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Plutext Walkthrough 

This is a short guide to what it is like to use Plutext for collaboration.  It is designed to allow you to 

follow along on your computer if you wish.   

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

This guide is intended as an alternative to the videos on our website, for people who prefer instructions 

in a single document. 

INTRODUCTION 
Plutext is an add-in for Microsoft Word, which enables you to work on a Word document with your 

associates at the same time.  Changes you make are reflected in other peopleΩs copies, and vice versa. 

With Plutext, you avoid having to either take turns to access the document, or reconcile changes in the 

various copies of the document people have made. 

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

As you will see later in this document, Plutext includes powerful features to help everyone understand 

how the document has changed over time.  You can drill down to see all the changes made to any 

specific part of it. 

GETTING STARTED 
To use it, you need 2 things: 

1. Our add-in installed in Word 2007 

2. Access to a Plutext server 

Installing the add-in 

Preequisites 

Word 2007. 

(If you do not have Word 2007, you can use docx4all, which also works on Mac OSX.  Please see 

dev.plutext.org for further details.) 

Steps 

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

2. Run the installer 

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

http://dev.plutext.org/downloads/setup.exe
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Access to a Plutext server 

Please see page 4. 

WORKING ON A SHARED DOCUMENT 
Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳΩƭƭ ƳŀƪŜ ǎƻƳŜ ŎƘŀƴƎŜǎ ǘƻ ŀ ǇǊŜ-existing shared document. 

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

this: 

1. Content control size 

 

When you make a change to a plain vanilla Word document and save it, Word saves the entire 

document.  Even though, to you, the document is made up of paragraphs and perhaps chapters, 

sections and sub-sections (or clauses), to Word, it is just one big blob. 

 

Word 2007 has a feature called content controls. A content control is an identifiable piece of 

content.   
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The screenshot below shows a content control surrounding clause 4.5: 

 
1 

 

When you click inside a content control, the blue box delineates it.   The text inside the content 

control is ordinary Word document content; the blue box does not appear when you print the 

document. 

 

Plutext uses this feature to manage the content of the document at a more granular level than 

the traditional άdocument-is-a-fileέ. 

 

At its simplest, you can make each paragraph into a content control.  If you have headings or 

clauses or sections in your document (as in the example above), you might want content 

controls which match these topics. 

  

2. Reasons for change 

 

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

useful information for the people you are working with, and might be useful down the track if 

questions are asked about why the change was made. 
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This gives 4 combinations, as shown here: 

  Reasons for Change 

  No prompt User can describe 

Content 
controls 

 Each paragraph is a 
content control 

See 
Express Document 

 below 

 

Content controls 
contain the 
paragraphs relating to 
some topic 

 See 
Structured Document 

 below 

 

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

 One paragraph per content control; save without prompting for reason ς what you might call a 

express setup 

 Topic per content control; prompt for reasons ς structured setup 

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

Accessing a Plutext server 

Preequisites 

You have downloaded/installed the Plutext Add-In for Word 2007 (see page 1). 

(If you do not have Word 2007, you can use docx4all, which also works on Mac OSX) 

Steps 

1. Start Word 

2. Go to the Review Ribbon 

3. Click File > Settings, and fill out the dialog as per the screen shot below.  The password is 

άǘŜǎǘŜǊέΦ 
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4. ¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ά¢Ŝǎǘ /ƻƴƴŜŎǘƛƻƴέ ǘƻ ŜƴǎǳǊŜ ȅƻǳ ŀǊŜ ŀōƭŜ ǘƻ ǘŀƭƪ ǘƻ ƻǳǊ ǎŜǊǾŜǊΦ 

 

Express Document 

Here we open an existing shared document. 

To do this: 

 On the Review Ribbon, select File > Open shared docx 


