Plutext Walkthrough

This is a short guide to what it is like to use Plutext for collaboration. It is designed to allow you to
follow along on your computer if you wish.

It starts with the basics, and works up towards the more powerful features.

This guide is intended as an alternative to the videos on our website, for people who prefer instructions
in a single document.

INTRODUCTION
Plutext is an add-in for Microsoft Word, which enables you to work on a Word document with your
associates at the same time. Changes you make are reflected in other people’s copies, and vice versa.

With Plutext, you avoid having to either take turns to access the document, or reconcile changes in the
various copies of the document people have made.

If several people are trying to finish a document before a deadline, this can be a life saver.

As you will see later in this document, Plutext includes powerful features to help everyone understand
how the document has changed over time. You can drill down to see all the changes made to any
specific part of it.

GETTING STARTED
To use it, you need 2 things:

1. Our add-in installed in Word 2007
2. Access to a Plutext server

Installing the add-in
Preequisites

Word 2007.

(If you do not have Word 2007, you can use docx4all, which also works on Mac OSX. Please see
dev.plutext.org for further details.)

Steps

1. Visit http://dev.plutext.org/downloads/setup.exe

2. Runtheinstaller
3. Start Word; Go to the Review Ribbon; and verify that it contains the following items:

Page 1


http://dev.plutext.org/downloads/setup.exe
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Access to a Plutext server
Please see page 4.

WORKING ON A SHARED DOCUMENT

In this section, you’ll make some changes to a pre-existing shared document.

Documents can behave differently depending on how they were set up. There are two dimensions to
this:

1. Content control size

When you make a change to a plain vanilla Word document and save it, Word saves the entire
document. Even though, to you, the document is made up of paragraphs and perhaps chapters,
sections and sub-sections (or clauses), to Word, it is just one big blob.

Word 2007 has a feature called content controls. A content control is an identifiable piece of
content.
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The screenshot below shows a content control surrounding clause 4.5:

=gl @ o= A Q)T tmp4sD.tmp - Microsoft Word - = x
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4.5 —+ Nothing-in-this-Agreement:limits-or-excludes-either-party's-liability-for:q

4.5.1-+ death-or-personal-injury; |

1

4.5.2— any- fraud: or- for- any- sort- of: liability - that,- by law,: cannot: be-: limited- or
excluded; orf

4.,5.3—+ any-loss-or-damage-caused-by-a-deliberate-breach-of -this-Agreement.
1

4.6 —+ The-express-undertakings-and-warranties: given-by -the-parties-in-this-Agreement-are-
in- lieu: of. all- other. warranties, - conditions, - terms,- undertakings- and- obligations, -
whether-express-or-implied-by statute,-common: law,-custom, -trade- usage,-course-of.
dealing- or-in-any-other-way- (the-"other- stuff”).- - All-the- other- stuff- are- excluded-to-
the-fullest-extent-permitted-by-law.q

—+ TERMINATIONY]

1 —+ The-University-may-terminate-this-Agreement-with-immediate-effect-by-giving-written-
notice-to-the-Company.9

When you click inside a content control, the blue box delineates it. The text inside the content
control is ordinary Word document content; the blue box does not appear when you print the
document.

Plutext uses this feature to manage the content of the document at a more granular level than
the traditional “document-is-a-file”.

At its simplest, you can make each paragraph into a content control. If you have headings or
clauses or sections in your document (as in the example above), you might want content
controls which match these topics.

Reasons for change
Plutext can be configured to prompt whenever you save changes, to describe the change. This is

useful information for the people you are working with, and might be useful down the track if
guestions are asked about why the change was made.
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This gives 4 combinations, as shown here:

Reasons for Change

See

Express Document
below
See
Structured Document
below

In this walkthrough, we look at sample documents set up in the 2 most common configurations:

e One paragraph per content control; save without prompting for reason — what you might call a
express setup
e Topic per content control; prompt for reasons — structured setup

But first, you need to point Word at the server containing these sample documents.

Accessing a Plutext server
Preequisites

You have downloaded/installed the Plutext Add-In for Word 2007 (see page 1).
(If you do not have Word 2007, you can use docx4all, which also works on Mac OSX)
Steps

1. Start Word
Go to the Review Ribbon
3. Click File > Settings, and fill out the dialog as per the screen shot below. The password is

“tester”.
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Settings

Connection Login

Server” Lzemarme®

| alpha.plutext.arg | | testeri@public0902 |

Port® Fazzword”

| (12111} |

Serlet path™ Repoziton®

| falfresco/plutestwebday | | Uszer Homes |
YWworkspace”
| tester |

T ezt Connection [ Save ] [ Cancel ]

4. You can click “Test Connection” to ensure you are able to talk to our server.

Express Document
Here we open an existing shared document.

To do this:

e Onthe Review Ribbon, select File > Open shared docx

A 43 - Document:
ige Layout Referances Mailings Review View Develop
(= | A= = ] W
| File | Content  Users Audit Fetch Accept Transmit

= Grouping - - ~ Remote Edits Remote Edits My Edits
3‘4 Mew share Dok Collaboration
4] Openshared doox

[@ Settings |

Then, in the dialog that pops up:
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Open

= @ http: /¢ alpha. plutext ong: B0/ alfrezct W ame
tester

demo.docx
[Té_“J leqal-setup. docs
E] ___short. docs
I?] legal-uk-zhart....
[‘.%_“J stock purchas. ..

e Select “demo.docx” and press the Open button.

The document will open. It may look something like:

Quick-demof

This-is-a shart-demanstration.of colla borating wi “team-membsrsinord g

This-document is-configured:q

1. — tochunk-on-eachparagraphn
2. — andnotto-promptfora-checkincomment

kech it-[by ighli uctions-intact), then-press-the-
Transmit button. 9

B T pen, yourllbe abl hangesi opyrefiactedinthe-
other.q

Itis-nice thatyouLanawork inWord. - ve-moved-this one. - Theninsert3-new-paragraphafteritq
New-paragraph, containing Some-random-content. 4
Andnowa table:

}E.:u [ ricz= =
RZCLE | Reczm |=

"

The-“units-of¢ hange™ are these-content controls, -which-are-a feature-of word-2007.9

Modifications, inserts,

tesandmovesaretranamittedtothe server

(other users may have changed it since this screenshot was taken).
Now you can make changes / edit this document as you normally would.

When you are ready to share your changes with other users, press “Transmit My Edits” on the Review
Ribbon:

Review Y

| €3

t Transmit
“dits My Edits

This will transmit the contents of any altered content control to the server.

When you are finished, simply close the document. You save your changes by pressing the transmit
button: there is no need to use Word’s File > Save dialog (if you do press File > Save, you will be saving
to your temporary local copy of the document, not to the shared copy on the server).
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You can get other people’s updates by pressing “Fetch Remote Edits”

£
=5

Fetch
Remote Edits R

However, the chances are that nobody else has updated the document since you opened it.

To see what happens when someone else has made changes, you can simply open a second copy of the
document on your computer, and arrange the windows like so:

.’t&;,\\ SO-@ A= Ada v tmp43E.tmp - Microsoft Word - = x '/D:'D SO ed @ o= Mda) s _ = x
B - = E ) - —
-l o I @ Home  Insert  Pagelayout  References  Mailings  Review | View | Developer 7]

| “%) 4| Calibri (Body) 16 - | A" % Y J J'_'J 5 Web Layout #5 \\% W Ll 3 New Window | 13 % ==
B 2 |[B T U - ake x, x*[[8] |= (= outline @ G 3 Amange Al | L3 =2
Paste Quick Change |Editing Print | Full Screen Show/Hide | Zoom  100% Switch || Macros
b, e ry = oy
WS |2 A s |(A A |82~ |4 Styles - Styles~ || - layout | Reading =l Draft - = || & selit A4 | windows= ||~
Clipboard & Font ) Paragraph G| syles @ Document Views Zoom window Macros
Quick-demof Quick-demoT
¥ 1 ¥ 1
This:decument-is-configured:q This-document-is-canfigured §
1. -» tochunkon-each-parzgraph 1. -+ tochunkaneach-paragraph il
2. -» and-notto-prompt-for-acheckin-commentd] 2. -+ and'notto-prompt-for-=checkin-commentd]
P P
Transmit-button.q h Transmit-button. 1
¥ P pen;you' Y v P pen; yau' Y
other other
v ™ parsgrap it a1 paragrapt 1
]
[“[ew paragraph, conts om contant,-and-50m e-l&-point-texﬂi\ New parsgraph, contsining some randem-content.|
And nowatabla Andioveznzble:f
[Fiei= [Ricza Jo
= L X = = X
[[R2can [ Racan Je .
'!I
. . The " change” 79
The-"units-of change”-are-these-contentcontrols, which-are-a-feature-of- Word 20079
insarts, delet itced-tothe-server § inserts,
Page:1ofl | Words:139 = English (US) | [ HE B = = |78%u(=) ) s Page:lofl | Words:134 | Englishus) | 23 HE G| =/ =|a8%u(=) 1)

This way, you can make a change in the left hand document and press the Transmit button, then in the
right hand document, press Fetch to see it.

Conflict Handling
What happens when two users try to change the same paragraph?

The answer is that the first person to Transmit their change has theirs saved to the server.

If the other user presses the “Fetch” button, the remote changes will be automatically merged with their
local changes and displayed in their document using Word'’s tracked changes.

If this other user had instead tried to Transmit (ie save) theirs without having first fetched the available
update, they will be told that they can’t save theirs until they have fetched the updates.

It is up to this second user to to review the tracked changes (ie accept or reject them). Once they have
done this, they will be able to “Transmit” the result. The rule is that you can’t transmit a piece of
content which contains tracked changes.
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Overview of Recent Changes
Because each change to a content control is saved as a new version of that content control, there are

several ways to get an overview of how the document has changed.

You access this functionality from the Audit button on the Review ribbon:

References Mailings Review v
e
9
[(Budit”| Fetch Accept Transmit

- Eemote Edits Remote Edits My Edits

__Q Recent Changes
4 | Wersion History

Here we look at what “Recent Changes” does. When | pressed it, this was the result:

Quick-demo{

Thisis-z-shart-demanstration-of-callzborating-with your-t i 4.9

Thisdocumentis-configurad:q

1. —+ tochunkon-sschparsgraphl

2. —+ zndnotto-prompt-for-z-checkin-commants

Plezse feslfree to-make chanzes to-it{but-leave thess hizhlishtedinstructionsintact), then press-the

Transmit-button. 9

Ifyou-have 2 copiesof the documentopen, you'll-be-shle to-see-changes-inone-copyreflacted-inthe

tester@public, 10/1/2008 5:58:00 PM
o . inserted: .
ItisnicathatyoucanworkinWo{ pamaranh containing some random peregraph-sfreritq

containins some random-content parsssesh

icin [ Ricam |
R2cln == =

The-"unitsaf-change” are-thess-content.controls, which-are s festurs of Word 2007 centesis

Modifications, inserts, delat: -transmitted to-the=erver.q

You can see that this document contains some tracked changes.

What is it? This is a new document, in which each paragraph is the result of comparing the current
version with the most recent previous version. So it is a bit like comparing 2 Word documents —in the
old world, the current version of the document compared to the previous version.

In summary, the objective of “Recent Changes” is to give you a quick overview of what changes have
been made to the document.

Structured Document
Again, we are opening an existing shared document; this time though, its the document in the

screenshot on page 3. This document contains content controls matching the clauses (rather than just
one per paragraph), and when the user presses Transmit, it prompts them to type the reason for their
change.
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The beauty of this is that, with your cursor inside a content control, if you click “Version History” (from
the Audit Button on the Review Ribbon), you will see a new document containing a chronological history
of that piece of content. Here is what that looks like:

Change-Historyq

ki
1.60 tester@publicz Thu,16-0ct-'08-11:45- AMU 1]
Remove<rossteference .. 54
| 5.3 = Unless-terminatedearherwnder-elanse-S53d-er earlier &2; this-Agreement-will-come-to-

an-end-on-the-expiry-of-the-Term.-As-soon-as- practicable- after- expiry- of-the - Term,-
the- University - will-return-the- Equipment- to- the: Company.--The- University's- liability -
for-any-damage-to-the-Equipment- (fair-wear-and-tear-excepted)-survives-termination.

bl
1.50 tester@publich Thu,16-Oct-'08-11:33- AMu o
fairwear-andteard 54

5.3 = Unless-terminated- earlier-under: clause- 5.1 or+ 5.2, this- Agreement- will- come- to- an-
end-on-the-expiry-of-the-Term. - As-soon- as-practicable- after-expiry-of-the-Term,-the-
University- will return: the. Equipment. to- the. Company.-  The: University’s. liability- for:

| any-damage-to-the-Equipment: (fair-wear-and-tear-excepted)-survives-termination.

hll
1.40 tester@publich Thu,16-Oct-'08-11:21- AMu o
damage fotheequipmenta 3¢

5.3 =+ Unless-terminated-: earlier- under- clause- 5.1- or- 5.2, this- Agreement- will- come- to- an-
end-on-the-expiry-of-the-Term. - As-soon- as-practicable- after-expiry-of-the-Term,-the-
University- will return: the. Equipment: to- the: Company.:  The: University’s. liability- for
any-damage-to-the-Equipment - survives-termination. ¥

hll
1.30 tester@publich Thu,16-Oct-'08-11:05- AMu o
Agreedamendmentassoonaspracticable"n 54

Notice:

e The description of each change (below the version number)
e Who made the change (tester@public in this case), and when
e The redlining indicating the change

If you wanted to revert to one of these earlier versions, you can simply copy the text into the document
you are working on. The formatting will be retained.

To see this example for yourself:

e On the Review Ribbon, select File > Open shared docx, then choose legal-uk-short.docx
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The screenshot above is the result of clicking into clause 5.3, then choosing Audit > “Version
History” from the ribbon.

SHARING YOUR OWN DOCUMENT

You are welcome to experiment making changes to any of the documents you see on the server.

You are equally welcome to try sharing a document of your own —and here we explain how to do that.
Please be aware though, that the public at large will be able to see it and edit it, unless you set up your
own “private space” as explained in the next section.

To share your own document, you:

e put content controls in it,
e save it to the Plutext server,
e invite others to collaborate

Adding Content Controls
The first step is to split the document up into content controls. These are the “units” or atomic pieces of

content which are stored on the server, and dynamically stitched together to create the document one
sees in Word.

There is a wizard which does this for you. As the screenshot below shows, there are three ways you can
set up your content controls:

Content Grouping

Collaboration Granularity

Start group:

(%) at each paragraph

= () at Styles

® | [] Legal Y
[]Legalz
)| []Legal?
[]Legald
::. [] Marmal W
3 [ ] Merge single paragraphs into next group
g

() at paragraphs starting with <"
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each paragraph is a content control,
you can choose to start a new content control each time certain Word styles are encountered,
or

3. youcan manually type a less than sign (“<”) twice at the start of certain paragraphs, to indicate
content controls should start there.

To run the wizard:

e open the document you want to share
e from the “Content Grouping” button on the Review Ribbon, select “Setup Wizard”

ert Page Layout References Mailings Review View
= | = —
;A= @J Bi= (] fiw.
<= | A= = R
File | Content | Users Audit Fetch Accept Transmit
~ Grouping - K - Femote Edits Remote Edits My Edits
[Fa Merge Units ot Collaboration
*=  Split Units

&3] Setup Wizard
r!lj Clean/Export

e choose one of the wizard options, and click “OK”.

After you have run the wizard, you can fine tune the results by merging two content controls into one,
or splitting a content control into two (see the Content Grouping menu above).

Now you are ready to save the document to the Plutext Server.

Saving the document to the Plutext Server
Once you have content controls surrounding your text, you can save the document to the Plutext Server.

To do this, simply select “New share” from the File button on the Review menu:

;| A= 'J
[ File | Content Users A
- Grouping = -

gld Mew share
] Open shared doox

g Settings

For this to work, the add-in needs to be pointing at a live Plutext server (see Accessing a Plutext server
on page 4 above).

Inviting Users

Ordinarily, your final step would be to invite the people with whom you wish to collaborate.
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However, in this public shared space, everyone logs in as user “tester@public”. (Instructions on how to
invite a user are given below).

If you wanted, you could simulate inviting a user by sending them an email with a link to:

http://alpha.plutext.org/alfresco/plutextwebdav/User%20Homes/tester/legal-uk-short.docm

telling them
username: tester@public0902
password: tester

Note the document name here ends with “.docm”, not “.docx”. The “.docm” form is the same
document, except that it contains a macro which, if run, will check whether your correspondent has the
Word add-in installed, and if not, helps them to install it. The objective is simply to help them get
started with a minimum of fuss.

YOUR OWN PRIVATE SPACE
If you want to test documents in private, or the end-to-end experience of collaborating with registered
users, you can set up your own private space on alpha.plutext.org

To do this, you choose a name for your space, and register it.
You are the administrator of this space, and you can set up your users in it.

Once you have your own space, you can add documents to it, and invite users to work on those
documents with you.

Registering vour Collaboration Space

e Using your web browser, visit http://alpha.plutext.org/alfresco/register.html
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http://alpha.plutext.org/alfresco/plutextwebdav/User%20Homes/tester/legal-uk-short.docm
http://alpha.plutext.org/alfresco/register.html

You should see:

3 plutext signup - Mozilla Firefox

File

LUl L~ e

W T T

Edit  Wiew Hiskory  Delicious  Bookmarks  Tools  Help

a@ - ¢y E E I |7 | http:fyalpha.plutest orgialfrescofregister bl 57 < |[Gl- L

Welcome

Al To take charge of collaboration, see this wideo, or follow these stepa:

1. Setup your server.

Simple enter a name for your group (eg yourgroup.com), and an admin password.

Group name: | |

A dmin password: | | frmun length 4)

2. Create user id's for your collaborators.

Toulog in here as user admin(@yourgroup.com to set up the users you want to let create or collaborate on
docutnents.

3. Share a document and start collaboratingl

Tou are now ready to use the Plutext add-in for Word 2007, or doczdall, to uplead a document and work: on 1t with
your users. Here 15 another wideo.

WARNING: Thiz service 12 currently in alpha testing. ¥ ou should not trust your production documents to it quite vet.

Comments and suggestions can be left m our forums, or sent directly to jasoni@plutest. org. Please let us know what wou think!

Done -

Choose a name for your group, and a password (which you can remember), then press

“Register”. Please be patient, you may need to wait 20 seconds or more at this point.

Plutext uses Alfresco as its default document repository. Alfresco is a robust, enterprise class content
management system, founded by a team which includes the people who developed Documentum, and
which also happens to be open source.

Setting up Users

Vist http://alpha.plutext.org/alfresco in your web browser
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http://alpha.plutext.org/alfresco

You should see:

3 My Alfresco - Mozilla Firefox

File Edit  Wiew Hiskory  Delicious  Bookmarks  Tools  Help

@ - c 5l E E I |j http:/ alpha. plutext. org/alfresco/Faces/jspida: 1.7 - ' _;-

) I
?:1:‘)} Ny Home My Alfresco [ @ raise an Issue 5] Loain (quest) v| '--\
5 Mavigatar IZE} &

My Alfresco

e |

My Alfresco Dashboard
R, Configure this view and build vour personal alfresco dashboard

|l

Getting Started

JCe |

Alfresco Common Tasks

Demonstration Browse items in your home space
a‘ Watch a demonstration af how From the toolbar click My Home to display
TN Alfresco can be used to create a a list of items in the space,
marketing launch,
Create a space in your home space
,.‘) Feature Tour % Mavigate to wour home space, In the
5 ' Take atour of some of the key ) space info area, Fram the menu under
(L features in Alfresca, . Create, click Create Space and enter
information about the space.
Online Help

e Y
| ? | Click, the help icon to display Add content to your home space
" plfresco Help kopics, . Mavigabe to your home space. In the

% space info area, click Add Content and
enker information about the content ko be
uploaded.

Create content in your home space
Mavigate to wour home space. In the
space info area, click Create Content

" under Create and enter information about
the content to be created.

My Tasks To Do

Mo tasks Found,

Supplied free of charge with no support, no cedification, no maintenance, no warranty and oo

Qf A'—ﬁ-esc_o-corrr—nunit}.r indemnity by Alfrezeo orits Cedified Padners. Click here for support. Alresco Software Ine @ 2005-2003 NI.F&_'FT{J];I%E
All rights resened,

http:falpha.plutext. orgfalfrescoffacesiispidashboards)container  jspat .ﬂ

Click on the login link at the top; login as user admin@yourgroup.com (replace yourgroup.com
with whatever name you chose), using the password you chose.

Then click the “Administration Console” icon at the top of the screen (4 icons to the left of
“Raise and Issue”):

AP, | Comparty Iy Guest Iy — e _ _ _
‘\.:L\‘;} Home Haorne Home Alfresca il @ Raise an Issue | o Logout {admin@public)
Mavigator .;E;. & My Alfresco |.ﬁ.dministratinn Console i

Choose “Manage System Users”, then “Create User”
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e You should see:

Iy Alfresco

@ New User Wizard

This wizard helps wou to add a user to the repository.

Steps Step One - Person Properties

1. Person Enker information about this persan,

Properties

2. Llser_ Person Properties

Properties

3, Summary @  Firsk Mame;
@ Lask Mame:
@ Email

Other Dptions
Compary I0:
Crganization:
Job Title:

Location:

Presence Provider:
Presence Username:

Quoka: GE W

To conkinue click Mext,

e For “Home Space Name” on the next screen, we suggest as a convention that you enter the
value you use for “User Name”
e Complete this “New User Wizard” for each collaborator

Sharing your own documents
Now you have your own collaboration space and registered users, you are ready to share documents.

You or any of your collaborators can share a document by following the steps outlined in “Sharing your
own Document” on page 10 above.

Note that you and each of your collaborators will need to set up their Word add-in to use:

e Their username

e Their password

e Workspace = The directory containing the document (ordinarily a user’s home space name,
which will be a username if you follow the suggested convention)
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In File > Settings on the Review Ribbon:

Settings @

Connection Login
Server” Usemame™ .
. alpha.plutext.org -tesler@public 1 - Replace with
: - username@yourgroup
Port* Password®
'BU -oo.oo-— E— | Replace
Servlet path* Repository”
‘ falfresco/plutestwebday User Homes
~ Replace with the
‘_W'otkspace_" — [ username of the
[tester — owner of the
documentbeing shared
(ie as opposed to the
| Test Connection | [ Save J [ Cancel ] name of the space)

Inviting Users
Once you or one of your collaborators has shared a document by saving it to their directory in your

private space on the Plutext server, you can invite users to collaborate on it:

On the Review Ribbon, choose Users > Invite Users:

1Ces Mailings Review

gl 8 EE

[Users | Audit Fetch
. - - Remote Edits Re

&= Invite Users ion

$§ Manage Users

In the dialog which pops up, press the “Search” button
Click on a name in the list of users, choose role “collaborator”, then press “Add to List”
Once you have added all the users you want, press “Next”
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e Inthe resulting dialog:

User Manager,

Steps Step Two - Notify Users
1. Invike :
Lsers Matify the selected users,
2. Mokify Do wou want ko send an email ko nokify the invited users?
Uszers
= {:}' es '@' Mo
Surmary Email message

Subject: |In\-'itati|:|n to work with me on Word doc *
Lse

Template.|Selectatemplate... VH Insert Template |

You have been invited -~
ta 'hkbpsffalpha. plutext .argfalfrescafplutexbwebday Userss

[l :
FesagE Z0Homes tester flegal-uk-short, docm'’ by tester tester,

To conkinue click Mext,

Supplied free of charge with no support, no cerification, no maintenance, no — -
P : 2% [souRCER RGE

Qf Arﬁ'escocon"f]’]uﬁrty waranty and no indemnity by Alfreseo or its Cedified Partners. Click here for .Jnet
support. Alfresco Software Inc. & 2005-2003 All rights resenved.

be sure to select “Yes”, you want to send an email to the invited users. Click Next or Finish.
These users will receive an email containing a link to the document.
If they click on the link, the document will open on their PC. Provided they are running Word 2007, a
macro will check whether they have the add-in installed, and if not, download/install it for them.
If the user does not have Word 2007, they can still collaborate on the document using docx4all.
Documentation regarding docx4all is available on the plutext website.

Warning: This service is currently in alpha testing. It may be unavailable at any time without notice. You
should not trust your production documents to it.

Please direct any feedback on our service or this document, to jason@plutext.org

Document version 1.1; 27 February 2009
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