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JW 06/09/2000 

Purpose: The ComponentSoftware RCS Repository keeps track of the various revisions of your files.  Each file you want to keep track of must be added to the Repository.  Whenever a file receives a significant revision, it should be added again (check-in) to the Repository so that in the future you can go back to that revision of the file.  When you want to edit a file, you should take the latest revision of the file out (check-out) of the Repository.  This way you can make sure you have the file in its correct form.  

Basically you can use RCS with various applications as the following: 

1. MS Word. Got to File|Open for the specific file, open the file as usual.  After editing, instead of using File|Save, use RCS|Check-in to save into the RCS.   For discard all the changes since last saved to the RCS, use RCS|Check-out.  To compare between different versions (or even retrieve any specific version), use RCS|History.  

2. For other editors or software without RCS tied with their menu, you still can use RCS under Windows Explorer. Right click the file and choose appropriate RCS commands (Add to RCS, Check-in, Check-out, Status, History).  You simply do the version control at file level.  This means that you still modify the files using the application the usual way and then do RCS Check-in, Check-out, etc. under Explorer.

Some detailed descriptions of the operation are:

Add new file into Repository 

Right Click on the file and choose Add to RCS in Windows Explorer.  (After Add, Check-in/Check-out are available for further revision). In MS Word, use RCS|Check-in to add to the RCS.

Check whether a file has been changed since last added to the RCS

Right click on the file and choose RCS Status in Windows Explorer. 

*: If file unchanged, Check-out/Check-in are disabled. 

As mentioned above, whenever a file has been significantly edited, it should be checked-in the Repository.  During check-in, one can fill in the Description and comments, use a symbolic name to emphasize major revisions (no spaces in the symbolic name).

Tip: When checking in a new revision, press Review Changes and copy and paste sections into the Description and Comments field to help tracking the changes.

Compare the revisions, and revert to an earlier revision: Revision History. 

Options are:

·Select any revision on the list to view the description and comments. Right click to edit.

·View Revision to view the selected revision.

·Retrieve Revision to save the selected revision to disk.

·Compare Revisions to view the changes between the selected revision to any other revision or the working copy.

·Report to generate a detailed change report for the file. 

·RLOG Report to view a text-only change report for the file.

·Press … to set the document title and description.

[image: image1.png]


To activate the Document Explorer by double-click on the Document Archive icon. Choose Project and then Scan New Files to scan the RCS repository for new files.

You can see the major properties of your document:

·Document name, type and Folder

·Archive status.

·The last time the document has been checked-in or modified

·The last author of the document. 

The Document Status property:

·Locked – You may change the document. 

·Modified – You have changed the document. It is recommended to check-in the document whenever it receives a significant revision.

