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1. [image: RevTracker]Purpose
This standard operating procedure details all functionality and features of RevTracker.
2. Child Documents 

	Document Number
	Title

	FMEA5002
	RevTracker Risk Analysis

	SVP5002
	RevTracker v1.1.0 Software Validation Protocol

	SVPx5002
	RevTracker v1.1.0 Software Validation Protocol (EXECUTED)

	WI5002a
	RevTracker General Guide

	VA5002a
	RevTracker General Guide

	VA5002b
	RevTracker Validation Walkthrough



3. Responsibility
3.1 It is the responsibility of the Software Validation Engineer to ensure that all documentation relating to the use and validation of RevTracker is up to date and correct.
4. General Overview
4.1 RevTracker is a Microsoft Office web add-in that was designed to increase traceability and visibility in documentation inside of Excel. Many organizations have controlled forms and spreadsheets in Excel and want to be able to create redline versions of these documents similar to redlines in Word. 
4.2 RevTracker tracks changes and displays them as comments on cells. RevTracker also keeps track of changes between revisions. These revisions can be alpha(A-Z) or numeric(1, 2, 3, …)
5. Features and Functions
5.1 One extension point
· RevTracker can be located in the Review tab in Excel. It contains only one button, Track Changes. This button opens the RevTracker task pane which is responsible for handling all interactions with the user.
5.2 Tracking Changes
· RevTracker only tracks changes when the RevTracker task pane is open. 
5.3 Show Changes
· By clicking the show changes button all changes for the current revision will appear as comments on their respective cells.
· This feature will hide all user comments and all comments being displayed are change records. NOTE: User comments made when changes are visible will be deleted when the changes are hidden.
5.4 Hide Changes
· To hide the changes, click the Hide Changes button. This will also display user comments again.
5.5 Save Revision
· RevTracker allows the user to save changes as part of a revision so that the master redline can be used to go back and look at how the document has evolved. Alpha revisions are below numeric starting with “A” and moving to “Z” by incrementing down. Numeric revisions are above numeric and increment upward numerically.
· By default, a new document starts at revision “A” but can be saved as any revision necessary, use the spin button to select the revision to be saved.
· Past revision changes can be shown using the show changes button next to each revision and hidden by clicking the X button.
5.6 Clear Redline
· After you have completed the revision process and the document has been approved for use, save the redline and a new copy that will become the new version. 
· Take the copy and click the Clear Redline button to clear all saved changes and revisions to minimize the file size and optimize performance.
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