numbering Format parameters are described in the following table:

Parameter

Show Change
Numbering

Position Numbering
Before Change

Show Change
Numbering Tips

Number Color

Number Format

Description

If selected, the number of the change is displayed next to each change in the Redline

document.

If selected, the change number is displayed before the change. If not selected, the
change number is displayed after the change. It is recommended to position the
change number before the change as footnotes often appear after text. This reduces
confusion.

This parameter is only enabled when Show Change Numbering is selected.
If selected, tool tips are displayed when you position the cursor over change
numbers.

The color of change numbers.

This parameter is only enabled when Show Change Numbering is selected.
The format of change numbers. Select from a range of formats, including
Superscript or Bold.

This parameter is only enabled when Show Change Numbering is selected.
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OFFLINE MODE

Appendix A.  Offline Mode

When working with a DMS, it is possible to work on documents in offline mode. To do so, the documents are
checked out of the DMS into a local offline directory. The documents can then be worked on locally, for example,
on a laptop while traveling. Later, the documents are checked back into the DMS. When working with an
Interwoven DMS, documents can be checked out into Interwoven Portable. When working with DOCS Open,
documents can be checked out into SafetyGain. When working with DM5, documents can be checked out into
DM5 Attaché.

The full functionality of Workshare Compare is available offline in the following situations:
e When working offline in DM5 Attaché.
e When working offline in Interwoven Portable for Interwoven DeskSite 6.0, 6.5 and 6.6.

Note: You cannot access Workshare Compare functionality in DOCSOpen (SafetyGain) while offline.

Documents created offline will not have Workshare Compare functionality enabled. You must create the
document online and then check it out in order to enable Workshare Compare functionality. Also, documents
checked out before Workshare Compare is installed will not have Workshare Compare functionality enabled. You
must check the document back in and then check it out again after installing Workshare Compare in order to
enable Workshare Compare functionality.

Note: Interwoven: When saving a comparison document while offline, you cannot save the comparison into
Interwoven Portable. You can only save locally. Thus when you select Save, the local File Save As dialog is
displayed. You can save the comparison into the DMS when you are back online.
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