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1. Key concepts i@ontractExpress

11

What is ContractExpress?

ContractExpress® is a family of products that enable law firms and corporations to create standardized legal
documents from templates. There are three main products:

T

ContractExpressThe flagship webased documentssembly solution that provides law firms with a
single platform to allow users within the firm to create documents from automated ContractExpress
templates, and to enable law firms to share ContractExpress templates with clients via client microsites
or publicly available templates. Small corporate legal departments can also use ContracteExpress for self
service contract creation, approvals anesignatures. ContractExpress is available as apremises
solution or via Software as a Service (SaaS).

ContrectExpress for SharePoinThis application for the Microsoft SharePoint 2013 platform integrates
the core document assembly and contract creation capabilities of ContractExpress with SharePoint lists
and document libraries. ContractExpress for SharePaiaviges a contract automation solution for
corporate legal departments to provide sskrvice contract creation capabilities to end users, together
with matrix-based approvals, document versioninggignature, search and reporting. Law firms who use
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ShaePoint as an extranet based platform can also use ContractExpress for SharePoint to provide self
service document automation to their clients.

1 ContractExpress for Salesforc&his app is available in the Salesforce AppExchange and directly
integrates the ContractExpress contract automation product into an organizations Salesforce Org.
Contracts can be initiated from any Salesforce record or object and all of the contract documents and
data are stored within the customers Salesforce Org. This solution eamséd by corporations for
revenue generating contracts as well as NDAs, Employment Agreements and Sourcing Agreements.

Common to all three products is the unique and patented ContractExpress document generation engine. The
same engine is used in #tiree products, meaning that templates created for one product can be used by the
other products too. Indeed, both ContractExpress for SharePoint and ContractExpress for Salesforce have the
main ContractExpress product embedded inside the solution.

1.2 Contra¢Express Author

ContractExpress Author is the tool that template owners use to create templates for these three ContractExpress
products. ContractExpress Author is an agdor Microsoft Word 2007 and above and provides template
authors with all of the gaabilities for converting a regular Microsoft Word document into a ContractExpress
template through the addition of markp and the creation of dictionary items. Once a template is created in
Microsoft Word with ContractExpress Author, it is uploaded te ohthe ContractExpress products above where
end-users can start to create documents from that template. ContractExpress contains a unique and patented
guestionnaire generation engine which automatically creates the questionnaire forms directly from the
information contained within the template. This is one of the major advantages of ContractExpress over other
document assembly systems.

For more details on ContractExpress Author, see the ContractExpress Author Getting Started Manual.
2.  Changing License Spasetings

2.1 License Details
Your license details are available in the License tab, under the Admin Settings page (the cogwheel).
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"‘ ContraCtEF'i[_:-': Matters Documents Approvals Templates @ £ Administrator v

#¥ Admin Settings

Welcome Users Groups Sites Datashests Themes Profiles Locales Tables Reports Emails More »
License Details # Upload License ¥ Close License

@ Here you can review your License Information and define Theme, Language and Embedding defaults for the environment.

License Mame: Contract Express

Valid Until: 03/01/2050

Users Allocated: 1

Users Unallocated: 19

Allow Guests: Yes, public page

Default Theme: Built-In v

Default Profile: Built-In .

Use Categories: Mo v

Default Language: English - USA v

Allow Embedding:

Default tab for New Document: All v

Contract Deletion: On Demand A

Use DocuSign: Mo v
Template Access: Owner Only v
Use Matters: Ves v
Uze Datasheets: Ves .

2.1.1 Uploading a License

Where your license needs renewing you must upload the .xml file into your account. You can do tluisityy cli
on the Upload License button, and browsing to the .xml file. Contactraciexpress g pinad License
support@thomsonreuters.confor a license file if you have not received this file.

Once you haveressed the Upload button, a message to indicate success will appear at the top of the screen.

Upload a License %

Choose File |Nofile chosen
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2.1.2 Closing a License Space
IMPORTANT: If for any reason you need to close a license space, note that closing the license space will
prevent access to all data cémined within and you willnot be able to access it for future operations.

To close a license space, all users within the license space must be deleted with only one

user remaining (this should be an Admin). Clicking on the Close License button withinXhgose License

License tab will initiate the closure of the license space. A confirmation dialog will ask if you

wish to continue and once confirmed, an email will be sent to the User with a link to complete the closure. When
you follow the link a final confirmation wibe displayed asking if you wish to continue. Click continue to finalise
the process.

2.1.3 Enabling the creation of Datasheets
This setting controls whether users on the site will have the ability to create customized Datasheets. See section
8 for more details on Datasheets. Use Datasheets: s ]

Press the Save button at the bottom of the License Page screen to save your selection.

2.1.4 Changing the defaufiheme

The various Themes you have ated will be available from the dregown oefautt Theme: R Tr—
menu here. This will only apply to the main site, not the-sitbs you have

created. See sectio®for information on ceating Themes.

Press the Save button at the bottom of the License Page screen to save

selection.

2.1.5 Changing the defauRrofile

The various Profiles you have created will be available from the-dio®p  perault profite: Balcn v
menu here. This will only apply to the maiite, not the suksites you have

created which can be configured independently.

Press the Save button at the bottom of the License Page screen to save your selection.

2.1.6 EnablingCategories
Activates the use of Categories for the organisation of questioegai the use categories:

|Yes '|
Documents section. See secti@8 for more information on setting these
up.
Press the Save button at the bottom of the License Page screen to saveejexiion.
2.1.7 Changing the default language
A selection of languages is available from the didop/n menu. This Will oefauit Language: [English(uK) 7|
only apply to the main site, sudites you have created can be configured
independently.

Press the Save button at the bottom of the LicenagdPscreen to save your selection.
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2.1.8 Embedding

You can allow embedding of questionnaires on one sepaiaiQeins:
domain. Enter the domain name in the text box for the permission

to be made.

Press the Save button at the bottom of the License Page screen to saveej@ction.

2.1.9 Changing the Default tab for New Documents

This allows you to select whether users, upon starting the creation Obefuit tab for New Document: 5 .
new document, will be taken to either All templates, Recent templates, or

template Categories.

Press the Save button at thetbom of the License Page screen to save your selection.

2.1.10 Documentdeletion

TheContractDeletion setting enables the deletion of Blbcumentdata contract betetion: oy y——
and generated documents on lamut. This can be done eslemand, or

automatically. Select Automatic to enalidmcumentdeletion automatically on log out.

In a Forms Based Authentication environment, this deletion will occur when the sessiorg evitether the
session times out or the user signs out. In a Windows Authenticated environment, this will happenanth®n
user signs out.

Press the Save button at the bottom of the License Page screen to save your selection.

2.1.11 EnablingddocuSign

This setting controls whether DocuSign is available for users to complet@cusien: No »
workflows. Using DocuSign within ContractExpresxjdained in further detail in

section22.

Press the Save button at the bottom of the License Page screen to save your selection.

2.1.12 Template Access

This setting allows you to set the default template access tamplate Access:
be used when a new temgile is uploaded. By default, this is

Owner Only. The associated rights are as folldtwes:Owner will geFullrights, the Authors will get Write rights,
and Users Read rights. This setting moll apply to templates that have been uploaded prior to thenge. See
section5.5for more details on these rights.

Owner Only v

Press the Save button at the bottom of the License Page screen to save your selection.

2.1.13 Enabling Matters

You can choose whethévlatters are enabled for the license space. Disabling the Matter feature will disable the
Matter page. The Matter feature can be-emabled at any ysematters:
time and all existing Matters will become visibf&ee section

Yes v
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19for more details on Matters
Press the Save button at the bottom of the License Page screen to save your selection.

2.1.14 Customizing the Terms of Service

This option is onhavailable for on premise or privately hosteekrms of service

) Add Custom Terms L] Show Terms for users who have not yet
deployments. accepred

. @ GAO1TAY3 WIRR /dAaAlG2Y ¢SN¥YaQ> repiglggsfedNBremyfignge | 6f S ({2
your custom terms of service. Please note the link must be HTTP
Secure (meaning it begins with https), and must not point to a file.

¢CAOlAY3 GKS W{K2g ¢SN¥a F2N dZiSNER ¢K2 KI @S y20G &Si
terms of service will be required to accept them before being able to start using ContractExpress.

t NBaaiAy3a GKS WwSiceph T8y &l f2{F dgaSINNBA OBH NS ya GKIF G dzlR
presented with the new terms and will be required to accept them before being able to continue with their use
of ContractExpress.

Press the Save button at the bottom of the License Page stoesave your selection.

2.1.15 Customizing the Privacy Policy
This option is only available for on premise or privately hosted deployments. Privacy Policy

. . . . . ) Add Custom Privacy Policy
As with the Terms of Service, the link for your custom privacy policy must be HTTP

Secure (meaning it begins with httpajd must not point to a file.

Press the Save button at the bottom of the License Page screen to save your selection.

3.  Welcome Screen

The Welcome Screen can be enabled or disabled for viewing by the user; by default it is enabled. Where enabled
by the indivdual user (under My Account), it appears to the user after logging in. It can contain a video, images,
text and links.

3.1 Accessing the Welcome Screen
The Welcome Screen is accessible either after logging in (where this is enabled), or by clicking the
interrogation mark at the top of the screen.

3.2  Customizing the Welcome Screen
This is done through the Welcome tab in the Admin Settings. It is possible to add text, up to 10 custom links,
upload locallysaved images, and reference a video that is hosted video sharing website.

To add a video, ensure you use the link provided by the host website for embedding (this begins/witia:).
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4. Notices

Notices enable license space administrators to set up, for example, notice of dowiitimese of notices has to

first be set up in your ContractExpress deployment configuration, see the Enterprise Installation Manual for
more details.

Once Notices have been enabled, the Administrator has access to them through the Notices tab.

4.1 Creating a btice
£+ Admin Settings
License Welcome Users Groups Sites Themes Profiles Tables Reports Statuses History
Notices + New Notice

© Here you can Add or Edit Notices.

Title ¢ Created By ~ Start Date ¢ End Date ¢+ Done ¢
Scheduled Maintenance Administrator 05/31/2015 06/01/2015 No
/| tA01 WYbSy b20A0SQ G2 adGFNI GKS ONBIFGAZ2Y 2F | b20A

not depend on the Start Date.

Notice Title this will be used as the notice header.

Description use this for the main body of theotice.

Estimated Start/End Datesuse these to tell the users when the e.g. maintenance will be taking place.

Add New Notice

Motice Title:

Scheduled Maintenance

Description:

The site will be down during the times specified above whilst the site is being upgraded

Estimated Start Date:

2015/05/31 22:00

Estimated End Date:

2015/06/01 02:00

4.2 Display of Notices

b2iA0Sa IINB RAaALI I @SR (2 dzZaSNA 2y aONBSy o0ST2NB (K
notice reappeas the next time the user logs in. If the user does not click this, the notice will not be displayed
again! ASNE Ol yy2( O2yiGAydsS (2 (KS aAGS sAlGK2ddi I O1y26
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1| Notices
Scheduled Maintenance
5 Starts: 05/31/2015 22:00:00 = Ends: 06/01/2015 2:00:00

The site will be down during the times specified above whilst the site is being upgraded

A user can also go to their account page, and click \@errent Notices to see all current notices.

Once a Notice no longer needs to be displayed, an Administrator can remove it by going to that particular Notice,
FYR Ot AO1AYy3 WalN] a 52ySQd ¢KS | RYAY AratiteNdurpiogeN)] & A f f
and the Notice will be logged as done. Note that Notices cannot be permanently deleted.

Mark as Done

Closure Reason:

———— e

5. Managing Users
Each user in ContractExpress is assigned one of four roles. These are described below:

5.1 User Role
Users are able to complete questionnaires and generate documents.

Accessible tabsMatters (ifconfigured; Documents; Admin Settings (cog whedReports tab only.

5.2 Author Role
Authors are able to upload, test and control permissions on templates. Treghare live templates with users,
who can then generate documents using them. They can also perform all the actions available to Users.

Accessible tabsMatters (if configured; DocumentsTemplates; Admin Settings (cog whegReports, Profiles,
Tables and Locales tabs only.

5.3 Admin Role

Admins are able to add and manage users, groups and sites. They can also edit profiles and view monthly reports
on generated document sets. They can also perform all the actions available to Authors and Users. Im, additio
they have admin permissions over all templates and documents and can view all the documents within the
license space within.

Accessible tabsMatters (ifconfigured; DocumentsTemplates; Admin Settings (cog wheel).
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5.4 Guest Role

Guests are invited t@omplete individual questionnaires, either through an invite or a public URL. They are
unable to see the dashboard. This is only available in sites that have been set up with Forms Based
Authentication and where the License space allows Guests.

5.5 Template pemissions

Permissions

Guest Access

Inherit Permissions

Type Value Access Level
User v Admin@business-integrity.com Full v X
User M User@business-integrity.com None MRS

Read +
| Write

———

These are applied to templates and affect how they can be used. Permissions can be applied to users, groups or
roles. Users, being unable to access the templates tab, will never be able to make use of Write or Full
permissions on a template, dnAdmins will always have access to all functions. The Author who uploaded the
GSYLX GS A& I dzi2YlFGAOFEE& 3ANIYGSR Cdzff NAIKGA 2ISNI
template. The template permissions automatically applied relgrughe setting of Template Access in Admin
Settings. See sectidhl.12for more details.

The None option is used to expressly remove permissions from a useoww. gfor example, by placing a user
with an Access Level of None, above a group or role that contains that user, any access granted by virtue of that
group or role will not be applied to that user.

Where multiple entries give a user more than one Accessllthe occurrence highest in the access list will take

precedence.

Read Write Full
View properties Yes Yes Yes
Launch Yes Yes Yes
Questionnaire/Generate
Documents
(including testing)
Download Template No Yes Yes
Delete Template No Yes Yes
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EditTemplate Properties No Yes Yes
Upload Template No Yes Yes
Change Template visibility | No Yes Yes (all templates)
Share Templates No No Yes (all templates)

5.6 Documentpermissions
These are applied to documents which have been generated. For thexseissions to apply, the user in
guestion must have at least Read permissions on the template. As with Template permissions, the Admin role

always has Full permissions.

The None option is used to expressly remove permissions from a user or group. WHeptenemtries give a
user more than one Access Level, the occurrence highest in the access list will take precedence.

Read Write Full
View properties Yes Yes Yes
Download Document as PDF Yes No No
Download Document a| Yes No No
Locked docx
Download Document as No Yes Yes
.docx
View Questionnaire Yes (reaebnly) Yes Yes
Edit Questionnaire No Yes Yes
Delete Document No Yes Yes
Edit permissions No No Yes

5.7 AddingaUser to ContractExpress

Should you have unallocated users remaining in your licepaee, you may invite further users into the system.

How this is done will vary depending on your authentication method.

5.7.1 InvitingaUser where using Forms Based Authentication

May 20, 2016
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Open the Users tab in the Admin Settings
and click the New User button. Invite New User

Full Name

[l
Youg Aff 06S LINRYLIWSReii-2 Sy
name, email address, set a Role and add
them to an existing group. Once you have
completed these, click the Send Invitatic;rrﬂim =
button. The user will receive a link to jOiRyntwomaion
with 48 hours to follow through on the
invitation before the link expires.

(0p])
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5.7.2 Invitinga User where using Active Directory

In Windows Authenticated mode, the Admin can begin to share contracts and templates with users before they
have even signed in for the first time. So long as the users are in thes Atiectory or part of a group in the
Active Directory, they are automatically a part of the site. They will not appear in the User list until they sign in
for the first time, however the Admin may share contracts and templates with them through the mstiabds.

When sharing something with a user/group who has not yet signed in for the first time, the Admin will need to
GeLlS GKS FTANRUG GKNBS fSGGSNAR 2F GKFG dzaSNREa dzASNY!I Y

The user(s) will thendve access to everything that has been shared with them automatically upon first login.

LT &2dz gAakK (2 O2yFAIdzZNB | dzaSNR& LISN¥YAaarzya Ay |
permissions (see sectioh7.7) or by typing the User ID into a group and assigning the group template
permissions.

Note that where using Mixed Mode Authentication, it is possible to invite users through the New Usen.butto
For more information please refer to the ContractExpress Enterprise Installation Manual.

5.8 EditingaUseRQ dle

I dzaSNna w2fS Oy 0S OKFy3aSR i Fyé dGAYS o0& OfAO1AY
A popup will open, with the various Rolesailable from a drojglown menu.
5.9 DeletingaUser

Deleting a user is done by ticking the box next to their name and then cIicking_gdr;t . oo 4 e
0 Group elete ew User
the Delete button which will appear at the top of the Users tab.

6. Managing Groups
Groups can be used in ContractExpressadsily assign permissions over templates and easily control access to
subsites.
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6.1 Creatinga Group

To create a new Group, open the Groups tab and press the New Group button.
+ New Group

This will open a page enabling you to name the Group afichce»

add users to it. Notdhat the Group name cannot be the

same as the name of any Sites (see secfidrelow). The =~ .

users need to have already been added via the Users tab diif ==mmmms

using a Widows Authenticated site, should be a part of the Active Directory. For Active Directory users, typing
the first three letters of their username will initiate the search. It is also possible to add users from an already
established Group by using the drdpwn menu, selecting Group and entering the name of the grdfupsing a
Windows Authenticated site, typing the first three letters of the Active Directory group will initiate the search.

Press the Save button to confirm creation of the Group.

6.2 Editinga Group
Editing a Group is done by clicking on the Group name in the list of Groups. It is not possible to edit the Group
Name, however it is possible to amend the Group Members.

To edit the Group associated with a Site, you will have to do so by going tSitén tab, and editing the
members within the appropriate Site.

6.3 DeletingaGroup Groups X Delete 4+ NewGroup
1) Click the tick box next to the sub = e kereyoucanadd, Fitor Remove Groups of Users.
arisQa yEYSo  t-NBE3 GKS ySogfe .
I LILIS | NB R W58t S SQrvced dzli G 2 Y = YR
confirm the deletion.

2) Or, open the desired Group by clicking on its nameyThedzda S (G KS W5 St & feSecrddbNE dzLIQ
in order to delete the selected Group.

7. Sites

Using Groups created from Sites, you can assign documents, folders, templates, categories or permissions to the
entire site membership.

7.1 Creatingasubsite
To create a new Site, open the Sites tab and press the New Site button; you will then be asked for
a Site Name. Note that the Site name cannot be the same as the name of any existing Group-s|-(§ee“('“-f-5"te

section6 above) and cannot be changed once you continue. Click Create.

The site will have been created and you will be directed to an editing page for the site. On this page you can add
a Description to the Site (which wilke visible only by Administrators) and customize the Welcome Screen (for
that subsite only).
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Edit Site X Delete Site

Site Name

3ewd

Site Members

Invite New Users

Email Address Full Name

Welcome Screen Customization
© Here you can adjust what Users will see on the Welcome Screen.

Weleome Text

Welcome to ContractExpress

7.2 Customizing a sufite Theme
Customizing a subite theme is done via the Themes tab (see sed@joriAll Themes created will then appear in
the drop-down list when creating the susite.

7.3 Documentdeletion

Whilst it is possible to set the Contract Deletion settings for the entire liceremesyt is also possible to set it for
individual subsites via the droglown menu. The available options are Automatic and On Demand for more
information on this functionality see sectihl.1Q

7.4  Adding users from thecenseSace

It is possible to add both Groups of users and users individually in the Site Members section. Click the plus
button and then type in the beginning of a Group Name orr @smail address and the Site will find it aadto

fill the rest of the name/address. For Windows Authenticated instances, typing the first three letters of the
username or Active Directory group will initiate a search.

7.5 Addinganew user to a suBite

It is possible to add users who are not yet part of timenseSace. This is done in the same manner as it is to
invite users to the Licens®JF OS Ay (KS FTANRG LI I OS® ! yRSNI WLY@AGS
users email address and fulhme.Note that external clients must only be added if you have purchased a Client
User subscription, Client Access Template subscription or you have a legacy guest or showcase license.

7.6  Customizing the Welcome Screen for a-siid

It is possible to custoize the Welcome Screen for a ssibe which will differ from the Welcome Screen used for

the main Site. The different Welcome Screen options will appear for members of that Site in place of the default
Welcome Screen and the Welcome Screen configurethiomain Site.

7.7 Editingan existing suisite
Clickonthesuda A 1SQa yIFYS (2 2Ly Iff GKS 2LJiA2yadteld Aa L
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7.8 Deleting a susite
1) Tick the box nexttothessd A 1 SQ& y I YS®d | 55t S P ofahdzdcieenyCliak this £ | |
button and confirm the deletion.
2) Or,openthedesiredsud A 1S o6& Of AO1AYy3a 2y Ada vyl \Q%eflgtesi(tteKéy dz&
in order to delete the selected stdite.

8. Datasheets

Datasheets areviews that canbe created and custmized which allow you to viewdata captured via the
spreadsheetThisgives you the abilityo view relevant information easily arglickly across many Documents at
once.

By default this feature is switched off and usemd only be ableto view and use the builin DatasheetsSee
section2.1.3for details on how to switch this feature on.

8.1 Creatinga Datasheet

To create a new Datasheet, open that&sheets tab and press the New Datasheet buttC4 ey, patasheet
Alternatively, this option is also available on tm&in Documents and Matters pages above

the list of Datasheets.

] My Documents

+ New Datasheet 4

il Recent Documents
ffil My Documents

fil Shared Documents

This will open a page&hich will allow you to custoraé the Datasheet.
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Add New Datasheet

Name

Used In

‘ Documents Grid '|

Based On

‘ Recent Matters/Documents '|

Sharing
‘Shared '|

@ Here you can Add or Remove columns from your Datasheets. Drag & Drop to re-order.

+ Add & Remove Columns

Variable Data Type Metadata Repeat Context

Save Cancel

Name: Enter a unique name for the Datashe@tis will be the display name for the Datashdétte that this
cannot be a name that is already in use.

Used In:Choose where this Datasheet will be visible. If Matters are enabled, this will be shown as an option

1
T
)l

Documents Grid/Matters GridThese are the pages which list all Documents or Matters
Document DetailsThis ighe details page of a@ument
Matter Details: This ighe details page of dMatter

Based On:Thisoption is only available if the Datasheet v used in the Documents grid or Matters grid.
Choose the default sorting and contents of the Datasheet.

T

Recent DocumentdMatters: Sorts the list indescending ordeof last modifiedbut will not include
folders

My Document§Matters: Sorts the list by namin ascending order and will include foldénat belong to

a user

SharedMatters\Documents:Sorts the list by name in ascending order and will include folders that have
been shared with a user

Sharing:Thsoption is only available to Admand Authorusers.

1
|l

8.1.1

Shared:Datasheet will be availabfer other users within the site
Only me: Only the user creating the Datasheet will be able to view/use the Datasidete that
Matter/Document Details Datasheetsinnotbe set to Only Me

Adding and removinGolumns in a Datasheet

To specify what data will be displayed in the Datasheet you will need to add 4 44 & remove Columns
relevant data columnsising the Add & Remove Columns option. This will open a
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modal with columns that can be addéwlthe Datasheet

Add & Remove Columns ®

@ Sclecting a template will populate its variables into the list below. Hold Shift/Ctrl to select multiple variables.

Templates Columns
‘ Metadata v -

Variables

Name (String) - 4
Template (String)

Docld (Integer)

Matter Number (Integer)
Status (String)

Modified By (String)
Last Modified (Date)
Sharing (String)

The sectioron the left will list the variables per Templakehich are available for adding the Datasheetand
the section on the right lists variables thadll be addedto the DatasheetNote that you can only view the
variables of one Template at a time.

Templates
When yau first access the modal you will see a list of metadata variak[jetadata v
for a DocumentMatter. To view Template varialde click on the REEZCEE
Templates dropdownmenu and select the desired Template. Onl “ate"

Non Disclosure Agreement

Templates that you have been grantadl least Readiccess to Wi be = -
listed in this dropdown list.

To add variables to the Columns section simply select all required variables from the Variables section and click

on the right arrow button. All selected variables will istdd in the Columns sectionh@re is no limitation on
how many times a variable can be added to the Columns seclioradd Variables from a different Template,
select another Template from the Templates dropdown menu.

) Ensuring access to items via a Datasheet
The Name metadat®&ariable must be added to Datasheets for the Documents/Matters
grids as it is required to access a Document/Matter from the grid.

To remove Columns, select the Variables in the Columns section and click on the left arrow button.
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@ Selecting a template will populate its variables into the list below. Hold Shift/Ctrl to select multiple

variables.

Templates

ContractExpress® Admin Manual

Columns

| Non Disclosure Agreement

Variables

Accept (String*)
CorbodaCompany (String)
DisclosingParty (String)
DisclosingPeriod (String)
NDAPurposeOther (String)
NDAPurposePreselect (String)
OtherPartyCity (String)
OtherPartyCountry (String)
OtherPartyName (String)
OtherPartuPactalCade (Strine)

Add & Remove Columns

© Sclecting 3 template will populate its variables into the list below. Hold Shift/Ctrl to select multiple

variables,

Templates

Columns

| Non Disclosure Agreement

Variables

Accept (String*)
CorbodaCompany (String)
DisclosingParty (String)
DisclosingPeriod (String)
NDAPurposeOther (String)
NDAPurposePreselect (String)
OtherPartyCity (String)
OtherPartyCountry (String)
OtherPartyName (String)
OtherPartyPostalCode (String)

> More than one Template which use the same variables?
If you have multiple Templates which use the same Variable, you do not need to add the
Variable from each Template. If the Variable name and type are the same across all
Templates, you will only néeto add the Variable as a Column from one Template.

CorbodaCompany (String) -
DisclosingParty (String)

DisclosingPeriod (String)

NDAPurposeOther (String)
NDAPurposePreselect (String)
OtherPartyCity (String)

OtherPartyCountry (String)
OtherPartyName (String)

Once you are happy with the list of Columns click Save to add these Columns to the Datasheet builder.

If a Variable is used in a Repeat you can also spasifecific repeat occurrence of the Repé&athe Datasheet
builder (after saving the Columnby entering the number of the Repeat in the Repeat Context field.

Variable Data Type Metadata Repeat Context
= Name String v o
= CompanyName String 1 *
= CompanyName String 2 *
= CompanyName String 3 *

Press the Save button foish creatinghe Datasheet.

8.1.2 Reordering Columns in a Datasheet
Columms that have been added to thealasheet can be rerdered by dragging and dropping the Columns to the
desired location.

8.2 Editinga Datasheet
Editing aDatasheeis done by clicking on theatasheename in the list oDatashees. All settingsare editable.
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8.3 Deletinga Datasheet

To delete a Datasheetdick the checlbox
next to the 5 | (i | & KnSnfeliafid click i fareriemas ot

Delete. Aternatively, open the desired = Grouw o
Datasheetby clicking on its name. Then use” e

Ak A A AL

Groups X Delete 4 New Group

8.4 Sharing a Datasheet
If you are an Author or Admin user, you will have the ability to create shared Datasheets. Shared Datasheets will
be available for all users within the site and subsequent updates will be visible for all users.

8.4.1 Sharing ®atasheet that is used in the Docents/Matters grid
hyOS (KS {KINARYy3a @FftdzS 2F | 514Gl aKSSi KIFIa 6SSy asi
all users to view.

8.4.2 Sharing a Datasheet that is used on the Document/Matter details page

A Datasheeto be used on the deits page of a Document/Matter musie applied tothe Template that will be
used to create the Document/MatteNote that a Datasheet for a Document/Matter details pamest be set to
Shared.

Navigate to Templates and select the appropriate Templat | stest version Status:

foral GGSNARS GKAA& oMaltereé 20ySYOLIHS [ . Y

GKS ¢SYLX 4GS 5SGrAata aGro ¢ fR a4t
which contains a list of all Document/Mattedetails —Pa@sheet
DatasheetsFor the Matter templateyou will only be able to |Centract Details
see Datasheets that havié¢ KS ¢! &SR Ly¢ FASER asSao G2 dal G4SN

5 S (i I Seleét ¢he desired Datasheet and this will be applied automatically. Any Document/Matter that is
created using this Template will now use the customized Datasheet in place of thantétasheet.

8.5 Viewing Datsheets

8.5.1 Viewing a Datasheet on the Document/Matter details page

To view a details page Datasheet, navigate to the Matter details page or the Document details page of a
Matter/ Document that was created using the Template in which the Datasheet was applefatasheet can

be found in the Overview section at the top of the page.

=+ Clone ¥ Download Answers # Edit Questionnaire [E Rename ¥ Delete

[£] Non Disclosure Agreement for John Doe

Overview

DisclosingParty: DisclosingPeriod:
Corboda only one (1) month
NDAPurposePreselect: OtherPartyName:
Business Relationship John Doe
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8.5.2 Viewing a Datasheet on the Document/Matte

grid #H My Documents
The list of Datasheets will be available on the left ha 4 .. o.ocnee . S Name .
side of the Documents anthbr Matters pages.Simply |0 @ Foldert
. . . 7f Customized Datasheet
click on a Datashedb switch viewsThe columns that e | Folder2
were added to the Datasheet will be applied to th  RecenPocumens e gy cement
DOCUmentS/MatterS gl‘ld £E My Documents ) [E]l Non Disclosure Agreement
for the other party
= heed Documess - I [E] Non Disclosure Agreement

for John Doe

8.6  EditingQuestionnairevalues within a Datasheet
It is possible to edit the questionnaire values of a Document straight from within a Dataghaptalternative to
viewing the Document and clickg on Edit QuestionnaireMost columns that are derived from a Template
variable are subject to editings long as that particular variable exisf wineu ataws

within the DocumentValues that are editable will display the editing icc
when hovering over the field and all validations that would apply wh
visiting the questionnaire page will apply within the Datasheet. Ireland

United Kingdom #'

Double click to edit

To edit values within a grid Datashesimply double click field and start editing. Once finished, clicking Save
will validateany changes and if there are no errors the values wideed.Click Cancel to discard any changes
that have been applied.

+ New Datasheet 4 [ ¥ Name + Status ¢ OtherPartyCountry +
N O [E NDAfor Peter Smith (00®) Ready United States

fHl Customized :

Datasheet O [El NDAforEmily Jones (©0®) Ready United Kingdom v

— Recent O [E] NDAforJohn Doe (00®) Ready Ireland

Documents —

Save

Editing values within a Datasheat the details page overview
for a Da@ument can also be achieved by doubl Testoecument

clickingon a data value.See section19.3.3 for \ire somoee P

details on editing values within a Datasheet on tt ... OtherPartyCountry:
. lagree

Matter details page. g it ingdon

8.7 Exporting Datasheets
To export the data from a Datasheet, click on the Export button in the top left hand corner. This will download
the Datasheet as a spreadsheet.
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9.  Customizing Themes

9.1 Creating a new Theme

Open the Themes tab and click the New Theme button.
4+ New Theme

To create a new Theme, open the Themes tab and press the New Theme button; you will then be asked for a
Theme Name. Note that the Theme Name cannot be changed once you continue. Click Create.

The theme will be created and you will be directed to a pagebéng you to customize your theme.

9.2 EditingaTheme
Click on the name of the Theme you wish to edit. You will now be able to amend the details of this theme, the
same way that you can create one. Note that the name of the Theme cannot be changedisfliestisaved.

9.3 Applying &olorScheme to the Theme

While editing the theme you are presented with a series of options to changedioesapplied to the weksite.
Where these options correlate to is explained in sec@hbelow, this section will detail how to apply those
different colors depending on what wetrowser you are using.

Chrome / Firefox experience:

By clicking on the chosen color, a Color Editdrpaip up.

License Welcome Users Groups Sites Profiles Tables Reports Emails Statuses History

-
Color

=)
Add New Theme
Basic colors
Theme Name |_ N Al N 0
{ErEEEEE . :
BIR_ A= 0 h-n h -
o EFEEEEEN
Theme Description EEEEEEEN
ML L 0 0 0 el In J
1| custom colors: ‘ 1
EEEEEEEN y
. . e 136 Red: 37
Header Bar Background Styles EEEEEEEEN
Sst: 15 Green: 40
© Solid Color ® Gradient Define Custom Colors >> ColoriSolid 1. ‘37 Blue: 42
Header Background Color(s) I oK I [ — ] [ e

Main Text Color

LG Aa LRaaraoftsS G2 aryLite OKzz2as$S Oz2t2NE QAL (GKS DNJ
2 /dad2y [/ 2t2NAQ o0dZid2y®

If you are looking to replicate your own custom colors, but do not know the exactcottas for themyou may
use the Color Editor here in conjunction with the one offered in the Paint application.

Simply take a screenshot of the color you wish to replicate, and open it in Paint.
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L7
& ' = Crop = - S ] [ Outline = DDDD@Q@DDD
Ij P b A Q — DDDDDI— TDDEI
IO [N

---------- L Resize - OEAN | | £ Fil -
Pa‘ste Selvert “\ Rotate - e f L& = OGOQ = Slfe C\;Im Cuzlur

Clipboard Image Tools Shapes Colars

£ Admin Settings

+ 1 10] 243 = 139px Size: 10.5KB 100% (2 - 8 @

P AY3 GKS 02t 2NJ LAOTSNI G122t dzeRd dalordfok Bhichyo@ v@ish to Rnovid | 6 =

iKS O2RSad ¢KSy 2Ly (KS WORAG /2f2NBRQ o062E |G GKS
color, which you can then copy into the Color Editor inside Chrome.

IE / Safari experience:

In Interng Explorer or Safari the color selection is done not through a Color Editor, but with HEX Codes, as
illustrated below:
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Edit Theme X Delste Theme

Theme Name

Theme 1

Theme Description

Logos

0 Alogo can be uplosded for each of the three views available. i there is only one view with a logo, that logo will be used for all three views. The recommended imsge
dimenszions for each view are: Wide View (210:x40), Tablet View {150x20), Mobile View [100x20)

Wide View
@ 4 Upload Logo
Tablet View
[ad] 4 Upload Logo
Maobile View
[ad] 4 Upload Logo
Header Bar Background Styles

2 Solid Color ® Gradient

Header Background Color(s)

#23262c #404248

Main Text Color

#25282a

z

¢tKA&a OFy 0SS dzaSR Ay O2ye2dzyOitArzy 6AGK (KS ‘lickihgadSOi
areaonthewebsite QK22 AAy 3 WLy alLISOG 9t SYSpeie@Qrighthaml bdx2agbelbw 3 Ay i

Styles Computed Layout Events Changes

Inherited from body.style-1 ai a
dbody { min (1)

M color: I#515355:

M font: b 18px/24px "chaparralpro-regular”, "Times Mew Roman™, Times, senf;

}

Inherited from htrmnl.js W
4 html button input select textares { rinin (11

This will give you the HEX code for any block color used on a browsable page.
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9.4 Titles and Colors

OGN

WV

1 ¢ Header Background color(s) 4 ¢ Top Navigation Link Colqtighlighted
2 ¢ Main Text Color 5¢Icon Color
3 ¢ Top Navigation Link Color 6 ¢ Border Color

Where using a Gradient for the Header Bar Background Styles, it is the second color which will start from the top,
and fadeinto the second one towards the bottom. This is shown below, where the first color chosen was white,
and the second one blue:

A Lo = - =XTesS fatters Documents Approvals Templates @ ¥ Administrator

£+ Admin Settings

Cancel
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