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CHAPTER 1

Introduction

Flare Online supports an effective content review process when working with files from MadCap
Flare Desktop. Files are bundled in a review package, which is essentially a container that can
include as little as one or possibly hundreds of files (e.g., topics, snippets). Review packages can be
sent from Flare Desktop to Flare Online, reviewed and modified, and individual files are accepted
back into Flare Desktop. Once all the files by all the reviewers are reviewed, the owner closes the
review package.

The streamlined review package workflow enables owners to assess the overall progress of it
through grids. They can see recent activity, who's reviewing, status of files or packages, or even
create new packages directly in Flare Online. Reviewers can open files for review, modify them in an
editor, and submit the files within them to Flare Desktop. Files within a review package can be seen
as a flat list of files or in a TOC view that provides context and general flow of content for output.

General Information

® "Benefits' on page 8
® "User Types for Reviews" on page 9
® "Reviews Main Page" on page 11

® "Review Workflow" on page 23

Main Activities

® "Opening Reviews" on page 36
® "Editing Review Files" on page 45

® "Submitting Review Files" on page 94
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® "Setting Notifications for Reviews" on page 96

Other Activities

® "Managing Review Packages" on page 98
® "Creating Review Packages" on page 113
® "Viewing Review Profiles" on page 116

® "Updating Review Status" on page 120

NOTE Since the review packages feature affects the reviews process between both Flare
Online and Flare Desktop, be sure to check out Flare Desktop's Help system. Flare Desktop
supports an efficient workflow for sending and receiving review packages back and forth
with Flare Online.

NOTE The latest version of the Flare Desktop application is required for sending review
packages. Older versions of Flare Desktop support reviews but only for sending and
accepting single files for review. Files will be brought into Flare Online as one-file packages.
For example, if you have 10 files for review, they will be sent as 10 review packages—the
files will not be bundled together as one package.

NOTE If you plan to incorporate sending packages for review from Flare Desktop to Flare
Online, the project first must be bound to Flare Online.

CHAPTER 1



CHAPTER 2

General Information for
Reviews

There are various pieces of general information you should know if you plan to use this feature.

This chapter discusses the following:

BenefitS L 8
User Types for ReVIEWS ... ... 9
Reviews Main Page ... 11
Review Workflow ... . 23
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| Benefits

Benefits of this review workflow include:

CHAPTER 2

Cloud Review SMEs do not need to download and install any software. The review takes
place in the cloud.

Multi-User Editing Multiple reviewers (e.g., SMEs, authors) can make changes and add
comments to the same topic or snippet at the same time.

Review-Only Interface A lightweight version of the editor means a streamlined interface. You
only see options and features that are relevant to the review process.

Auto-Save and Tracking Changes in the editor are auto-saved as you work. In addition, all
changes are automatically tracked so the owner can easily locate edits for approval or
rejection.

Branching Files can be sent for review from a specific Git branch. This lets you keep reviews
limited to files that are still in a state of development, as opposed to finished and ready for
publication.

Workflow Management Bundling files into review packages favorably services everyone in
the review process workflow. Reviewers (e.g., SMEs) can edit and view content from a flat file
list or from a contextual TOC view where files display in a TOC for output that an end user
might see. Owners (e.g., authors) can edit but they can also monitor and manage reviews in
Flare Online. They have access to customizable package and file grids that show review
information and progress.



I User Types for Reviews

The Flare Online review process involves owners (those originating the process) and reviewers
(those making changes and comments in the review package files). Reviewers can be either
authors or subject matter experts.

Owners are by default authors and therefore, can also be reviewers. And authors with the Manage
Reviews permission can also interact with the data grids (i.e., packages, files) and make changes to
review packages. Owners, however, are not required to have the Manage Reviews permission and
can modify anything about a package or the files within it.

Inviting Reviewers

When you invite someone to join a Flare Online license, you can choose the user seat type for that
person.

Invite User

User Info - Teams
o Start Author e Permissions Optional

User Seat Type *
Authar -

First Name *

Last Name *

Email *

Back Next
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® Author An author is an individual who works in projects, creating and editing content. This
person can also be the "owner" of a review when they send topics and snippets that need to
be reviewed by others. Owners can assign other reviewers with the author seat type and
permission to manage reviews. Authors can monitor reviews, access grids for information
and progress, and create review packages directly in Flare Online. Along with the reviewers,
the author can open and edit files in the Review Editor. Authors with the appropriate
permissions can send a project out for translation. They can also create and edit content in
Flare Online via the project Workspace page.

® Subject Matter Expert A subject matter expert (SME) is an individual whose main purpose in
Flare Online is to review topics and/or snippets sent by an author. Therefore, a SME only sees
the parts of the Flare Online user interface that are necessary for reviews.

NOTE A person who has the author user type can function as either the owner (i.e., original
author) or a reviewer during the review process.

NOTE What you see and interact with on the Reviews main page largely depends on your
user type. For example, a subject matter expert (SME) is mainly exposed to packages for
reviewing and editing, but an author has additional access to package and file grids, and
can also create packages directly in Flare Online.
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| Reviews Main Page

The Reviews main page is the gateway to accessing review packages in Flare Online.

Review Explorer

What you see and interact with on the Reviews main page largely depends on your user type. For
example, a subject matter expert (SME) is mainly exposed to packages for reviewing and editing,
but an author has additional access to package and file grids, and can also create packages directly
in Flare Online.

If you are the owner, the files are listed in the Sent pane. If you are a reviewer, the files are listed in
the Pending pane.

® Pending This pane displays packages that the reviewer needs to review.
® Sent This pane displays packages that the owner has sent other for review.
® Submitted This pane displays packages that the reviewer has completed and submitted.

® Archived This pane displays packages that have been closed (by the owner). The files within
them are read-only.

Reviews main page

. : fora SME.
—  Reviews
40 Reviews Packages Y
Pending Submitted Archived
SMEs see Pending, Texas-Music .
Submitted, and Review packages. |
Archived panes.
All review packages loaded.
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Reviews main page for

an author.
—  Reviews
ﬁ Home

Reviews

Authors see Pending,
Sent, Submitted, and

> Pending

Archived panes.
|£ Analytics
& sites
4_0 Reviews

ﬁ Tasks

Procedures

Access to gnds for
Grids managing details about
packages andfiles.

Sent Submitted Archived

Paul Stoecklein

A 1 1 -
All review pa

Review packages.

When you first click the Reviews main page, any uploaded packages that involve you display in the

Review Explorer.
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Review Explorer.

Review p:ackage
feviews G Click to filter for a o D S = 5
specticreven |
"~ package.
Packages I . ‘. Procedures P ——
Asummary of the |
Pending  Sent  Submitted  Archived review package.
Review packages
d?lsl[ll?;yaﬂ?:ztzgweiéuw Procedures Sl S Ui hestza s My Progress -
o the right Paul Swecklein Files or TOC view. ly Prog Package .
@ Sites All review packages lo e — DA/ti:gpiJIf:d - gﬁ::rf::?;d Procedures
Click to open a profile )
,,<> Reviews dialog. en 3 To Do . 1 In Progress ::::;:Ol\jzgu‘e]
< < Branch: master
— File Name Status Reviewers ommit ID: a437F
Q Task :our:e:lllilljar:nszsignzp
82 Teams D possues i Gpen "DO TI ;:ﬁ:e:‘:;ilstoecklem
® e D Procedure3.htm Open '9 ?l Created Dn-Japy 2272023
D Procedure2.im Open ' 0 ?l Reviewers e
D Procedurel.him Open ' ? ?' ﬁ Jeff Lebowski (Author)
Q Lloyd Dobler (Author)
’ | Minny Jackson (Author)
All reviewers loaded
® |f you click the review package, an overview page displays to the right with a chart, files, and
statuses as they relate to a single package.
® |f you click Show files D the Review Explorer changes, allowing you to toggle views between
Files and Table of Contents (TOC). (If an owner chooses not to associate files with a TOC,
then a TOC will not be applicable to your review package.) If you click a file, it displays in the
Review Editor to the right.
|

If you click the owner name link, a profile dialog opens with owner information.

NOTE Authors have access to data grids for monitoring and managing review packages in
Flare Online. From the top navigation select Grids. From there you can view the Packages
grid all review packages in Flare Online, or you can view a Files grid which shows all files
sent for review regardless of the package.
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Review Packages Overview

As soon as you select a review package, you can see details right away in its overview. The ability to
monitor and update review packages, the file(s) within a package, and reviewers, provides value and
momentum to the review process.

1. Onthe left side of the interface, click Reviews.

2. From the Review Explorer, select a package. The review package overview opens to the right.
From the review package overview you can immediately see analytics regarding review
package files. It shows the state of the files, your status, and the status of other reviewers.
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In this example, the owner monitoring
progress of the review package

See the progress for
all assigned
reviewers.

Qverall file progress
Pending Sent Submitted Archived that corresponds with
the file grid below.

Enterprise-intro
Alfre Vong “ File Progress All Users Progress
Enterprise-Features 0/4 Files 1/4 Files
Alfre Vong Accepted Subrnitted

3 Open 1 Closed . 3 In Progress . 1 Subrmitted
Venture
Alfre Vong
Feature review for product

Venture-Snip

Alfre Vong _

h ¢ At-a-glance reviewer

tus.

Monster-Shop File Name Y Status Y Reviewers

Alfre Vong

D Features.htm QOpen “ @.) @.) ‘@

All review packages loaded.

D Feature3.htm Open ‘5 @‘J @ ‘f\-
All of the reviewers have submitted the file. In Flare

a
eaturezitm: Closed ‘a @9 @9 %& Desktop, the owner has closed the file for further

o . - review. When this occurs, a lock displays for the file.
D Featurel.htm Open ‘ @ @'} =§-9

This example displays a subject matter
expert (SME) point of view Review
package files show with status indicators,
and the package overview on the right

Files TOC

D Procedures. htm
File Progress My Progress -

0/4 Files 2/4 Files
Accepted Submitted
3 Open 1 Closed 1 1To0s (@ 1inProgress (@) 25ubmited

D Procedure3.htm

[ Procedure2.htm

R Procedurel.htm

FileName 57 Status 7 Reviewers
The chartand SME
reviewer file status
correlate.

All review files loaded.

Procedures.htm Open

Procedure3.htm Open

Procedure2.htm Open

Procedurel.htm Closed

oo o
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NOTE If as an owner, you want your changes to be included (along with other reviewers

progress) in the analytics of the review, then you need to add yourself as a "reviewer" to the
review package. When this happens, the owner must submit the changes just like any other
reviewer. The review package overview changes slightly.

In this example, the owneris
assigned as a reviewer (to be
part of the overview analytics).

Progress shown for the

D Procedures.htm

D Procedure3 htm

D Procedure? htm

Procedurel.htm

Files TOC

Review package files shown.
Since the owneris a reviewer
now, the status indicators

display next to files

File Progress
0/4 Files
Accepted
3 Open 1 Closed g:’o
File Name ? Status ? Reviewers
b3
D Procedures.htm Open ‘fj v @ '9
D Procedure3.htm Open “' "39 @9 '
{ : d
[Q Poceaueznn o @.0Ce
Procedure2.htm e A %
o pen 5 Yo o
[ reein oo @ 5, @@
! Procedurel.htm Close ¥
e e Yo @

owner, whois also an
assigned reviewer.

My Progress /v

1/4 Files
Submitted

1in 1
Progress . Submitted

—I Owner status added
] to analytics.

NOTE An author, who is also the owner of a review, can modify anything about a package

or the files within it even if they do not have the Manage Review permission.

CHAPTER 2
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How to Toggle Files View and TOC View

Reviewers have the option to see individual files in a list or in a TOC view for review. The Files view
means that you see a list of flat files. The TOC view, on the other hand, provides more context for
content and a general flow of materials. The TOC view caters to the perspective of the end user
since files are assembled as they would display in a TOC for output.

1. Onthe left side of the interface, click Reviews.
2. From the Review Explorer, select Show files D from the desired package.

3. The pane changes to show the contents of the package. Select Files or TOC at the top for
your preferred view.

) In this case, the Files
view Is selected.

Pending / Packs/e Content

At-a-glance status
indicators for reviewers.
(Owners do not see the
indicators ) —

s
Files TOC

South-by-Southwest.htm
Yellow =To Do D /

Purple = In Progress
Blue = Submitted [] Music.htm

D Music-New-Venue.htm

40 Reviews
| [ Austin-City-Limits.htm

9 Tasks | .
All review

v |y e
s 10dUe.
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'l Pending / Package Content
In this case, the TOC

view s selected. Notice
the TOC structure. Files TOC
Files notincludedin
the review package N
[ appear dimmed.

@& sites

4.0 Reviews

[ Music.htm

| O South-by-Southwest.htm

X} Tasks

| DY Austin-City-Limits.htm

g@, Teams

® Users D

O Music-New-Venue.htm

NOTE Topics and snippets can be included in a review package. Topics display in
both views, but snippets only display in the Files view. Snippets do not display in the
TOC view.
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NOTE Flare Online's TOC view shows a label if it is entered manually into the TOC
(i.e., in Flare Desktop, the label displays in black font). But, if you use a variable for a
TOC node (i.e., you dragged the topic from the Content Explorer to the TOC and it
displays in blue font), then Flare Online shows the file name. The variables will display
appropriately in the output. You can hover over the file name in the TOC view in Flare
Online, and it should show the variable.

4. Select a file. It displays in the right side for reviewing and editing.

Files TOC

Tag Info: hl

South by Southwest

) Austin is home to the annual South by Southwest (SXSW) film,
D Music.htm music, and interactive media festival, taking place in mid-March.
The music portion of this festival has grown from 700 registrants in
)‘I 987 to over 28,000. Over 2,000 acts participate in the festival,

South-by-Southwest.htm
| o E-ay-Soltiw providing live music to throngs of attendees.

Mew text here dded
| O Austin-City-Limits.htm o Aidde

O Music-New-Venue. htm
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Review Package Side Panel

When a package is selected for review, use the right Side Panel of the interface to see at-a-glance
review package information. It references package status, project, branch, commit ID, TOC (if
applicable), owner, and the creation date of the package. Under that is a list of the reviewers
associated with the file in the package.

Side Panel
r

Package -~

Venture

Status: Open

Project: Venture

Branch: building-plans
Commit ID: e6d20f07
Source: Flare

TOC: TOC

Dwner: Alfre Vong
Created On: Apr 27, 2023

Reviewers .

. Alfre Vong (Author)
@ Luna Grenez (Author)
l\

‘f-_ Roger Hershey (SME)

e Eddie Vanetti (Author)

CHAPTER 2

20



|/ NOTE When a reviewer has a file open for editing in the Review Editor, the Side Panel
displays status indicators for all reviewers. This means that each reviewer can see the
progress of other reviewers for the file.

CHAPTER 2

21



Viewing Status

Virtually every component in Flare Online reviews captures some sort of status. For example, status
is reflected in the Review Explorer, the package overview, the right Side Panel, the grids, and the
profiles. It ranges from what state the package is in, the overall status of all files in a package, to
the individual reviewer status and where they are with a given file. Flare Desktop and Flare Online
work together to maintain the current state of files in a review package to their respective
environments; giving momentum to the review process.

Statuses can be seen in different places of the user interface, but status meanings are consistent
throughout reviews pages and dialogs.

Review Package Statuses

® Open The review package is open for review. This is the default setting.

® Closed All files in the package are set to a closed status (i.e., the package can no longer be
reviewed). This can be set in the Review Package profile to put a review back into Flare
Desktop's inbox as is (i.e., the review is not complete) and archive the review at the same
time.

Review File Statuses

® QOpen The file is open for review. This is the default setting.
® Closed The file is closed for review.

® Accepted The file is accepted in Flare Desktop.

Reviewer Statuses

® To Do The reviewer has not started editing the file yet. The status color is yellow.

® |n Progress The reviewer has started editing the file, but has not submitted it. The status
color is purple.

® Submitted The reviewer has edited the file and submitted it. The reviewer can still edit the file
until the owner closes it. The status color is blue.
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I Review Workflow

The Flare Online review packages workflow involves a combination of activities between the owner
originating the process and all reviewers making changes and comments in the files.

1. Owner In Flare Online, open the Users page and invite the reviewer(s) to Flare Online.

2. Reviewer Click the link in the email to accept the invitation and set a password.

3. Owner In Flare Desktop, switch to the appropriate branch (if necessary), select Review > Send
For Review. The first screen of the Send Files for Review Wizard opens.

a.
b.

C.

CHAPTER 2

In the Review Package Name field, enter a name.
(Optional) Enter a description for the review package.
(Optional) Add or remove files for the package.

(Optional) The TOC drop-down defaults to (none). To associate files within a review
package toa TOC in the project, select a TOC.

Click Next.
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~A

E‘j Import Review Package
Y [ﬂ Review Packages

= |r =

’ &‘Sp_ » [ Changes

S

m

=

Send for | File ack  Accept Reject . - - sert Delete
Review |Reviews Changes Change ~ Change > |=" NEXT LNange Annotation Annotation 1
@) Send Files for Review Wizard ? x

Content

Send Files for Review...
Select files to send for review...

A-Intr
¢
@
@

B-Feat
C-Proi
D-Refe
Resou
Home,

[ TR

Templ

’ Get
WH

Review Package Mame:

|Enter|:uri5e-Intrn

Review Package Description:

Introduction topics for the enterprise project.

Files:

Mame 4 Folder

|Z:’

Getting-5Started...

More-Informat...

Content/A-Introduction...

Content/A-Introduction...

Whats-Mew.htm

Content/A-Introduction...

Add or remove files

usingthese buttons.
=
" x
TOC p":-ker- All snippets that are part of a topic will initially be induded in the review. However, in the Files grid you can
Opt to selecta remove any snippets to exdude them from the review. Exduded snippets will still be visible (but read-only) in
TOC the topic.
& TOC:
™ (nong) o
Back Mext = Send Close

CHAPTER 2
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TIP All snippets that are part of a topic will initially be included in the review.
However, when sending files for review from Flare Desktop, you can remove any
snippets from the File grid to exclude them from the review. You might choose to
exclude some (or all) snippets from the review if you think it will be too confusing and
too many files for your reviewers. If you exclude snippets, they will still be visible in
the topic in Flare Online, but the snippets will be read-only. Therefore, reviewers won't
be able to make edits in the snippets, but in the topic they can insert annotations
(comments) around the snippets in order to provide feedback.

NOTE If you are using Git branching, make sure the appropriate branch is active.
When you send files for review, they will be associated with that branch.

In Flare Online, reviewers can determine which branch a file is from. Reviewers do not
need to do anything special to make edits or comments in the files.

25



4. Owner Select Send to Flare Online (if not already selected), and click Next.

@ 5end Files for Review Wizard ? *

Send Files for Review...
Select the destination to send files

(® Send to Flare Online

() Send to MadCap Contributor
Open with variable definitions from target output:
(default)

Open with Conditional Expression:

NOTE If necessary, Flare Desktop also prompts you to commit and synchronize any
changes in your project with Flare Online before you can proceed to the next page of
the wizard.

CHAPTER 2
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5. Owner (Optional) Select reviewers for the review package, and click Send. The wizard closes
and a prompt alerts you that the files have been sent to Flare Online, click OK.

The owner can choose reviewers of different seat types, such as authors and SMEs. Anyone
selected during this process automatically becomes associated with the project in Flare
Online, and becomes an assigned reviewer for all files chosen in the wizard.
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e Send Files for Review Wizard

Send Files for Review...

(Optional) Select users to review the files

Branch: master

<

5

Jeff Lebowski

Reviewers

Avatar Mame Email
Paul Stoecklein | pstoecklein@...
] Laura Martin Imartin@madc...
! Lloyd Dobler Idebler@ahem....

Jlebowski@ahe...

PA
B
2

.Y

lohn Harkins

] Beatrix Kiddo bkiddo@ahem....
] Minny Jackson | mjackson@ahe...
O ﬁ Marge Gunders... | mgunderson@...
] 1 Ella Fitzgerald efitzgerald@ah...
[

jharkins@mad...

Mext =

Send

| | Cancel
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After the review package is uploaded, reviewers receive an email notification with a link to

open the Reviews page in Flare Online. (SMEs automatically receive email notifications, but
Flare authors must have the review notifications and email option enabled in Flare Online to

receive emails.)

In File Reviews, the review package files display in the Sent Files area. This means the files

are in an “Open” state, pending review.

Review package for I\
MadCap Flare
Online.

= File Reviews

Sent Files

v I x

Flare Online Filter: My - | i@ X | & @

Info  File

Procedurel

Procedure

Branch

master

master

Package
Procedures

Procedures

Desc

Procedured

master

Procedures

Review package for L.
MadCap Contributor. r"

Procedures

master

Procedures

Getting-Started

master

Enterprise-Intro

Introc

Mare-Information

master

Enterprise-Intro

Introc

I EE
CHIERESNENENEN oY

NOTE If you attempt to edit a file that has been sent out for review and is still in an
“Open” state, a warning displays. You can edit the file, but you may have conflicts
with the version of the file being reviewed. As an alternative to editing the file in Flare
Desktop, you can edit it in Flare Online along with your reviewers until it is finished.

u

Whats-New

master

Enterprise-Intro

Introc

6. Reviewer In Flare Online, open the Reviews page. Click each file associated with the pending

review package and edit or annotate it using the Review Editor, and click Submit.

The reviewer is done submitting once all the files in the queue are complete. This moves the

review package to the Submitted pane. Files can be viewed from there and edited still, but

once the owner closes the file, it can no longer be edited in Flare Online.

After all of the reviewers submit the file(s), the owner receives an email notification (if

notifications are enabled in Flare Online) and the file(s) displays in the File Reviews Inbox in

Flare Desktop.

CHAPTER 2
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NOTE If the owner of a review package makes edits to the files in Flare Online they
will not typically see a Submit button. If as an owner, you want your changes to be
included (along with other reviewers progress) in the analytics of the review, then you
need to add yourself as a "reviewer" to the review package. When this happens, the
owner must submit the changes just like any other reviewer.

7. Owner After reviewed files are individually submitted from Flare Online, open Flare Desktop.
Select Review > File Reviews. You can look at files as they come in; you do not have to wait
for all the files in a review package in order to preview them.

8. Owner From the File Reviews Inbox area double-click a submitted file. (Or, select a file, and
from the local toolbar, click Open the reviewed file .)

Option 2: Select the
Open the reviewed
file button.

= File Reviews

Inbox \/ w

x
Flare Online Filter: My - | & x| = @

Status Info File Branch Package

Option 1: Double-click L
the row with a file » @ | Submitted Procedurel.htm | building-plans | Venture

marked as submitted.

NOTE The Inbox displays files from all relevant branches (if you are using Git
branching). You should switch to the matching branch before managing the tracked
changes and accepting the file back into Flare Desktop.

NOTE Any authors working in that project can close the review file. This is necessary
in case the owner (i.e., original author) is not available to close it.
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9. Owner When you click to open and preview a file, a dialog displays asking if you want to move
the files to a closed state. Select Yes or No.

® Yes The file switches to a closed state in the Inbox and opens in the editor. No more
editing can occur in Flare Online while the owner reviews it. In Flare Online, when a file
is closed, a lock symbol appears next to the file.

Flare File Reviews

‘Closed”status. In Flare Online, a
'\ closed file displays
— File Reviews V with a lock.

nbox _\\r /_

Flare Online Filter: My - & K

| |:,; Procedure1.htm

Status

® No The owner can preview the file in Flare Desktop—as a read-only file. The reviewer(s)
can still make changes to the file in Flare Online until the owner closes the file in Flare
Desktop. The file stays in a submitted state in the Inbox, and it opens in the editor.

NOTE The advantage of this is that you can see raw edits before the reviewer
is done—without having to close the file and resend it from Flare Desktop.
When you are ready to close out the file from further editing, double-click the
submitted file and select Yes from the prompt.
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10. Owner In Flare Desktop, accept and/or reject the reviewer's changes in the editor.

Use Review ribbon options to accept
or reject changes in the file.

Windo

Inbox

File Home Insert urce Control Table
- = I rt R Packa ="l ¥ Show Ch
3 _j :ﬁ @ mport Review Package = @) &:/W ow Changes @ 2{‘\
% m Review Packages 4 & previous Change
Send For _ File Tr Accept Reject Insert Delete Lack Review
Review Reviews Ch, = Change * Change ~ & Next Change Annotation Annotation ~ - Options
Packages Changes Annotations Locks Options
= File Reviews v o x

Getting-Started.htm % _\: Start Page * “‘-_

Flare Online Filter: My

This isthe original source

version of the same file

Status

tting Started

<

olor rit amet, consectettr adipiscing elit. Eusce blandit sapidn

This is the submitted

5an ‘ccumsan. Here 151

Quick Launch {Ctrl + Q)

Edits and annotations
from the reviewers

reviewed file.

w

« Dondc sagittis elemensum arcu, at gravida puam mollis id

Suspdndisse lectus augte, auctor in aliqual nec, fringilla id dnlor

Suspendisse bhbendum imperdief korem ac_placerat. Akiguam pur

maurir, ornare tincidunt qutrum eu, gravida gtis nisi.

L] WWMM%% = - z i i

w

Integer pukvinar lacus libern, eget volutpat enil intbusnon

Flare Online
Content Explorer

Project Organizer

Lorem ipsum dolor rit amet, consectettr adipiscing elit. Eusce blandit sapidn

a dolor accumsan ‘ccumsan. Nullam nepue velit, ornare vek orci vel, mollis

frhngilla mauris. Dondc sadgittis elemensum arcu, at gravida puam mollis id

Words: 89 | Font Scale: 100% - B9 |8 = |m El
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11.

File Home Insert

Owner In the toolbar in Flare Desktop, click the Accept button.

Quick Launch (Ctrl + Q)

Getting-Started...

My-Snippet.fls..

<

>

“j Eglmpnrt Review Package =" 2P 8’: s ¥ 0 1{‘\
% [Z] Review Packages i & =l Previo
o File Accept Reject . N Delete Lock Review
Reviews = Change~ Change~ = MNextLna Annotation = Opfions
Packages Changes Annotations Locks Options
= File Reviews AR I — Getting-Started.htm
Inbox " =] Getting-Startedhtm ¥ x ) 'l Getting-Started.htm x ;\k Start Page x \\k
Reviewed Topic | [T @
Flare Online Filter: My - @ x| & @
Status Info File

Gettin tarted

Lorem ipsum amet, consecteftr adipiscing elit Eusce
blay= - 1 .cocumsan. Here is new text

Click this button to accept
the selected file back into
the local projectin Flare
Desktop.

fro

vek orc vel, mollis Thngilla

» Dondc sagittis elemensum arcy, at gravida puam mollis
id.

» Suspdndisse lectus augte, auctor in aligual nec, fringilla

Flare Online
Content Explorer

Project Organizer

id dnlor.

+ Suspendisse bhbendum imperdiet korem ac placerat.

Akiguam purus maurir, ornare tincidunt gutrum eu,
Words: 79 | Font Scale: 100% - |[B5 |E = |Em E‘

As you can see from the
empty sidebar, all the edits
andannotations are
accounted for.

Ed |
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The file is then removed from the Inbox.

File Home Insert View Project Analysis i ools Son . Table Window Help Quick Launch {Ctrl + Q)

=jﬁ & Import Review Package =" - 1N @, [/] Show Changes Ij‘ @ i_{nih
% [Z] Review Packages & i & =

File ac Accept Reject _ B e Delete Lock Review

Reviews Changes Change > Change ~ |5 Vext Lhange Annotation  Annotation * = Opfions

Packages Changes Annotations Locks Options
= File Reviews AR I — Getting-Started.htm v I x

Inbox " =] Getting-Startedhtm ¥ x Start Page x ) -
Reviewsd Topic | [T | (8 This is the new source file in

Flare Desktop, with the
reviewed content
Status Infe File incorporated.

Getting Started

/\ Lorem ipsum dolor rit amet, consectettr adipiscing elit. Eusce

Flare Online Filter: My - @

blandit sapidn a dolor accumsan _ccumsan. Here is new text

from one reviewer
The reviewed file is
removed from the inbox.

Nullam nepue velit, ornare vek orci vel, mellis fhnailla

mauris. More text.

Dondc sagittis elemensum arcy, at gravida puam mellis
id.

<

suspdndisse lectus augte, auctor in aligual nec, ingilla

>
B File Reviews id dnlor.

Flare Online

suspendisse bhbendum imperdiet korem ac placerat.

Akiguam purus maurir, ornare tincidunt gutrum eu, v
Words: 79 | Font Scale: % - 5 | E | E

Content Explorer

Project Organizer

What's Noteworthy?

NOTE You can also initiate the review process in Flare Online directly. This might be more
convenient if you are already working in Flare Online.

NOTE For the review process, keep in mind that review packages are sent up, and files
come down. In other words, owners are sending review packages up to Flare Online, and
then reviewers are submitting individual files back down to Flare Desktop. The advantage
to this is that you can look at files as they come in; you do not have to wait for all the files in
a review package in order to review them. Once all package files are accepted into Flare
Desktop, the review package is closed.
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CHAPTER 3

Main Activities for Reviews

Some activities are particularly common and important when it comes to this feature.

This chapter discusses the following:

Opening ReVIeWS ... . 36
Editing Review Files ... 45
Submitting Review Files ... 94

Setting Notifications for Reviews
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I Opening Reviews

Opening review packages containing files sent for reviews is quite simple, but keep in mind that
there are multiple panes that display on the Reviews main page.

Permission Required?

Reviews do not require permission to partake in them. However, managing and creating review
packages in Flare Online does require the Manage Reviews permission.

How to Open a Review Package

1. On the left side of the interface, click Reviews.
2. From the top navigation, click Reviews.
3. From the appropriate Packages pane (e.g., Pending, Sent), select the row of the desired

review package.

TIP Use the filter to search for a specific review package. This might come in handy
if you have many review packages listed in the Review Explorer.
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How to Open a File in the Review Editor

1. Onthe left side of the interface, click Reviews.
2. From the top navigation, click Reviews.
3. From the appropriate Packages pane (e.g., Pending, Sent), select a package:
® |f an owner has sent a package to you for review, open it from the Pending pane.

® |f you are the owner, you can open a package from the Sent pane. You might do this if
you want to continue editing the file after you have sent it to others for review. Editing it
in Flare Online might be preferable to editing it in Flare Desktop at this point; otherwise,
you would have to resolve your changes with those from reviewers when you bring the
file back into Flare Desktop.

® |fyou are a reviewer who has already submitted a file, you can open it from the
Submitted pane. You might do this if you remember something you wanted to edit after
submitting it. You can access the file in this pane until the owner closes out the review
process.

A package overview opens to the right.

4. From the selected review package in the Review Explorer, select Show files [C] At the top of
the pane, notice the clickable breadcrumb navigation.

Sent / Package Content

Files

M Procedures him

5. Select Files or TOC at the top for your preferred view. If an owner chooses not to associate
files with a TOC, then a TOC will not be applicable to your review package.

6. Select a file. It displays in the Review Editor to the right.
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NOTE Keep the following in mind when loading files:
® The file size limitis 5 MB. This limitation helps prevent issues.
® |f changes approach the limit, a message warns you.

® |f edits exceed the size limit, reviewers are given the opportunity to undo edits or
revert the changes and return to the previous saved version of the file.

® |f an author sends a file for review that already exceeds the limit, a reviewer cannot
load that file in Flare Online. To resolve the issue, the author can close the review file
in Flare Desktop (in the File Reviews window pane), adjust the content to lower the
file size, and then resend the file for review.
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Filtering Review Packages

If you have a really long list of review packages shown, you can use a filter option to truncate the
list to easily find what you need.

Packages Y
Pending Sent  Submitted  Archived

Acme-Start

Laura Martin
Acme-Single

Laura Martin
Acme_Features

Laura Martin
Home

Laura Martin
Texas-Music

Laura Martin
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Pending Sent  Submitted

Active Filters

) Search: content <

Acme-content

Laura Martin
Texas-content
Laura Martin
) LMS-content
Laura Martin

eLearning_content

Laura Martin

All review packages loaded.

Search

Mame, Review Owner
content] (

Filter

]

roject

r_
D
[s
=
4
=
[
[4n]

Sort

¥  Desc . Asc

Clear

CHAPTER 3

Within the dialog, you can begin typing in the Search field. This quickly adjusts the pane to the left,
displaying only the packages that contain a name, or review owner matching the search text. In
addition, the active filter is added at the top; you can click the X to clear that filter.
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The first field in the Filter section lets you quickly select particular projects to limit the results even
more. The active filter at the top of the window pane adjusts automatically.

>

Pending Sent  Submitted ¢

Active Filters

Search: content

Project: eLearning <

LMS-content

Laura Martin

eLearning_content

Laura Martin

All review packages loaded.

Search
Mane, Review Owner
content

Filter

Project
h eLearning (

ate E

)

Lreatea un -

Sort

¥ Desc . Asc

Clear
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You can also select a date related to the sent date for review packages.
® Created On Shows packages created on the specific date selected.
® Before Shows packages sent before the specific date selected.

® After Shows packages sent after the specific date selected.

Pending Sent  Submitted # Search

Active Filters ame, Review Owne
) Created On: Before Apr 19, 2023
Filter
Home Proiect
Laura Martin v
} Texas-Music .
Laura Martin Before v  4/19/2023 E
All review packages loaded.
Sort

Y  Desc . Asc

Clear
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You can use the Sort section to organize the list of packages by None, Name, or Created On. Also, a
toggle option also lets you sort the list in descending or ascending order.

Home
Laura Martin

Pending Sent  Submitted ¢ Search

Active Filters

Project: Austin

Texas-Music

Laura Martin

Texas-content

Laura Martin

All review packages loaded.

MName, Review Owner

Filter

m Austin

e 3 i~ -
L.reatea U Y_:

Sort

Created On ¥ Desc

® rsc

Clear
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A button at the bottom lets you clear all of the filter settings.

Search

content

Filter

m Austin m eLearning

After v 4/18/2023 E

Sort

Created On -

Desc . Asc

.
(D
ol
=

When you are finished setting options, just click off the dialog.
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| Editing Review Files

Editing the files sent to a reviewer is the crux of the review process between Flare Desktop and
Flare Online. From the Review Editor, all the reviewer needs to do is click to show files from the
relevant review package, select an active file, and then edit and make annotations in the Review

Editor. In addition, multiple people can edit a file at the same time, so you can see their changes in
real time.

Permission Required?

No special permission is required for this activity. All users who are associated with the review
process for the specified file are allowed.
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Review Editor

All reviewers associated with a review can view and interact with the Review Editor, but depending
on the user seat type and permissions, the editor enables or restricts functionality accordingly.

For example, an author who is also the owner of the review package can edit files, and those files
save automatically—without having to submit an edited file (at the top of the editor). But for an
author or a subject matter expert (SME) who has been sent a file to review, then a Submit button
displays. In addition, the other elements in the banner (e.g., project icon, review package icon,
review package link, content file link) are interactive for an author but not for a SME.

NOTE If as an owner, you want your changes to be included (along with other reviewers
progress) in the analytics of the review, then you need to add yourself as a "reviewer" to the
review package. When this happens, the owner must submit the changes just like any other

reviewer.

Module 1 ‘ . Procedures ‘ D Procedure3.htm Submit

@& £y M v q v =V Gal [1]

Tag Info: body = hl

Procedure 3

Lorem ipsum dolor rit amet, consectettr adipiscing elit. Eusce blandit sapidn a dolor accumsan
‘ccumsan. Nullam nepue velit, ornare vek orci vel, mollis frhngilla mauris. Dondc sagittis elemensum
arcu, at gravida puam mollis id. Suspdndisse lectus augte, auctor in aliqual nec, fringilla id dnlor.
Suspendisse bhbendum imperdiet korem ac placerat. Akiqguam purus maurir, ornare tincidunt
qutrum eu, gravida gtis nisi. Integer pukvinar lacus libern, eget volutpat enil finibus non. Aliqu'm erat
volutpat. Phsellus finibus telpus nisl.
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How to Edit a File

1. Onthe left side of the interface, click Reviews.
2. From the top navigation, click Reviews.

3. From the appropriate Packages pane (e.g., Pending, Sent), find the relevant review package,
and select Show files [C]

4. Select Files or TOC at the top for your preferred view. If an owner chooses not to associate
files with a TOC when initially sending a review, a TOC will not be applicable to your review
package.

5. Select a file. It displays in the Review Editor to the right.

6. Start editing the file. For example, you can add or delete text, add bulleted lists, add images,
add tables, bold text, create annotations, etc.

Monster-Shop
= A4 W q = [za
Status: Open
Tag Info: p Tracked Ch 9 minutes ago Project: Venture
Tracked changes. Notice that multiple 2y
Feature 3 reviewers are editing Comnl When editing a file, the
thefile. Sour]  Side Paneldisplays

Lorem ipsum dolor rit amet, consectettr\ fiscing elit. Eusce | status indicators for all
blandit sapidn a dolor agcumsan "ceumsaZh. Nullam nepue velit, v = reviewers
ornare vek orei vel, mollig frhngilla mauris. Dondc sagittis Owne| .
elemensum arcuy, at gravida puam mollis id. Suspdndisse lectus Cr
auqte, auctor in aligual nec, fringilla id dnlor. [Suspendisse @ Does this make sense?
bhibendum imperdiet kerem ac placerat. Akiquam purus maurir,
ornare tincidunt qutrum eu, gravida gtis nisi. Integer pukvinar lacus =

eviewers -~

libern, eget volutpat enil finibus non. Aligu'm erat volutpat
Ph'sellus finibus telpus nisl.

Sub-Feature @ e
Lorem ipsum doler rit amet, adipiscing elit. E B
[ = @ Luke Duke (SME)

trum eu, gravida gtis
S S, e s @© roce

itpat enil finibus non

Table Heading Table Heading @ Added

Lorem ipsur Lorem ipsurr All reviewers loaded.

As you edit notice that all changes are tracked and auto-saved as you work.

7. When you are done editing the file, select Submit at the top of the editor.

NOTE When you click Submit, you are not submitting all the files associated to a
review package, but you are submitting only that one file. Once you submit a file, it
moves to the Submitted pane in the Review Explorer and the owner is notified to
accept it back into Flare Desktop. Until the owner closes the file, you can reopen the
submitted file and make more changes to it if necessary.
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What's Noteworthy?

NOTE In addition to typing, you can copy and paste content. When you paste content into
the editor, any styling is removed. The pasted content will take on the style of the content
where it was pasted.

NOTE Aside from a few basic tags available in the toolbar (B, I, U, P, H1-H6, and lists), you
cannot apply styles to a file that is being reviewed. You can only edit the content. Also, the
files will not look exactly like your source files because the formatting from your stylesheet
is not rendered in this editor.

NOTE Keep the following in mind when loading files:
® The file size limitis 5 MB. This limitation helps prevent issues.
® |f changes approach the limit, a message warns you.

® |f edits exceed the size limit, reviewers are given the opportunity to undo edits or
revert the changes and return to the previous saved version of the file.

® |f an author sends a file for review that already exceeds the limit, a reviewer cannot
load that file in Flare Online. To resolve the issue, the author can close the review file
in Flare Desktop (in the File Reviews window pane), adjust the content to lower the
file size, and then resend the file for review.

CHAPTER 3

48



Review Editor Toolbar

You can use the options in the toolbar at the top of the Review Editor to accomplish different tasks.

Option Description
Shows or hides colored shading (and in some cases a

colored square) where conditions have been applied.

ﬁ EXAMPLE Your condition has blue associated
with it and you have applied this tag to a block
of content. When you click this button to show
the indicator, the block of content becomes
shaded with a lighter version of blue. If more
than one condition is applied to the block of
content, the shading appears in a pattern that
shows all of the applied condition colors.

Reverses the most recent action.

]

Repeats the most recent action that you reversed.

]

Adds an annotation rectangle, extended to a sidebar to
the right, with a line pointing to the selected content.

This rectangle will hold annotation text after you type it.
Also, the selected content is shaded, indicating that the
annotation refers to that text. However, the shading will
not be displayed in the output; it is for internal use only.

Removes the selected annotation from the document.
Applies bold typeface to the content selected in the
topic.
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Option

Description

Applies italic typeface to the content selected in the
topic.

Underlines the content selected in the topic.

Applies a paragraph tag to the content.

HT H2 H3 HA H5 He|

Applies a heading tag (H1 through H6) to the content.

Applies a bulleted list tag to the content.

Applies a numbered list tag to the content.

1]

Applies definition list tags to the content.

1
oy

Outdents the list item(s). This option pertains only to
lists, not other kinds of content.

g
il

Indents the list item(s). This option pertains only to
lists, not other kinds of content.

v

Opens the Image dialog. Use to locate an image file,
add alternate text, and set width and height attributes
of the image to put in the editor. See "Images for
Reviews" on page 74.

CHAPTER 3

Opens a drop-down that lets you select the number of
columns and rows that you want to add as you insert a
new table.
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Info Bar

With all kinds of different elements (tracked changes, annotations, markers, conditions) possibly
showing up in a file being reviewed, the Review Editor provides an info bar just under the toolbar.
This bar displays details and is clickable in some cases.

Display Details

When you click in the editor, this info bar lets you know what that area contains. It also displays
information such as the tag structure, the destination of a link, or annotation details.

¢ EXAMPLE You open a topic that looks like this, containing a few different elements
besides just text:

||||
Il
A

B I U P H1 H2 H3 H4 H5 Hé =

Tag Info: bl

* W H

My Topic
Here is some general text for this topic. Replace it with your own content. See
madcapsoftware.com.

Drop-Down Example

Here is some general text for this topic. [This text is conditioned for ONLINE OUTPUT. ]

Here is some general text for this topic. [ThIS text is conditioned for PRINT DUTPUT.]
For more information call [ 858 123 4567 .

Related Topics
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% Starting at the top, you notice two stars next to the heading. When you click the first star,
the info bar tells you that it represents an index keyword.

£ B I U P H1 H2 H3 H4 H5 Hé6 i=

Tag Info: 11 > MadCap:keyword (

* H
My Topic
Here is some general text for this topic. Replace it with your own content. See

madcapsoftware.com.

m

|\||
Il
Al

Drop-Down Example

Here is some general text for this topic. [This text is conditioned for ONLINE OUTPUT. ]

Here is some general text for this topic [This text is conditioned for PRINT OUTPUT. ]
For more information call [ 858 123 4567 ]

Related Topics
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% If you click the second star, you will see that it is a concept.

£ B I U P H1 H2 H3 H4 H5 Heé

Tag Info: h1 > MadCap:concept (

L I 4 H
My Topic
e is some general text for this topic. Replace it with your own content. See

adcapsoftware.com

Drop-Down Example

Here is some general text for this topic. [This text is conditioned for ONLINE OUTPUT. ]

Here is some general text for this topic. [ This text is conditioned for PRINT QUTPUT. |
For more information call [ 858 123 4567 ]

Related Topics
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% Theinfo bar also gives you details about regular text. If you click somewhere on the “My
Topic” heading, the info bar tells you that it is using the <h1> (first-level heading) tag.

&£ B I U P H1 H2 H3 H4 H5 Hé = = = =

Tag Info: (

* W H

My [Topic
Here is someglieneral text for this topic. Replace it with your own content. See
madcapsofy .com.

Drop-Down Example

Here is some general text for this topic. [This text is conditioned for ONLINE OUTPUT. ]

Here is some general text for this topic. [Thls text is conditioned for PRINT DUTPUT.]
For more information call [ 858 123 4567 .

Related Topics
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brackets. If you click on that text, you will see that it is a link (<a> tag).

¥% Atthe end of the first paragraph, you see the text “madcapsoftware.com” within green

vp VIQ P H1 H2 H3 H4 H5 Hé i=

Tag Infoip=a Link: hitps:/madcapsoftware.com/

* W H

My Topic
Here is some general text for this topic. Replace it with your own content. See
madcapsoftware.com.

Drop-DéNiT™xample
Here is some general text for this topic. [ This text is conditioned for ONLINE OUTPUT. ]

Here is some general text for this topic. [ This text is conditioned for PRINT OUTPUT. |
For more information call | 858 123 4567 |.

Related Topics
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ﬁ Under that, there is some red text, indicating that someone has added content. If you click
either on that red text or on the rectangle in the side bar associated with it, the info bar
gives you two pieces of information. First, it lets you know that the text is using the <p>
(paragraph) tag. And second, it indicates who made the change and when.

e B I U P H1 H2 H3 H4 H5 Hé i=

1]

|\||
Il
s

Tag Info: p Tracked Changes: Change by Paul Stoecklein a few seconds ago (

* * :

My Topic
Here is some general text for this topic. Replace it with your own content. See
madcapsoftware.com.

Here is some new text| @ Added

D -'op-Axam ple

Here is some general text for this topic. [This text is conditioned for ONLINE OUTPUT. ]

Here is some general text for this topic [This text is conditioned for PRINT OUTPUT ]
For more intormation call | 858 123 4567 |.

Related Topics
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ﬁ Under the red text is more text in a border. This is read-only text, and when you click it, the
info bar lets you know that it is a snippet block (i.e., a snippet that is taking up the entire
paragraph so that no text can be added to the left or right of it).

= B I U P H1 H2 H3 H4 HS Hé = E = =

Tag Info: MadCap:snippetBlock (

* W H

My Topic
Here is some general text for this topic. Replace it with your own content. See
madcapsoftware.com.

Here is some new text. @ Added

ﬁo‘ T |l text for this topic. [ This text is conditioned for ONLINE OUTPUT. |
[“HereTs somE general text for this topic. [This text is conditioned for PRINT OUTPUT. ]
For more information call [ 858 123 4567 ].
Related Topics
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ﬁ Below this, there is some blue text with a down arrow, followed by regular text with a
vertical line to the left. This is a drop-down effect. If you click the blue text, the info bar tells
you that it is the hotspot for the drop-down (i.e., the content that a user clicks to expand or
collapse the content below it in the output).

e £ B I U P H1 H2 H3 H4 H5 Hé = = = =

Tag Info: MadCap:dropDown > MadCap:dropDownHead > MadCap:dropDownHotspot (

n* w H
My Topic
Here is some general text for this topic. Replace it with your own content. See
madcapsoftware.com.
Here is some new text. @
Added

Drop-Down Example

Here igllome general text for this topic. [ This text is conditioned for ONLINE OUTPUT. ]

Here, e general text for this topic. [ This text is conditioned for PRINT OUTPUT. ]
rFor more Information call | 858 123 456/ |.

Related Topics
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% And if you click the text to the right of the vertical bar, you will see that it is part of the drop-
down body and happens to be using the <p> tag.

= £ B I U P H1 H2 H3 H4 H5 Hé = =

Tag Info: MadCap:dropDown > MadCap:dropDownBody > p (

* W H

My Topic
Here is some general text for this topic. Replace it with your own content. See
madcapsoftware.com.

Here is some new text. @ Added

||||
Il
~

Drop-Down Example

Here is some general text for this topic. [This text is conditioned for ONLINE OUTPUT. ]

Here isigeneral text for this topic. [ This text is conditioned for PRINT OUTPUT. |
For more i ation call [ 858 123 4567].

Related Topics
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condition has been applied to it.

ﬁ Within the drop-down body, you see a couple of lines of text with a dashed border,
surrounded by green brackets. If you click in one of these lines of text, you will see that a

= & B I U P H1 H2 H3 H4 HS Hé =

Tag Info: MadCap:dropDown > MadCap:dropDownBody > p > MadCap:conditionalText (

* W H
My Topic

Here is some general text for this topic. Replace it with your own content. See
madcapsoftware.com.
Here is some new text. @ Added
Here is a snippet.

Drop-Down Example

Here is some general text for this topic. [This texft is conditioned for ONLINE OUTPUT.]

Here is some general text for this topic. [This tegis conditioned for PRINT OUTPUT.]
For more information call [ 858 123 4567 ].

Related Topics

Il
~
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Y% You also see some text with a yellow background, and a rectangle to the right of it in the
side bar. This is an annotation (comment) that somebody inserted. If you click either that
text or the rectangle, the info bar tells you that it is an annotation, as well as who created
and modified it.

e £ X B I U P H1 H2 H3 H4 H5 Hé6 = = = =

Tag Info: MadCap:dropDown > MadCap:dropDownBody > p > MadCap:annotation Annotation: Crezted by Paul Stoecklein a few seconds ago. Modifiec

4 3
* W H A
My Topic

Here is some general text for this topic. Replace it with your own content. See
madcapsoftware.com
Here is some new text. @ Added
Here is a snippet.

Drop-Down Example

Here is some general text for this topic. [ This text is conditioned for ONLINE OUTPUT. |

Here is some general text for this l(#)ic. [This text is conditioned for PRINT OUTPUT.] @ My annotation

For more information call [ 858 123 4587 1.
Related Topics
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% The next unique piece of content is a phone number surrounded by blue brackets. When
you click this, you will see that it is read-only text, and the info bar tells you it is a variable.

= £ B I U P H1 H2 H3 H4 H5 Hé = iz

Tag Info: p > MadCap:variable (

* *My Topic

Here is some general text for this topic. Replace it with your own content. See

madcapsoftware.com.

Here is some new text. @ Added
Here is a snippet.

Il
~

Drop-Down Example
Here is some general text fo'opic. [This text is conditioned for ONLINE OUTPUT.]

Here is some general text for topic. [This text is conditioned for PRINT OUTPUT.] @ My annotation

For more information call [ EEEREEEERY |-

Related Topics
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Y% And finally, the gray box at the bottom of the topic already lets you know that it is a Related
Topics link, which cannot be edited in Flare Online. When you click in this box, the info bar
shows you that it is indeed a Related Topics link within a <p> tag.

== &£ B I U P H1 H2 H3 H4 HS5 Hé6 = = = =
Tag Info: p > MadCap:relatedTopics <
* W H
My Topic

Here is some general text for this topic. Replace it with your own content. See

madcapsoftware.com.

Here is some new text. @

Added

Here is a snippet.

Drop-Down Example

Here is some general text for this topic. [This text is conditioned for OMLINE OUTPUT.]

Hamdglsome general text for this [topic. [This text is conditioned for PRINT OUTPUT.] @ My annotation
information call [ 858 123 4567 ].

Form

Clickable Tags

You can click any tag in the info bar, and the corresponding area in the content file will be selected
as well.

¢ EXAMPLE You have a topic with a numbered list, and the cursor is currently located within
it, at the end of step 3. Notice that the info bar describes the tag structure. The broadest
tag is <body>, which essentially holds all of the content in the file. This is followed by <ol>
(which is an ordered, or numbered, list), since the cursor is located within that list. Within
that tag is <li>, which represents the list item (in this case, the third list item). And finally,
within that list item is a paragraph (or <p> tag).
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Tag Info:|body = ol = |i > p (

Procedure 1

Here is some general text for this topic, followed by some steps.
1. Start by doing this thing.
2. Then do this other thing.
3. And then this thing]
4. And finally do this thing.

If you were to click li in the info bar, the list item would be selected. (Clicking the p tag
would look much the same in the editor.)

Tag Info: body = ol = i

Procedure 1

Here is some general text for this topic, followed by some steps.
1. Start by doing this thing.
2. Then do this other thing.
3.|And then this thing.

4. And ﬂnallyﬂis thing.

If you click ol in the info bar, the entire list area would be selected.
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Tag Info: body = ol

Procedure 1

Here is some general text for this topic, followed by some steps.
1. Start by doing this thing.
2. Then do this other thing.
3. And then this thing.
4. And finally do this thing.

A

And finally, if you click body, everything in the file would be selected.

Tag Info: body

Procedure 1
Here is some general text for this topic, followed by some steps.
1. Start by doing this thing.
2. Then do this other thing.
3. And then this thing.
4. And finally do this thing.

A
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Copying and Pasting Content

Keep the following in mind when copying and pasting content:

® Text When copying and pasting text, formatting is retained. This includes lists, hyperlinks, and
other styles (e.g., bold, italics, underline), even when the text is copied from applications
outside Flare Online.

AutoSave (@ off) -0 = Document! - Word 2 Paul Stoecklein ‘,.‘

File Home Insert Draw Design Layout References Mailings Review View Help |?| | 15 V|
'-_(:')Shapesv = T o+ B Header ~ .
H @ |[8)] 58 |[=]] & 4] [0

&2 lcans Footer ~
Pages Table Pictures 2 ED;' Reuse Add- Online Links Comment @ Text Symbols
- - - €0 3D Models ~ =~ Files ins~ Videos > @ Page Number ~ - -
Tables lllustrations Reuse Files Media Comments Header & Footer

D1

M

The show was taped for its first 36 seasons on the University of Texas campus, in Studio 6A of
the Communications Building. This venue could only support an audience of 300. In 2011, the
show was moved to the Moody Theater, which as a capacity of 2,750.

E> e Ad W & B q i=

i

i
i
¥
fi]

Tag Info: p

Austin City Limits
Created in 1974, Austin City Limits is a widely popular, award-winning music television show airing on public broadcast stations around the county.

Format

Episodes of Austin City Limits cover 60 minutes, either with two half-hour performances, or one hour-long performance. Shows also include interviews from the musical
artists

Venue

The show was taped for its first 36 seasons on the University of Texas campus, in Studio 6A of the Communications Building. This venue could only support an audience of
300. In 2011, the show was moved to the Moody Theater, which has a capacity of 2,?5D|

A

® Tables Formatting for tables is retained when copying and pasting within and between files in
Flare Online. Pasting tables from other software (e.g., Word, Outlook) will be inserted as
simple tables.

® |mages You can also copy and paste images, but only when you are doing so within the same
topic or snippet. It does not work from outside sources.
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When copying and pasting (and performing other actions, such as cut, select all, and undo), you can

use standard shortcuts (e.g., CTRL+C, CTRL+V) on your keyboard.

You can also right-click and select from a menu.

E

|I-‘r
-3

Tag Info: Multiple selected

Famous Austin Folks

Some famous people from Austin are:

Lance Armstrong
Stone Cold Steve Austin
Drew Brees
WAAAAAS
Sandra Bullock
Gary Clark, Jr.

Dabney Coleman
Farrah
Bill Hic
Lady B
Lyndor  Cut
Mike J
Tom Kl Copy
willie 1 (
Robert  paste
Dan Rz
Eliwal Delete
Renee

Select All
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Annotations

By selecting content in the editor and clicking [#4] in the toolbar, you can insert annotations (i.e.,
comments) regarding that content. Annotation text is placed in a rectangle in the sidebar to the

right. If you click the annotation rectangle, a line points to the content associated with the inserted
comment.

1. Select the text that
you want to associate
with a comment.

L X B I U 1 H2 H3 H4 H5 H& = = = =

Tag Info: p > MadCapff potation Annotation: Created by Jeff vzki a few seconds ago. Modified by Jeff Lebowski a few seconds ago.

* Lorem ipsum dolo met, consectetir adipiscing elit. |SVERN JERTEET T TR g ] ° Here is & comment.
"ccumsan. J{[V{Eu) velit, ornare vek orci vel, mollis Irhngilla mauris. Dondc sagittis elemensum | i
arcy, at gravida pu llis id. ITips

1

2. Click this button.

3. Enter your
annotation texthere.

When authors review the file in Flare Desktop, they can manually incorporate feedback from
annotations and then remove them as necessary.
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Breaks

You can insert break tags by pressing SHIFT + ENTER on your keyboard.

% EXAMPLE You have a topic in Flare Desktop that looks like the following, and you send it to
someone for review in Flare Online.

= Feature 1

Here is the first paragraph in this topic. The reviewer is going to add a break <pr= after this.

Here is another paragraph. When the topic is returmned from the reviewer, we should see the new break.

In Flare Online, the reviewer places the cursor at the end of the first paragraph.

B I U P H1 H2 H3 H4 H5 Hé6

Taq Info: p

Feature 1 V

Here is the first paragraph in this topic. The reviewer is going to add a break <br= after this
Here is another paragraph. When the topic is returned from the reviewer, we should see the new break.
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% After pressing SHIFT + ENTER, a break tag is added, but the only change seen is extra
space between the paragraphs.

= B I U P H1 H2 H3 H4 H5 Hé

Tag Infoi p

Feature 1
) Here is the first paragraph in this topic. The reviewer is going to add a break <br= after this.

Here is another paragraph. When the topic is returned from the reviewer, we should see the new break.

The reviewer submits the topic. After you accept the change and bring the topic back into
the project, replacing the old version, you can see the tag when you view the topic in the

Text Editor.
1 <?uml version="1.8" encoding="utf-8"2>
2 <html xmlns:MadCap="http://www.madcapsoftware.com/Schemas/MadCap.xsd">
3 <head>
4 </head>
5 <body>
6 <hl>Feature 1</hl>
7 <p>Here iz the first paragraph in this topic. The reviewer is going to add a break &1t;brigt; after thifp)
3 <prHere is another paragraph. When the topic is returned from the reviewer, we should see the new break.lefp
] </body>
1@ E </html>»
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Conditions

If conditions have been applied to content, that content will display with a dashed border,
regardless of the color of the conditions in the project. Conditions that are set inline also show

brackets on the left and right sides of it.

ﬁ EXAMPLE You have a topic in Flare Desktop that looks like the following. Notice that a
sentence within the first paragraph has a red condition tag applied. Below it, an entire

paragraph has a blue condition applied.

Procedure 3 v

Here is a paragraph. ;g This second sentence has a condition seton it. 3

) This entire paragraph has a different condition set on it. Notice the dashed border.

This paragraph does not have any conditions set on it.

How to Perform Procedure 3

1. This is the first step.
2. Thisis the second step.
3. Thisis the third step.
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ﬁ When this topic is opened in Flare Online, it looks like the following, with the first condition
shown within brackets and a dashed border. The second condition is set at the block level,
so it just has a dashed border.

Procedure 3

Here is a paragraph. [This second sentence has a condition set on it.]

) This entire paragraph has a different condition set on it. Notice the
dashed border.

This paragraph does not have any conditions set on it.

How to Perform Procedure 3
1. This is the first step.
2. This is the second step.
3. This is the third step.

You can cIick in the toolbar to toggle between showing and hiding the colored square
and background associated with the condition.

Procedure 3

Here is a paragraph. |.This second sentence has a condition set on it.

This entire paragraph has a different condition set on it. Notice the dashed
border.

This paragraph does not have any conditions set on it.

How to Perform Procedure 3
1. This is the first step.
2. This is the second step.

3. This is the third step.

NOTE Reviewers can make changes to the content (unless it happens to be read-only), but
they cannot make changes to the condition tags themselves.
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elLearning Question Sections

If an author sends a topic or snippet for review that includes an elLearning question section (i.e.,
question, answers, and sometimes feedback and a Submit button), it displays in the Review Editor
and can be edited. For more details about learning & development (i.e., eLearning), see the Flare
Desktop Help system.

Permission Required?

No special permission is required for this activity. All users who are associated with the review
process for the specified file are allowed.

How to Edit an eLearning Question Section

1. Onthe Reviews page, open a topic or snippet that contains a question section.

2. Do any of the following:

CHAPTER 3

Replace or delete text for the question, answers, or feedback.
Select an answer's circle or square so that it is marked as correct.
Press ENTER at the end of any answer to add a new answer.

If you want to add other content below the question section, press the down arrow on
your keyboard until you see the horizontal cursor at the very end. Then, press ENTER to
create a new empty paragraph.
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Images for Reviews

You can insert, edit, and move images in Flare Online's Review Editor.

NOTE In order to use this feature in Flare Online, the file to be reviewed must have been
sent from the latest version of Flare Desktop.

Inserting New Images

After opening a file for review, you can insert new images in it.
How to Insert an Image

1. Inthe local toolbar of the Review Editor, click @

B I U P H1 H2Z H3 H4 H5 Hé6 = =

Procedure 1

Here is some text for a topic.

Ga [1
Tag Info: p A

2. Inthe dialog, select the File three-dot menu for the Open dialog, then navigate to and choose

a new image.

3. (Optional) You can add alternate text (i.e., alt text) to the image. Alternate text is used to

display when the image is not available, such as when a disabled individual is using a screen

reader. Click the Alternate Text field and enter a description.

4. (Optional) You can change the size of the image. Select to make selections in a popup.

The Height or Width field at the top of the popup lets you select a variety of settings. The Unit

field at the bottom of the popup lets you select a variety of absolute and relative units of
measurement.

5. CIicklE' to save your work.
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File Types Supported

= PNG
" GIF

" JPG
= BMP
" SVG
" TIFF

File Size Limit

15 MB

Editing Image Properties

Once animage is in a file, you can edit the image properties.

How to Edit Image Properties

1. With the topic or snippet open in the Review Editor, select an image you want to edit.

2. Inthelocal toolbar of the Review Editor, click @

3. Since you are reviewing, you can only upload a new file from your local system. In the dialog,
select the File three-dot menu for the Open dialog, then navigate to and choose a new image.

.../.../FullColorLogo.png wee
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4. (Optional) You can add alternate text (i.e., alt text) to the image. Alternate text is used to

display when the image is not available, such as when a disabled individual is using a screen

reader. Click the Alternate Text field and enter a description.

Enter a description of the L
image for alternate text. r

CHAPTER 3
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5. (Optional) You can change the size of the image. Select to make selections in a popup.
The Height or Width field at the top of the popup lets you select a variety of settings. The Unit
field at the bottom of the popup lets you select a variety of absolute and relative units of
measurement.

Enter a size for the image.

N\

oo o

Click for size aftributes ;(_]dpx - {J Click drop-down in popup to select
(e.g., width or height, ml width and height settings.
length, unif).
é;a' x: Click drop-down in popup to select
P M absolute and relative units of
j measurement.
Cancel OK

6. CIicklE' to save your work.

NOTE When resizing objects, you can ensure the aspect ratio is maintained. For example, if
you want certain objects to be resized so that each is exactly 3 inches high, you can make
sure the width of each object is adjusted accordingly to stay in proportion. To do this, first
set the height at 3 inches. You would not set the width property at all. In the same way, if
you were to specify an exact width, you could maintain the aspect ratio by not setting the
height.

NOTE Please be aware that if you are using percentage for the size of an object, the
percentage refers to the block containing that object, not to the object itself. For example, if
you have an object in a topic and set the width to 60%, this does not mean that the object
will be reduced to 60% of its size. Instead, it means that the object will be resized so that its
width is 60% of the "container” where it is inserted.

NOTE By default, a new image does not contain an alternate text attribute, unless you
specifically add alt text in the Insert Or Edit Image dialog. However, alt attributes on images
are required for Section 508 compliance, even if the string is empty or null (alt="").
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Dragging and Dropping Images

You can drag and drop images inside a topic or snippet in Flare Online. When you click on an image
and begin dragging, you'll notice a somewhat transparent version of the image following your
mouse.

Attractions

There are many places to visit in Austin. Three of these are the State Capitol, Zilker Park, and Lady Bird Lake.

——

i

 Capitol
[:] CEIDIT.D| of Texa;. The Texas State Capitol building were finished in 1888. It boasts 22 acres with numerous monument
[ amil Way monument and miniature Statue of Liberty.

il a popular recreational area offering many activities. Some of these are hiking, picnics, volleyball,
chlldren The area is also home to Zilker Botanical Garden and the Austin Nature and Science Center.

After releasing the mouse button, the image is settled into its new location.
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Attractions

There are many places to visit in Austin. Three of these are the State Capitol, Zilker Park, and Lady Bird Lake.
WA

State Capitol

Austin is the capitol of Texas. The Texas State Capitol building were finished in 1888, It boasts 22 acres with numerous monument
Histary Memorial, the Vietnam Way monument and rniniature Statue of Liberty.

Zilker Park

Covering 351 acres, Zilker Park is a popular recreational area offering many activities. Some of these are hiking, picnics, volleyball,
children. The area is also home to Zilker Botanical Garden and the Austin Nature and Science Center.

Copying and Pasting Images

You can copy and paste images, but only when you are doing so within the same topic or snippet. It
does not work from outside sources.
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Accepting Images in Flare Desktop

After reviewed topics and snippets are submitted, they are added to the owner's review inbox in
Flare Desktop.

If the author accepts the file back into the local project in Flare Desktop, any images that were
added in Flare Online will be stored in the Resources > Images folder in Flare Desktop by default. If
the Images folder doesn't yet exist, Flare Desktop will create it for you.

If there is a conflict (e.g., you already have an image in the project with the same name), a wizard
opens so that the author can resolve the conflicts. The author can select a different location in
Flare Desktop to store the image and/or give it a different name.
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Lists

Flare Online's Review Editor supports bulleted, numbered, and definition lists.

Bulleted and Numbered Lists

In addition to editing bulleted and numbered lists that are part of a topic or snippet being reviewed,
you can create new lists.

How to Add a Bulleted or Numbered List

1. Inthe local toolbar of the Review Content Editor, click E=] (for a bulleted list) or =] (fora
numbered list).

2. Type text and press ENTER.

3. Type text and press ENTER to create a new bullet or number and repeat.

If you want to create another level in the list, click =] in the toolbar. If you are on an indented
list and want to go back to the outer level, click = in the toolbar.

4. If you want to end the list, press ENTER at the end of the final list item one more time to go
back to a <p> (paragraph) tag.

Definition Lists for Reviews

If an author sends a topic or snippet for review that includes a definition list, it displays in the
Review Editor and can be edited. In addition, a reviewer can use a button in the Review Editor
toolbar to create a new definition list. For more details about definition lists, see the Flare Desktop
Help system.

Definition List Tags

Definition lists contain three basic tags:
® <dI> The outermost tag that serves as the container for the entire list.

® <dt> The first interior tag that represents a term.
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® <dd> The second interior tag that represents a definition.

When you click any of the content in a definition list shown in the Review Editor, the info bar at the
top indicates whether the cursor is placed on a term or a definition.

-~ B I U P H1 HZ H3 H4 HS H6 s =E = = Ga] [1]

Tag Info: dl = dt (

Feature 3
* Lorem ipsum doalor rit amet, consectettr adipiscing elit. Eusce blandit sapidn a dolor accumsan “ccumsan. Nullam nepue velit,

auctor in aligual nec, fringilla id dnlor. Suspendisse bhbendum imperdiet korem ac placerat. Akiguam purus maurir, ornare tincidunt
gutrum ey, gravida gtis nisi. Integer pukvinar lacus libern, eget volutpat enil finibus non. Aligu’'m erat volutpat. Ph'sellus finibus telpus
nisl.
Definitign List
Term 1|

Definition
Term 2

Definition
eLearning
How much do apples cost?
() 10cents each
O 20 cents each
() Way more than that

CORRECT FEEDBACK
Correct!

INCORRECT FEEDBACK
MNope. They cost more than that.

Submit
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-~ B T U P H1 H2 H3 H4 HS5 H6 i= =

Tag Info: dl > dd (

Feature 3

* Lorem ipsum dolor rit amet, consectetir adipiscing elit. Eusce blandit sapidn a dolor agcumsan “ccumsan. Nullam nepue velit,
ornare vek orci vel, mollis frhngilla mauris. Dondc sagittis elemensum arcy, at gravida puam mellis id. Suspdndisse lectus augte,
auctor in aligual nec, fringilla id dnlor. Suspendisse bhbendum imperdiet korem ac placerat. Akiquam purus maurir, omare tincidunt

gutrum ey, gravida gtis nisi. Integer pukvinar lacus libern, eget volutpat enil finibus non. Aligu'm erat volutpat. Ph'sellus finibus telpus
nisl.

Definition List

Term 1
Definition| (
Term 2

Definition
elLearning
How much do apples cost?
O 10 cents each
O 20 cents each
O ‘Way more than that

CORRECT FEEDBACK
Correct!

|

'
(]
[iil
Y

INCORRECT FEEDBACK
MNope. They cost more than that.

Submit

How to Add a New Definition List

1. Inthe local toolbar of the Review Editor, click E The info bar changes to show that you have
created a <dI> (definition list) tag with a <dt> (definition term) tag within it.

2. Type the term text and press ENTER. The next line is now a <dd> (definition) tag within the
<dl> tag.

3. Type the definition text and press ENTER.

The new line is initially a <dd> tag as well, which allows you to enter additional text for a
definition.

If you don't want an additional line for more definition text, press ENTER again. This creates a
new line, which allows you to enter a new term and repeat the process.

If you want to end the definition list, press ENTER one more time to go back to a <p>
(paragraph) tag.
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How to Edit an Existing Definition List

1. Inthe Review Editor, at the end of a term, press ENTER to create a new line, which will be a
definition.

2. After entering a definition, press ENTER.
This creates a new line, which allows you to enter additional text for a definition.

If you don't want an additional line for more definition text, press ENTER again. This creates a
new line, which allows you to enter a new term and repeat the process.

If you want to end the definition list, press ENTER one more time to go back to a <p>
(paragraph) tag.
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Markers

The tags and markup that are necessary for Flare topics and snippets are represented by various
markers in the editor. These provide a visual cue that more than simple text is present. In many
cases, the reviewer probably won't need to—or even be allowed to—make changes to the element.
But it is important to know that one of these elements is present so that it does not get deleted

accidentally.

I
Il
.
Il

Tag Info: hl

Marker Examples

Here are various elements that can be part of a file being reviewed.

Drop-Down

Haotspot
Body

Cross-Reference
See Feature 2.
Variable

[ My Company Name, LLC ]

Snippet
Here is text in a block snippet.

There is a text snippet at the end of this paragraph.
This is an example of a text snippet.

Bookmark

* Bookmark here

QR Code

OR Code
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Marker Elements

Blue Brackets Footnotes

[ ] Variables

(Used for read-only content)

Blue Hotspot, Arrow, Vertical Bar  Drop-Downs
Hotspot
Body

Blue Text Cross-References

some text Text Hyperlinks

Topic Popups

Colored Square and Background

|.Cor1d|‘tion

Conditions Applied and Shown

Dashed Border

Condition

CORRECT FEEDBACK
Cormect!

INCORRECT FEEDBACK
Mope. They cost more than that.

Conditions

elLearning Feedback
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Marker

Elements

Gray Box

[ ]

3D Models

Page Breaks (light gray)

Concept Links

Page Footers

Forms/Fields

Page Headers

Keyword Links

Proxies

Multimedia

Related Topic Links

QR Codes

Shortcuts

Green Brackets

[]

(Used for editable content)

Code Snippets

Responsive Content

Divs Spans
Glossary Term Links Subscript
Inline Conditions Superscript

Micro Content

Text Popups

Redacted Text

Togglers
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Solid Border Snippets
‘Here is a snippet. ‘ elLearning Submit Button
Star
Bookmarks Index Keywords
*
Concepts Scripts
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Snippets for Reviews

A snippet is a chunk of formatted content inserted into a topic (or another snippet). As long as the
author has included a snippet as part of the review package, you can edit it in the Review Editor, just
as you can edit topics.

A border displays around an inserted snippet (in most browsers), and it is read-only until you open it
separately to edit it.

Feature 1

Lorem ipsum dolor rit amet, consectettr adipiscing elit. Eusce blandit
sapidn a dolor accumsan “ccumsan. Nullam nepue velit, ornare vek orci
vel, mollis frhngilla mauris. Dondc sagittis elemensum arcu, at gravida
puam mollis id.

» Suspdndisse lectus augte, auctor in aliqual nec, fringilla id dnlor.

» Suspendisse bhbendum imperdiet korem ac placerat.

« Akiquam purus maurir, ornare tincidunt qutrum eu, gravida qgtis
nisi.

+ Integer pukvinar lacus libern, eget volutpat enil finibus non.
Aliqu'm erat volutpat. Ph'sellus finibus telpus nisl.

You can open snippets from their point of insertion in a file and make edits in a popup window. This
means you do not need to interrupt the flow of editing the topic (or another snippet) in order to edit
a snippet within it.
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How to Edit a Snippet in a Popup

1. In Flare Online open a file in a review package.
2. Open areview file that has a snippet inserted into it.

3. Inthe Review Editor click the inserted snippet.

4. In the toolbar popup under the snippet, click .

nippet inliﬂi

2 BU

NOTE You can also right-click the snippet and select Edit Snippet.

5. Inthe popup editor, make changes to the snippet.

6. Click Submit and close the popup window.
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Tables for Reviews

Flare Online's Review Editor supports tables. This means that reviewers can insert new tables, as

well as make edits to existing tables.

Inserting New Tables

After opening a file for review, you can insert new tables in it.
How to Insert a Table

1. Inthe local toolbar of the Review Content Editor, click D

Tag Info: p Tracked Changes: Change by Lloyd Dobler a few seconds ago

Procedure 1

This is regular content.

[ This paragraph has been flagged as micro centent. ]

v
II

2. Inthe drop-down, hover over the squares representing the number of rows and columns that

you want, and click.

FS

-

Lloy

6x5

3. Click in any of the table cells and add content.
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Editing Tables

If a table already exists, not only can you can edit the content in it, but you can add or delete rows
and columns. You can also delete an entire table.

How to Add Rows and Columns

1. Right-click in a row or column near where you wan to add a new one.
2. Inthe context menu, select one of the options:

" |nsert Row Above

" |nsert Row Below

® |nsert Column to the Left

® |nsert Column to the Right

How to Delete a Row or Column

1. Right-click in a row or column that you want to remove. If you want to delete multiple rows or
columns, you can click and drag to select them first, before right-clicking.

2. Inthe context menu, select Delete Row or Delete Column.

How to Delete a Table

1. Right-click anywhere in the table that you want to remove.

2. Inthe context menu, select Delete Table.

Copying and Pasting Tables

Formatting for tables is retained when copying and pasting within and between files in Flare Online.
Pasting tables from other software (e.g., Word, Outlook) will be inserted as simple tables.
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What's Noteworthy?

NOTE At this time you can add only regular rows and columns. You cannot add header or
footer rows.

NOTE Although you can insert and edit tables, you cannot apply table stylesheets to them
in Flare Online to affect the look. When a file with a newly inserted table comes back into
Flare Desktop, it does so as a plain table. After the author accepts the file in Flare Desktop—
replacing the old version of that file—a table stylesheet can be applied to the table at that
point.

CHAPTER 3 93



| Submitting Review Files

Reviewers can return to a file in the Pending pane repeatedly over time to make changes to it. When
reviewers finish working on a file and do not need to make any further edits, they submit the file.

Permission Required?

No special permission is required for this activity. All users who are associated with the review
process for the specified file are allowed.
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How to Submit Review Files

On the left side of the interface, click Reviews.
From the top navigation, click Reviews.

From the appropriate Packages pane (e.g., Pending, Sent), find the relevant review package,
and select Show files D

Select Files or TOC at the top for your preferred view. If an owner chooses not to associate
files with a TOC when initially sending a review, a TOC will not be applicable to your review
package.

Select a file. It displays in the Review Editor to the right.
Edit the file.

In the upper-right corner, click Submit.

Pending / Package Content Module 1 | . Procedures | D Procedure1.htm Submit

Files TOC

| [ Procedures.htm )

Tag Info: body = p
[ Procedured.htm

Procedure 1

Lorem |p5um dolor rit amet, consectettr adipiscing elit. Eusce blandit sapidn a dolor
accumsan ccumsan Nullam nepue velit, ornare vek orci vel, mollis frhngilla mauris @ Verify content.

Procedure1.htm ar-motlis-id-Suspdndisse lectus augte,
| D auclur in allguammlw?dn\or Suspendlssmndm\m‘g{ korem ac

aceral |quam purus maurir, ornare tincidunt quirum eu, grawda qtis nisi. \HlE‘gE[ @ Deleted

All review files loaded. uk\flnar lacus Ilbem eget volutpat enil finibus non. Aligu'm erantgulmgal Phrsellus
§|n|5u5 telpus ms

[ Procedure2 htm

8. Repeat the steps for every file included in the review package (i.e., select the file, edit the file,

and submit the file).

The reviewer is done submitting once all the files in the queue are complete. This moves the
review package to the Submitted pane. Files can be viewed from there and edited still, but
once the owner closes the file, it can no longer be edited in Flare Online.
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| Setting Notifications for Reviews

In your account settings, you can choose when to be notified for specific activities. The user who is
notified depends on the activity. For more information, see the Help system.

Lloyd Dobler

Idobler@ahem.madcapsoftware.
com

R&D

La Jolla, CA

(123) 456-7890

(123) 098-7654

Settings
2| Password
> Access

</ Assign New Task

O Activity

Permissions
1 Notifications
Deactivate

| Delete

CHAPTER 3

Motifications

Send notifications by

Notification Center Email

Send notifications when

Y
&

O 000

A

A

O

Builds
Checklists
Licenses
Projects

Reports

L

(I < I < I < I < I <

Reviews

Review Completed
Review Created

Review Document Failed
Review Package Closed

Review Package Submitted

O 0000

A

Sites

Tasks

Teams

Translation

Users

Cancel

Save
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CHAPTER 4

Other Activities for Reviews

In addition to the main activities, there are some other tasks you might perform regarding this
feature.

This chapter discusses the following:

Managing Review Packages ... 98
Creating Review Packages ... 113
Viewing Review Profiles ... 116
Updating Review Status ... 120
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| Managing Review Packages

Once review packages are in Flare Online, SMEs and authors can edit, annotate, set status, and
send files back to the owner.

In addition to the reviewing and editing capabilities, bundling files in a review package provides
authors with options for managing packages and files in Flare Online. How you use and control the
available options depends on what is important to your specific review workflow.

Permission Required?

For this activity, you must have the following permission setting:

Manage Reviews
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Why Manage Reviews?

Package Updates Review packages can be adjusted after they are created and sent for
review. You can easily access the Review Package profile to add or delete files for a package,
add or remove reviewers, change the TOC, or update the status of a package for any review
package thatis in Flare Online.

Revision History You can glean information from the Projects > Commits page since it acts
as a history log for file versions that are connected to your local project in Flare Desktop. The
commit ID is a reference point for when an item was created in the repository regardless of
what it includes (e.g., review packages, files).

Timely Feedback Collaborative content reviews are a vital part in the documentation process.
The review packages feature enables owners to keep an active eye on any reviews in
progress. Stale statuses or date and time gaps can trigger owners to follow up on progress.

Tracking Use the data grids to follow every aspect of a review package as it moves through
the review process. You can click different path links in the Reviews interface to locate and
find more information about projects, files, or users in Flare Online. You can filter and sort
data to quickly search statuses, names, dates, projects, etc.

Viewing Status Virtually every component in Flare Online reviews captures some sort of
status. For example, status is reflected in the Review Explorer, the package overview, the right
Side Panel, the grids, and the profiles. It ranges from what state the package is in, the overall
status of all files in a package, to the individual reviewer status and where they are with a
given file. Flare Desktop and Flare Online work together to maintain the current state of files
in a review package to their respective environments; giving momentum to the review
process.
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Packages and Files Grids

The Packages grid displays all the review packages in Flare Online, while the Files grid shows all
files sent for review regardless of the package. The grids provide a way to view, modify, or compare
data. Each grid has a local toolbar, and most column elements are clickable, leading you to relevant

pages, context menus, and profiles for further inspection of details and manipulation.

The main difference between the two grids is a matter of perspective—for managing reviews. You
can do many of the same functions (e.g., adding reviewers, setting statuses, adding files), but the
grid you use depends on if you want a package- or files-centric view of the project. Of course, there
some things unique to each grid. For example, if you have a file in a package but are not sure which

one, you can search the Files grid to find it.

® Packages Grid Displays every review package. In the Packages local toolbar you can set

package status , delete review packages , and customize grid columns . Columns
include: Name, Status, Review Owner, Reviewers, Project, Branch, Commmit ID, Created On,
Description, and TOC Path. Many of the columns include a filtering function ] for finding

specific items. In the main toolbar, you can click to create a new review package.

The Packages grid also includes a Create Review Package button where you can start a new

package.

Review Package Grid

. _ Click to start a new review package
Reviews .
Reviews directly in Flare Online.
Files o & Local toolbar. [Feice Tt Larger bution to start a reate Review Package
Data grid shows all new review package.
-
M EE TS = Meme 7 Stais 7 Review Owner 57 Reviewers
M Analytics Procedures Open . Paul Stoecklein Q e ,_.
@ O @ Module7 Introduction Topics ~ Closed . Paul Stoecklein q ‘ @
Sites
Select a package to set @ Procedure3.htm Closed . Paul stoecklein Q e
status or to delete it
(from the local toolbar) O @ Attractions.htm Closed . Paul Stoecklein 3 ‘
X7 Tasks
[m} @ ACL-Format.flsnp Closed . Paul Stoecklein 1’ Q e
0o
& ES O @ Austin-City-Limits.htm Closed . Paul Stoecklein 3 ﬁ e
® Users (] The three dot menu leads | closed . Paul Stoecklein 1’ Q ﬁ
tothe Review Package
profile.
O @ Closed . Paul Stoecklein 3 ﬁ e
[m} @ Feature3.htm Closed . Lloyd Dobler .
a @ Whats-New.htm Closed . Paul Stoecklein @ @ e .
[m} @ Procedure1.htm Closed . Paul Stoecklein @ @ e Q
a @ Getting-Started. him Closed . Paul Stoecklein @ @ e .
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" Files Grid Displays all files sent for review. In the Files local toolbar you can set file status ,

and customize grid columns E columns include: File Name, Status, Path, Review Package,
My Status, My Submitted Date, All Users Status, All Users Submitted Date, Review Owner,
Created On, Reviewers, Project, Branch, and Commit ID. Many of the columns include a
filtering function | for finding specific items. In the main toolbar, you can click B to create
anew review package.

Review Files Gnd

At-a-glance file status for

Click to start a new review

Reviews i i . . . i
pencka (£ G + package directly in Flare Online_ feviewers.
Yellow circle =To Do
A Purple dot = In Progress
R Home Packages Files L] Local toolbar. Cancel Blue checkmark = Submitted
-
B File Name Y Status Y Review Package h'e Review Owner 57 Revie
Data grid shows all
files regardless of the (| D Whats-New.htm Accepted @ Module7 Introduction . . Paul Stoecklein o & ©
package. -
1 More-Information.htm Accepled @ Module? Introduction . . Paul Stoecklein ? e @
, o 2 P ! o € €
@ Sites
1 Get o Accepled @ Module7 Introduction . . Paul Stoecklein Q e @
i o D Lockindicates the © €0 W
;,O Reviews file is closed and
L i Closed @ Procedure3.htm . Paul Stoecklein el '
O D cannot be edited &k @)
ﬁ Tasks ~
O P! Attractions.him Accepted @ Attractions.htm Paul Stoecklein % ’b
0o o B . IS
2o Teams O D ACL-Format flsnp Accepted @ ACL-Format.fisnp John Johnson “oecklein % e(.b %
Select a file to set .
Q sltatu?t(frolrgﬂ;e D Austin-City-Limits.htm Accepted @ Austin-City-Limits.htm 300 =~ oecklein % ?('a 'ED
ocal toolbar).
, . — a
O D South-by-Southwest.him Accepted @ South-by-Southwestht.. )\ - b n oecklein _% ?@ té
H L Accepted @ Music.htm n--! “ioecklein % ? e
o The three dot menu leads John Johnson o €2
to the Review File profile.
O H D Accepted @ Feature3.htm o Lloyd Dabler %
O D Whats-New.htm Closed @ Whats-New.htm . Paul Stoecklein @ @ 9
1 Procedurel.htm Closed @ Procedure1.ht . Paul Stoecklein @ @ 5
O D ose rocedure htm e
O D Gerting-Started.htm Closed @ Getting-Started him . Paul Stoecklein @ @ 9
= _ P

&

Items per page: 25

- 1-250f88

v

> 2
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Updating Review Packages

With the permission to manage reviews, you can make changes to a review package after it has
been created and uploaded to Flare Online.

How to Add or Remove Reviewers

1. Onthe left side of the interface, click Reviews.
From the top navigation, click Grids.

Select Packages.

> W™

For the review package you want to add reviewers to or remove reviewers from, select its
icon (under the Name column). The Review Package profile opens.

Packages Files

|:| I Mame ? Status ‘? Review

Procedures Open .
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NOTE Alternatively, you can click the three dot vertical menu and select View

Reviewers. This way also opens the Review Package profile, directly to the Reviewers

option.

(=R} =]

(=R} =] (=R} =] (=R} =]

(=R} =]

Mame

Vv

Show Activity

View Files

o Eliamie

View Reviewers

Delete Review Package

5. Select Reviewers.
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6. On theright, the current reviewers are listed. Select Edit.

CHAPTER 4

Procedures

Status: Open

Project: Module 1
Branch: master
Commit ID: a437f312
Source: Flare Desktop
TOC: None

Owner: Paul Stoecklein

2| Overview

7 Settings

] Files
22 Reviewers
5 Activity

| Delete

" Open Review Package

Reviewers

e Jeff Lebowski (Author)

. Lloyd Dobler (Author)

:’II Minny Jackson (Author)

Edit

All reviewers loaded.
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7. From the list of available reviewers, select to add a reviewer (or deselect to remove a
reviewer.) Click Save.

NOTE You can also use the Files grid to add or remove reviewers. The process is the
same except you would select the review package icon under the Review Package
column.

Packages Files

D File Mame ? Status ? | Review Package ?
2 D Music.htm

Open Texas-Music
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How to Add or Remove Files

1. Onthe left side of the interface, click Reviews.

2. From the top navigation, click Grids.
3. Select Packages.
4. For the review package you want to add files to or remove files from, select its icon (under the
Name column). The Review Package profile opens.
Packages (]
O | Mame RTd Status Y Review
| Procedures Open .
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NOTE Alternatively, you can click the three dot vertical menu and select View Files.
This way also opens the Review Package profile, directly to the Files option.

Mame "T('

Qoo

Show Activity

Qoo

View Files

Qoo

View Reviewers

Qoo

Delete Review Package

Qoo
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5. Select Files.

6. Ontheright, the current files are listed. Select Add Files. Also, to delete a file, you can click the

trash icon to the right of the file.
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Status: Open

Project: Module 1
Branch: master
Commit ID: a437f312
Source: Flare Desktop
TOC: None

Owner: Paul Stoecklein

2| Overview

7 Settings

Files
22 Reviewers
5 Activity
] Delete

" Open Review Package

Files

C-Procedure-Topics/Procedures.htm

C-Procedure-Topics/Procedure3.htm

C-Procedure-Topics/Procedure2.htm

DD

C-Procedure-Topics/Procedure1.htm

All review files loaded.

Add Files ~

Ch Ch Ch

Ch
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7. From the popup, select other files from the project to add to the review (or deselect to remove
files.) Click Add and Save Files.

| g

4

B - A-ntroduction-Topics
O [ Geting-Started.htm
[ More-Information.htm
[0 [0 wWhats-New.htm

[0 > B-Feature-Topics

[0 > C-Procedure-Topics
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NOTE You can also use the Files grid to add files. The process is the same except
you would select the review package icon under the Review Package column.

Packages Files

D File Mame ? Status '?

Review Package ?

O 2 D Music.htm Open Texas-Music
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How to Delete a Package

1. Onthe left side of the interface, click Reviews.
2. From the top navigation, click Grids.

3. Select Packages.
4

. Do one of the following:

® From the package row click , and select Delete Review Package. The Review Package
profile opens to the Delete option.

Marme ?
E Armea Faatiiras
0O E Show Activity
0O c View Files
0O E View Reviewers
0O c Delete Review Package

® From the package row, click the package name icon.

D | Mame "T(' Stat

O 2 Acme_Features Op#

The Review Package profile opens to the Overview option. Select the Delete Option.

5. Confirm the delete action, and click Delete. Deleting a review package cannot be undone.
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|/ NOTE Alternatively, you can select one or multiple review packages to delete.
1. Select the package row. This action enables options in the top toolbar.
2. Click Delete Review Packages.

3. Inthe dialog, confirm the delete action, and click Delete.

Delete Review Packages?

Deleting a review package will permanently delete it.

Delete the following 3 items:
Procedures
Module? Introduction Topics
Procedure3.htm
Type "delete” in the field below to delete the 3 items.

delete

|/ NOTE If you add or remove files associated with a review package, keep the following in
mind—deleting a is a "soft" delete. If you add the same file back, it "undeletes" the file. But if
a reviewer is added or removed while it is deleted, those changes are reflected in the
package if the file is added back. If a package is closed and then reopened, you can opt to
reset file and reviewer statuses to the To Do state.
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| Creating Review Packages

There are a few ways to create review packages (e.g., from Flare Desktop to Flare Online, directly in
Flare Online). No way is better than the other but there are some considerations. For example, if you
are using Flare Desktop, creating a review package in Flare Desktop is convenient. If a TOC is
included in a review package, reviewers have the added benefit of being able to view files for review
in the TOC view. When a package is created from Flare Desktop's TOC Editor, it is favorable to
select single or multiple TOC nodes. Conversely, if you are working in Flare Online, it might be better
to create a review package in Flare Online. The disadvantage is that you select individual files for
review, and then separately select a TOC.

Permission Required?

For this activity, you must have the following permission setting:

Manage Reviews

Sending Review Packages (Flare Online vs. Flare
Desktop)

Send Review Packages Via... Caveats

Flare Online's Review Package Wizard You first select files for review, and then select a
TOC. When selecting files, you need to know in
advance what TOC those files are associated
with to select it in the subsequent wizard screen.
Selecting a TOC is optional, and only necessary if
you want reviewers to be able to review files in
the TOC view.
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Send Review Packages Via... Caveats

Flare Desktop's TOC Editor Sends individually selected files or multiple files
and folder nodes as a review package with a TOC
associated with it. This enables reviewers to
open files in Flare Online’s TOC view which
provides better context for content. In this case,
the TOC drop-down in the Send Files for Review
Wizard defaults to pick the TOC that the wizard is
initiated from.

TOC:

Online-TOC ~

Flare Desktop's Review Ribbon Sends individually selected files, or folders with
multiple files selected within them as review
packages. The files have no association with a
TOC. In this case, the TOC drop-down in the Send
Files for Review Wizard defaults to (none).
However, you can choose a TOC for the review
package if you want to (for reviews to display in a
TOC view in Flare Online).

(none) w

NOTE If you decide to create a review package in Flare Online, keep in mind that even
though the process starts in Flare Onling, it still ends in Flare Desktop (just like if you
initiated the process from Flare Desktop).
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How to Create a Review Package in Flare Online

Owners can initiate the review process in Flare Online directly, bypassing Flare Desktop as the
starting point.

1.

On the left side of the interface, click Reviews.

. From the top navigation, click Grids.

2
3.
4
§)

Select Packages (if not already selected).

. Inthe upper-right corner, select Create Review Package. The wizard opens.

. At a minimum, enter a Name, and select a Project and Branch. Click Next. You can optionally

enter a review package description.

NOTE You can only create a review package for a project in Flare Online that you are
a part of (i.e., a user or a team member of the project).

Expand the content folders to select files for the package. You can also select a folder to
choose everything under it. Click Next.

(Optional) You can choose a Table of Contents that is associated with the files selected. This
is only necessary if you want reviewers to be able to review files using the TOC view in Flare
Online. Click Next.

(Optional) Select reviewers. Click Next.

Review the summary of the package. Click Create Review Package. The new review package
displays in Flare Online's Reviews page.

NOTE You can optionally click the Back button on any of the wizard screens to
change review package information before creating it.

NOTE Depending on what you need to do, keep in mind that you can edit existing
review packages rather than create new ones. For example, you can add and delete
files or add and remove reviewers using the Review Packages profile.
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I Viewing Review Profiles

For authors, the Review Package profile and the Review File profile are available to view package
review settings. In order to make changes, then having permission to manage reviews is required.

Permission Required?

For this activity, you must have the following permission setting:

Manage Reviews

Review Package Profile

You can view a profile for a review package. It snapshots a working overview of the package and
allows you to perform activities for managing a review package. Some useful tasks include adding
or deleting files, adding or removing reviewers, and setting package status. Note that if a review
package is set to closed, then it closes all the files within it.

Summary of
review
package.
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Status: Open

Project: Module 1
Branch: master
Commit ID: a437f312
Source: Flare Deskiop
TOC: None

Owner: Paul Stoecklein

Options to
select. lts
corresponding
page displays
on the right.

[Z] Overview

V3 Settings

¢l Files

22 Reviewers
(© Activity
] Delete

<> Open Review Package

I Select fo see File

Qverview

3ToDo

FileName S Status
D Procedures.htm Open
D Procedure3.htm Open
D Procedure2.htm Open

D Procedurel.htm Open

My Progress

S’ Reviewers

Progress, My Progress
(option for reviewers only),
or All Users Progress.

0/4 Files
Submitted

. 11n Progress

Qe ?
ee?r
ee?
ee?r

Items per page: 25

-

1-40f4

116



How to View a Review Package Profile

1. Onthe left side of the interface, click Reviews.
From the top navigation, click Grids.

Select Packages.

> W™

Click the review package icon (under the Name column).

Packages Files E

|:| I Mame ?‘ Status ‘? Review

Procedures Open .
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Review File Profile

You can view a profile for a file in a review package. It opens with settings that show the review

status of the file. You can also see who's assigned as a reviewer for the file (and click to view the
user profile), see recent file activity, and open the review file directly from the Review File profile.

Summary of
fileand
relevant

review
package
information.
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D) Settings
South-by-Southwest. htm A cc ‘;p,[ ed
Status: Accepted

Package: South-by-Southwesth..

Project: New-Project

Branch: feature?

Commit ID: 2cBabfcB

Owner: Paul Stoecklein

Path: Content/South-by-Southwe
sthim

Options to

Z# Settings select Its
. _ < corresponding
22 Reviewers page displays

on the right.

Open Review File

Cancel
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How to View a Review File Profile

1. Onthe left side of the interface, click Reviews.
From the top navigation, click Grids.

Select Files.

> W™

Next to the file of interest, click the file icon (under the File Name column).

Packages Files

D File Mame ? Status ? Review Package ?

Music.htm Open Texas-Music
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| Updating Review Status

One of the benefits of having noticeable statuses throughout Reviews in Flare Online, is for authors
who are managing review packages to set statuses on-the-fly if necessary.

Permission Required?

For this activity, you must have the following permission setting:

Manage Reviews

Available Review Statuses

Review Package Statuses

® QOpen The review package is open for review. This is the default setting.

® Closed All files in the package are set to a closed status (i.e., the package can no longer be
reviewed). This can be set in the Review Package profile to put a review back into Flare
Desktop's inbox as is (i.e., the review is not complete) and archive the review at the same
time.

Review File Statuses

® QOpen The file is open for review. This is the default setting.
® Closed The file is closed for review.

® Accepted The file is accepted in Flare Desktop.
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Reviewer Statuses

® To Do The reviewer has not started editing the file yet. The status color is yellow.

® |n Progress The reviewer has started editing the file, but has not submitted it. The status
color is purple.

® Submitted The reviewer has edited the file and submitted it. The reviewer can still edit the file
until the owner closes it. The status color is blue.

Setting Status

The status can be set singularly through the package or file profile dialogs, or in bulk through the
set status dialogs.

How to Set the Package Status

In the review process, statuses are updated behind the scenes for the most part. However, there
might be circumstances from a management perspective where a status setting needs to be
updated manually.

1. Onthe left side of the interface, click Reviews.
2. From the top navigation, click Grids.

3. Select Packages.
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4. For the review package you want to set the status on, select its icon (under the Name
column). The Review Package profile opens.

Packages Files E

|:| I Mame ?‘ Status ‘? Review

Procedures Open .

5. Select Settings.
6. On the right, select from the Status drop-down (i.e., open, closed). Click Save.
® QOpen The review package is open for review. This is the default setting.

® Closed All files in the package are set to a closed status (i.e., the package can no longer
be reviewed).
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|/ NOTE Alternatively, you can set the package status for multiple packages (in bulk) from the
Packages grid local toolbar.

1. Inthe package row, select the check box.
2. From the local toolbar, select Set review package status.

3. Inthe Set Review Package Status dialog, select the drop-down and update the status.

Set Review Package Status

Status *
Open

An open review package means that the package is visible 1o
reviewers in the Submitted tab in the Review Explorer in Flare
Online and will be available for download in Flare Desktop.

[J Reset file statuses 1o Open and reviewer statuses 1o To Do

Set the status of the following 3 review packages:

Module7 Introduction Topics

Procedure3.htm

Austin-City-Limits htm

Cancel

4. Click Save.
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¢ EXAMPLE If a reviewer is working a package that is 'In Progress," and edits have been
made, an author managing the review can set the package to a "Closed" state.

@ Settings b4

Name *
South-by- South-by-Southwest.htm
Southwest.htm

Status: Closed
Project: New-Project
Branch: feature?
Commit ID: 2cBasfc8
Source: Flare Desktop
TOC: None . Paul Stoecklein
Owner: Paul Stoecklein

Description

Closed -

[£] Overview

' Settings

Table of Contents -

] Files

22 Reviewers
O Activity
1] Delete

Open Review Package Cancel Save
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@

South-by-
Southwest.htm

Status: Closed
Project: New-Project
Branch: feature2
Commit ID: 2cBasfc8
Source: Flare Desktop
TOC: None

Owner: Paul Stoecklein

2| Overview
’ Settings
'] Files
22 Reviewers
5 Activity
] Delete

" Open Review Package

% Then, the author could decide to set the package back into an "Open" state. Using the
Settings option for updating status, the author has the choice to either keep the previous
reviewer statuses by not selecting the given check box, or that person can select the check
box and all of the files statuses and reviewer statuses will be set back to the original "To
Do" status for that package.

Settings
Name *

South-by-Southwest.htm

Description

. Paul Stoecklein

Status *

Open

[ Reset reviewer statuses 1o To Do

Table of Contents

Cancel
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How to Set the File Status

In the review process, statuses are updated behind the scenes for the most part. However, there
might be circumstances from a management perspective where a status setting needs to be
updated manually.

—

. On the left side of the interface, click Reviews.
From the top navigation, click Grids.

Select Files.

> N

For the file you want to change the status on, select its icon (under the File Name column).
The Review File Profile opens.

Packages Files

D File Mame ? Status ? Review Package ?

O 8 Music.htm Open Texas-Music

5. Select Settings.
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6. On theright, select from the Status drop-down. Click Save.
® QOpen The file is open for review. This is the default setting.
® Closed The file is closed for review.

® Accepted The file is accepted in Flare Desktop.

D) Settings e

STETUS

South-by-Southwest.htmn Clos.-ed :

Status: Accepted
Package: South-by-Southwest.h...

Project: New-Project
Branch: feature?
Commit ID: 2cBasfc8
Owner: Paul Stoecklein

Path: Content/South-by-Southwe
sthtm

/* Settings

22 Reviewers

£ Open Review File Cancel Save
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|/ NOTE Alternatively, set the file status from the Files grid local toolbar.
1. Inthe file row, select the check box.
2. From the local toolbar, select Set review file status.

3. Inthe Set Review File Status dialog, select the drop-down and update the status.

Set Review File Status

Stamws *
Open -

An open review file means that the file is visible to reviewers in the
Submitted 1ab in the Review Explorer in Flare Online and will be
available for download in Flare Deskiop.

[J Reset reviewer statuses to To Do

Set the status of the following 3 review files:
Procedure3.itm
Procedure2.him

Procedurel.htm

4. Click Save.
Even more options are:

In the Files grid, you can click the review package icon under the Review Package column.
Or in the Packages grid, you can click the review package icon under the Name column. In
both cases, the Review Package profile opens. If you select the Files option, you can click
the file icon to open the Review File profile to update file status.
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NOTE From the reviewer's perspective, the changing of the status is done automatically as
the reviewer works through the review. After contributing to the file, the reviewer can simply
press the Submit button. Reviewers do not have to manually update their file status.

B

South-by-Southwest.htm

Status: Accepted

Project: New-Project
Branch: feature?
Commit ID: 2c8abfc8
Owner: Paul Stoecklein

Path: Content/South-by-Southwe
st.him

£ Settings

22 Reviewers

£/ Open Review File

¢ EXAMPLE If a reviewer is working a file that is "In Progress," and edits have been made, an
author managing the review can set the file to a "Closed" state.

Settings

Closed

Package: South-by-Southwesth..

Cancel

Save
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% Then, the author could decide to set the file back into an "Open" state. Using the Settings
option for updating status, the author has the choice to either keep the previous reviewer
statuses by not selecting the given check box, or that person can select the check box and
all of the reviewer statuses will be set back to the original "To Do" status for that file.

D) Settings x

olatus *

Open -

South-by-Southwest.htm

Status: Accepted
Package: South-by-Southwesth.. ] Reset reviewer statuses to To Do
Project: New-Project
Branch: feature2
Commit ID: 2c8abfc8
Owner: Paul Stoecklein

Path: Content/South-by-Southwe
st.him

¢ Settings

22 Reviewers

£/ Open Review File Cancel Save
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APPENDIX

PDFs

The following PDFs are available for download from the Help system.

Al Assist Guide
Analytics Guide
Authoring Guide
Branding Guide
Building Output Guide
Checklists Guide
Conditions Guide
Getting Started Guide

Images and Multimedia
Guide

APPENDIX

License Management and
Purchasing Guide

Links Guide
Projects Guide
Reports Guide
Reviews Guide
Security Whitepaper
Sites Guide

Snippets Guide

Source Control Guide
Targets Guide

Tasks Guide

Topics Guide
Translation Guide
Users and Teams Guide
Variables Guide

What's New Guide

Widgets Guide
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