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Copyright Notice 
This PRODUCT is owned by 1429307 Ontario Ltd. and is protected under copyright laws and 
international copyright treaties as well as other intellectual property laws and treaties.  This 
PRODUCT is licensed, not sold.  This software is provided under the license (included as a 
separate document), which defines what you may do with the PRODUCT, and contains 
limitations on warranties and/or remedies. 

For complete information, please read the license agreement that came with Versioneer.  The 
license contains important information about how you may use the PRODUCT and your rights. 

 

 

 

 

 

IMPORTANT — carefully read the license before using this PRODUCT.  The 
LICENCE AGREEMENT is a legal agreement between you (either an individual 
or a single entity) and 1429307 Ontario Ltd. for the PRODUCT identified above, 
which includes computer software and may include associated media, printed 
materials, and "online" or electronic documentation ("PRODUCT").  Installing, 
copying, or otherwise using the PRODUCT, indicates your acknowledgement that 
you have read the license and agree to its terms.  If you do not agree to the terms 
of the agreement, do not install or use the PRODUCT; you may, however, return 
it to your place of purchase for a full refund to: Customer Service 1429307 
Ontario Ltd., 128 Heathwood Heights Drive, Aurora, ON L4G 4W1, Canada 
within 10 days of the date you acquired it for a full refund. 
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THANK YOU 
Thank you for your recent purchase of Versioneer.  Managing versions of documents 
produced has never been more important.  In large projects it is a critical component of 
change control and document management.  With Versioneer, you can readily organize the 
naming and storage of documents that move through approval processes.  As a result, you 
bring quality and consistency to the handling of your documents, which translates into 
improved document control. 

Versioneer is implemented using Microsoft Word global templates and Excel and 
PowerPoint Add-Ins, so no new macros are introduced to your documents.  Since the macros 
are held outside the document, there is no possibility that a document cannot be e-mailed 
because of mail system virus checking. 

FILE NAMING 
With Versioneer, you can readily identify the version of any Microsoft Word, Excel and 
PowerPoint documents.  Documents are easily named according to their release status.  For 
example “Versioneer SPD V1.2-3” might identify that the first major version of the 
document has been released.  The 
number two indicates that the 
document has been updated for 
review two times.  The number 
three shows that there have been 
three editing changes to the 
document during review. 

DOCUMENT PROPERTIES 
Versioneer updates two 
document properties (if they 
exist) each time it saves the 
document.  Versioneer stores the 
document version number and 
the date the document was saved 
in document properties.  These 
properties can then be used in a 
document management system, 
or as fields in your work. 

The “Date completed” is set to 
the current date.  The value of the 
“Version” property is taken from 
the filename. 



 

 
 
 

RECORD OF CHANGES 
Versioneer searches documents for a table containing a Record of Changes.  A row is added 
to the table each time a new Major or Minor version is saved.  Versioneer also asks for a 
description to enter into the record as well.  If a new edit version is saved, Versioneer just 
updates the Revision number and issue date. 
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RECORD OF CHANGES 
Revision Description Issue Date 
1.1-2 Original working release September 10, 2000 
1.2-2 Incorporates changes from review. September 16, 2000 
2.0-1 Public Release October 3, 2000 
2

CIAL FEATURES 
ersioneer treats each document type in a special way.  This is fully described later.  In 
ord documents, Versioneer looks for fields in the document and updates them.  In Excel, 
ersioneer looks for a separate worksheet that holds the record of changes.  In PowerPoint 

nd Excel, Versioneer checks the document headers and footers for either the version 
umber or the full filename and updates them with the new name or version. 

 FEATURES 
ersion 1.3 of Versioneer improved the order questions were asked for determining the 

elease number of a document.  The order was changed from Major, Minor then Edit to Edit, 
inor then Major to match more closely with the types of changes that are made to 

ocuments.  This version also included better checking to determine if a document 
onformed to Versioneer naming standard. 

ersion 1.4 introduces the ability to omit the Edit number in a document name.  Documents 
an now end with Vm.n and Versioneer will happily update the version information. 

ersion 1.5 updates the headers and footers of Excel in addition to PowerPoint.  Headers 
nd footers are checked for the version number only.  In this way, any text can be included 
 these areas.  Support for Macintosh is included. 

ersion 1.6 accepts many more titles for the Record of Changes. 

ersion 1.7 includes even more title choices for the Record of changes and accepts a variety 
f separators between the file name and version number.  A move to a major or minor 
ersion now sets the edit number to zero, meaning that no changes have been made. This 
ersion can also add version control to a document while saving it for the first time. 



 

 
 3
 

INSTALLING VERSIONEER 
Five files make up the Versioneer product, one for each of Microsoft Word, Excel, two for 
PowerPoint and an Installation Helper that uses an Excel macro.  There are separate versions 
of the PowerPoint Add-In for Office 97 and Office 2000. 

To start the installation process, open the Installation Helper spreadsheet, and if asked, 
enable macros.  If you do not accept the licence terms and choose not to install Versioneer, 
click the button on the right.  The Installation Helper will close, and you can return 
Versioneer for a refund.   

After having read the copyright notice, click on the button on the left hand side of the 
Versioneer logo to proceed with the installation.  The Installation Helper will copy the 
correct files to the correct locations for the version of Microsoft office you are using. 
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After the Installation Helper moves the Add-Ins and templates to the correct location, a final 
screen is displayed that identifies the tasks that must be completed manually.   

Word.  No further steps are required to install the Versioneer global template.  Word 
accesses the template each time it starts.  To prevent the template from loading, it must 
be moved from the directory shown. 

Excel.  The Excel Add-In is not automatically loaded after installation or when Excel is 
started.  Follow the instructions to load Versioneer and make the Add-In available while 
you work with Excel.  Once the Add-In is loaded, it will be available each time Excel 
starts until it is explicitly unloaded. 

PowerPoint.  As with Excel, the PowerPoint Add-In is not automatically loaded after 
installation.  With PowerPoint 97, you must locate the Add-In in the directory shown.  
With PowerPoint 2000, the correct directory will be located when the load function is 
selected. 
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USING VERSIONEER 
Using Versioneer is as easy as clicking on a toolbar button.  When you click on the 
Versioneer button, you will be asked a series of questions that determine the new 
version number and so the new filename that your document will be saved with. 

If the file has never been saved 
with Versioneer, or does not have 
the correct format for the version 
number in the filename, the first 
matter that must be dealt with is 
whether or not to add the version 
number to the file name.  If No is 
selected, then Versioneer returns to the document without saving it.  Selecting Yes lets 
Versioneer know that it can ask the rest of the questions necessary to determine how to 
name the file for the first time. The version number will be one of V0.0-1, V0.1-1 or V1.0-1. 

If the version can be appended to the 
filename, or if the filename has the 
version number at the end and it is 
formatted correctly, then Versioneer 
checks if the version number should 
be updated. 

Three options are presented.  If 
Cancel is selected, Versioneer returns 

to the document without saving it.  Choosing No tells Versioneer to just save the file with 
the same filename that it currently has.  Choosing Yes tells Versioneer to check how the 
version number should be incremented. 

The first choice offered is to save the file with a 
new edit number.  This increases the right most 
number by one.  If you answer yes, Versioneer 
saves the file with a new filename with the new 
version number at the end of the filename.  If you 
answer no, Versioneer goes on to ask about the 
minor version number.  Versioneer asks about the 
edit release first because edit releases tend to happen more often.  Edit numbers are optional.  
If you have a file already ending in Vm.n, Versioneer will not ask for a new edit number. 

The minor release works the same way as an edit 
release.  Choosing Yes tells Versioneer to save the 
file with an increased minor version number.  
Choosing No tells Versioneer to move to the 
Major version.  The major version works in the 
same way.  Major and minor versions also mean 
that you may have to answer one extra question. 



 

 
 
 

The last question asked gives you 
a chance to add a note about why 
the new version of the document 
was created. 

The description can be up to 255 
characters and used to update a 
record of changes.  With 
PowerPoint 97, Versioneer stores 
the description in the Comments property and always asks it.  The current document 
Comments are displayed and if you change the comments and click OK, the Comments are 
updated.  Clicking Cancel or leaving the properties as is prevents Versioneer from updating 
the comments. 

With PowerPoint 2000, Word and Excel, Versioneer uses the description to update a record 
of changes located in the document (if it exists).  The record of changes is a table with three 
columns and headings as shown below.  If Versioneer can’t find the table, it won’t ask for 
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RECORD OF CHANGES 
Revision Description Issue Date 
1.1-2 Original working release September 10, 2000 
1.2-2 Incorporates changes from review. September 16, 2000 
2.0-1 Public Release October 3, 2000 
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 description.  When Major and Minor version are saved, Versioneer adds a new row to 
ld the change information.  With an edit release, Versioneer updates the last row in the 
le with the revision (version) number and updates the issue date with the current date on 

ur computer. 

PowerPoint 2000 and Word, the table can be located anywhere in the document.  In 
cel, Versioneer looks for a worksheet with the name record of changes.  Versioneer adds 
 entry to record of changes regardless of whether OK or Cancel is clicked as long as the 
scription is not blank. 

Versioneer checks to see that it will 
not overwrite a newer version of the 
document.  If it finds a document 
with the version number that has 
been suggested, it gives you the 
option of moving to a new version 
number higher than the one just 

ed.  Answering Yes takes you back to the edit number question, No just saves the 
cument with the original name and version, and Cancel stops the process. 

ter answering the final question, Versioneer looks for two custom document properties.  If 
 property “Version” exists, it is updated with the version number that is included in the 

ename.  If the property “Date completed” exists, it is updated with the date that the file is 
ed.  The date comes from the clock in your computer.   
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SETTING UP YOUR DOCUMENT 
Setting up your document for Versioneer can be as involve as little or as much work as you 
would like to do.  All that is required for Versioneer to help you is the addition of version 
information to the filename and Versioneer can help you with that! 

Versioneer treats Word, Excel and PowerPoint file types with some common features.   

FILENAMES 
Versioneer works by adding the version number of the document to the filename.  The 
version number is in the format V1.2-3.  The letter V is the start of the version number.  
Versioneer uses the rest of the numbers to help you keep track of which version of the file 
has been saved.  This is the only piece of information Versioneer needs.  When a new 
version of your document is saved, Versioneer checks the filename for the old version 
number and increments in according to your requirements.   

Versioneer will add the version number to the end of the filename automatically.  When 
Versioneer does this, the format is V1.2-3.  When new versions are saved, Versioneer 
always asks about Edit, Minor and Major version numbers.  Optionally, you can add the 
version number before using Versioneer for the first time.  When you add the version 
number, you can choose between the formats V1.2-3 with edit numbers, and V1.2 without 
edit numbers.  If the edit number is not in the filename, Versioneer will not add it and will 
not ask about edit releases. 

While Versioneer adds the single letter V to filenames when adding version numbers, it can 
accept a variety of existing separators.  The case is not important and the text can have 
spaces before or after the separator.  Valid separators are V, VER, VERS, and VERSION. 

DOCUMENT PROPERTIES 
Versioneer checks for two document properties.  These properties are maintained as a 
convenience and are not used by Versioneer.  If the custom property exists, Versioneer 
updates it.  The property names are not case sensitive.   

The first property is “Version”.  It stored as text and is updated based on the version number 
in the filename.  The property can be used in document management systems or simply 
displayed inside the document.   

The other property Versioneer will update is the “Date Completed”.  This value is stored as 
a date value.  The date stored is the date that Versioneer saves the document and comes from 
the computer’s clock.  Again, the property is available for your use.  Because the date is 
stored as a date value, you can format it any way you want in the document. 



 

 
 
 

WORD FEATURES 
When Versioneer saves the 
document, it updates the version and 
date completed custom document 
properties (if they exist).  These 
properties can be inserted into your 
document as fields.   

To insert a custom field such as 
“Version”, select the menu option 
Insert > Field and then select 
Documents Information and 
DocProperty as the field name.  The 
Options button allows you to select 
the document property to insert.  The 
field will be of the form 
{ DOCPROPERTY "Version"  \* 
MERGEFORMAT }.  “Version” is 
the property being inserted.   

Just before Versioneer saves the document, it updates document fields.  Versioneer looks at 
all of the fields and checks what type they are before updating them, Versioneer will not 
update following field types:  Table of Authorities, Table of Contents, Hyperlinks, Page 
references, and References.   

The fields can be located at any point in the document and are especially useful in headers 
and footers. 
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EXCEL FEATURES 
When Versioneer saves an 
Excel workbook, it looks for 
a worksheet with the name 
Record of Changes.  If the 
worksheet exists and there is 
information formatted as 
shown in the figure below, 
Versioneer adds a row for 
new major or minor 
information.  You can use 
information in the record of 
changes in other location in 
your workbook. 

Versioneer also check the headers and footers of each sheet in the workbook.  If Versioneer 
can find the version number, it replaces it with the new version number. 

POWERPOINT FEATURES 
With PowerPoint, 
Versioneer looks in 
the Handout Master, 
Notes Master, Slide 
Master Title Master 
footers and Handout 
Master and Notes 
Master header for the 
document version 
number.  If it is 
found in any of these 
locations, Versioneer 
updates the header or 
footer.  Versioneer 
then check each slide 
in the same way. 

PowerPoint 97 does 
not directly support 
tables.  (Tables in 
PowerPoint 97 are 
embedded Word 
objects that hold the 
tables.)  Because of 
the lack of table 



 

 
 
 

support, Versioneer stores the release description in the Comments property on the summary 
tab of the document.  The current document Comments are displayed and if you change the 
comments and click OK, the Comments are updated.  Clicking Cancel or leaving the 
properties as is will prevent Versioneer from updating the comments.  PowerPoint 97 is the 
only product that Versioneer updates the comments. 

In PowerPoint 2000, tables can be added directly to a slide without having to embed a Word 
document.  Versioneer takes advantage of this and checks each slide for a table structured to 
hold a record of changes.  If the table exists, Versioneer updates it as described in the section 
on Using Versioneer. 

RECORD OF CHANGES 
The Record of changes is a table in the document.  If the table exists, Versioneer asks for a 
description of the change and then updates the table accordingly.  The table can have any of 
the following headings (which are not case sensitive) in any column order: 
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RECORD OF CHANGES 
Revision Description Issue Date Author 
revision description issue date author 
revision number comment issued authors 
version comments issued on who 
version number change updated whom 
versions changes updated on contributor 
  date contributors 
  date issued  
  date updated  
  dates  
10

PLES 
ample files are provided for Word, Excel and two versions for PowerPoint.  These 
ocuments contain sample records of changes, headers and footers.  You’re free to use any 
f these design elements in your own documents. 
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Notes 
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