
 

 

 

 
 
/ƻƴǘǊŀŎǘ9ȄǇǊŜǎǎϯ !ŘƳƛƴ aŀƴǳŀƭ 

Version 6.0 

20 May 2016 

 

  



 

May 20, 2016 

2  ContractExpress® Admin Manual 

 

 

 

 

 

 

 

 

 

 

 

 

 

Disclaimer 

This manual as well as the software described in it, is furnished under license and may be used or copied only in accordance with the 

terms of such a license. The content of this document is furnished for informational use only, is subject to change without notice and does 

not represent a commitment on the part of Thomson Reuters. Thomson Reuters assumes no responsibility or liability for any errors or 

inaccuracies that may appear in this manual. 

Copyright © 2016 Thomson Reuters. 

All rights reserved. Except as permitted by such license, this manual may not be copied, photocopied, reproduced, translated or converted 

to any electronic or machine readable form in whole or in part without the prior written approval of Thomson Reuters. 

Trademarks 

ContractExpress, ContractExpress Negotiator, ContractExpress for SharePoint, ContractExpress for Salesforce, ContractExpress Author, 

ContractExpress Drafter, ContractExpress DealBuilder, ContractExpress Administrator, ContractExpress.com, ContractExpress Cloud, 

ContractExpress for SharePoint Cloud, ContractExpress QuickStart, and the ContractExpress system are trademarks of Thomson Reuters. 

All other brand or product names are trademarks or registered trademarks of their respective owners. 

For technical support contact: contractexpress-support@thomsonreuters.com  

 

 

 

mailto:contractexpress-support@thomsonreuters.com


 

May 20, 2016 

3 ContractExpress® Admin Manual 

Contents 
1. Key concepts in ContractExpress ........................................................................................................................9 

1.1 What is ContractExpress? ...........................................................................................................................9 

1.2 ContractExpress Author ........................................................................................................................... 10 

2. Changing License Space settings ..................................................................................................................... 10 

2.1 License Details ......................................................................................................................................... 10 

2.1.1 Uploading a License ........................................................................................................................ 11 

2.1.2 Closing a License Space .................................................................................................................. 12 

2.1.3 Enabling the creation of Datasheets .............................................................................................. 12 

2.1.4 Changing the default Theme .......................................................................................................... 12 

2.1.5 Changing the default Profile ........................................................................................................... 12 

2.1.6 Enabling Categories ........................................................................................................................ 12 

2.1.7 Changing the default language ....................................................................................................... 12 

2.1.8 Embedding ...................................................................................................................................... 13 

2.1.9 Changing the Default tab for New Documents .............................................................................. 13 

2.1.10 Document deletion ......................................................................................................................... 13 

2.1.11 Enabling DocuSign .......................................................................................................................... 13 

2.1.12 Template Access ............................................................................................................................. 13 

2.1.13 Enabling Matters ............................................................................................................................ 13 

2.1.14 Customizing the Terms of Service .................................................................................................. 14 

2.1.15 Customizing the Privacy Policy ....................................................................................................... 14 

3. Welcome Screen .............................................................................................................................................. 14 

3.1 Accessing the Welcome Screen ............................................................................................................... 14 

3.2 Customizing the Welcome Screen ........................................................................................................... 14 

4. Notices ............................................................................................................................................................. 15 

4.1 Creating a Notice ..................................................................................................................................... 15 

4.2 Display of Notices .................................................................................................................................... 15 

5. Managing Users ............................................................................................................................................... 16 

5.1 User Role ................................................................................................................................................. 16 

5.2 Author Role .............................................................................................................................................. 16 

5.3 Admin Role .............................................................................................................................................. 16 

5.4 Guest Role ............................................................................................................................................... 17 



 

May 20, 2016 

4  ContractExpress® Admin Manual 

5.5 Template permissions ............................................................................................................................. 17 

5.6 Document permissions ............................................................................................................................ 18 

5.7 Adding a User to ContractExpress ........................................................................................................... 18 

5.7.1 Inviting a User where using Forms Based Authentication ............................................................. 18 

5.7.2 Inviting a User where using Active Directory ................................................................................. 19 

5.8 9ŘƛǘƛƴƎ ŀ ¦ǎŜǊΩǎ ǊƻƭŜ ................................................................................................................................. 19 

5.9 Deleting a User ........................................................................................................................................ 19 

6. Managing Groups ............................................................................................................................................ 19 

6.1 Creating a Group ..................................................................................................................................... 20 

6.2 Editing a Group ........................................................................................................................................ 20 

6.3 Deleting a Group...................................................................................................................................... 20 

7. Sites ................................................................................................................................................................. 20 

7.1 Creating a sub-site ................................................................................................................................... 20 

7.2 Customizing a sub-site Theme ................................................................................................................. 21 

7.3 Document deletion .................................................................................................................................. 21 

7.4 Adding users from the License Space ...................................................................................................... 21 

7.5 Adding a new user to a sub-site .............................................................................................................. 21 

7.6 Customizing the Welcome Screen for a sub-site ..................................................................................... 21 

7.7 Editing an existing sub-site ...................................................................................................................... 21 

7.8 Deleting a sub-site ................................................................................................................................... 22 

8. Datasheets ....................................................................................................................................................... 22 

8.1 Creating a Datasheet ............................................................................................................................... 22 

8.1.1 Adding and removing Columns in a Datasheet .............................................................................. 23 

8.1.2 Re-ordering Columns in a Datasheet .............................................................................................. 25 

8.2 Editing a Datasheet .................................................................................................................................. 25 

8.3 Deleting a Datasheet ............................................................................................................................... 26 

8.4 Sharing a Datasheet ................................................................................................................................. 26 

8.4.1 Sharing a Datasheet that is used in the Documents/Matters grid ................................................. 26 

8.4.2 Sharing a Datasheet that is used on the Document/Matter details page...................................... 26 

8.5 Viewing Datasheets ................................................................................................................................. 26 

8.5.1 Viewing a Datasheet on the Document/Matter details page ........................................................ 26 

8.5.2  Viewing a Datasheet on the Document/Matter grid ..................................................................... 27 



 

May 20, 2016 

5 ContractExpress® Admin Manual 

8.6 Editing Questionnaire values within a Datasheet ................................................................................... 27 

8.7 Exporting Datasheets............................................................................................................................... 27 

9. Customizing Themes ........................................................................................................................................ 28 

9.1 Creating a new Theme ............................................................................................................................. 28 

9.2 Editing a Theme ....................................................................................................................................... 28 

9.3 Applying a Color Scheme to the Theme .................................................................................................. 28 

9.4 Titles and Colors ...................................................................................................................................... 31 

9.5 Adding a Logo .......................................................................................................................................... 32 

9.6 Deleting a Theme ..................................................................................................................................... 32 

10. Profiles ............................................................................................................................................................. 33 

10.1 Built-in Profile .......................................................................................................................................... 33 

10.2 Creating a new Profile ............................................................................................................................. 33 

10.3 Profile Sections ........................................................................................................................................ 33 

10.4 Uploading a Profile .................................................................................................................................. 33 

10.5 Editing an existing Profile ........................................................................................................................ 34 

10.6 Deleting a Profile ..................................................................................................................................... 34 

11. Locales ............................................................................................................................................................. 34 

11.1 Creating a new Locale .............................................................................................................................. 34 

11.2 Uploading a Locale .................................................................................................................................. 34 

11.3 Editing an existing Locale ........................................................................................................................ 34 

11.4 Deleting a Locale ..................................................................................................................................... 35 

12. External Tables ................................................................................................................................................ 35 

12.1 Creating a new External Table ................................................................................................................. 35 

12.2 Editing an existing External Table ............................................................................................................ 36 

12.3 Deleting an External Table ....................................................................................................................... 36 

12.4 Setting permissions on an External Table ............................................................................................... 36 

13. Reports ............................................................................................................................................................ 36 

13.1 Templates by popularity .......................................................................................................................... 36 

13.2 Generated document sets ....................................................................................................................... 37 

13.3 Generate Chargeable Data Report .......................................................................................................... 37 

13.4 Downloading Reports .............................................................................................................................. 37 

14. Customize Emails ............................................................................................................................................. 37 



 

May 20, 2016 

6  ContractExpress® Admin Manual 

14.1 User invitation into the system ............................................................................................................... 37 

14.2 Guest invitation to edit a contract .......................................................................................................... 38 

15. Approval and Document Statuses ................................................................................................................... 38 

15.1 Approval Statuses .................................................................................................................................... 38 

15.2 Contract Statuses..................................................................................................................................... 38 

16. History ............................................................................................................................................................. 39 

17. Setting up Templates ....................................................................................................................................... 39 

17.1 Uploading a Template from the Browser ................................................................................................ 39 

17.2 Uploading a template from ContractExpress Author .............................................................................. 40 

17.3 The Template Details Tab ........................................................................................................................ 40 

17.3.1 Sharing ............................................................................................................................................ 40 

17.3.2 Template URLs ................................................................................................................................ 40 

17.3.3 History ............................................................................................................................................ 41 

17.4 Template Versions ................................................................................................................................... 41 

17.5 Downloading a Template......................................................................................................................... 41 

17.6 Deleting a Template ................................................................................................................................ 42 

17.6.1 Deleting a Template ....................................................................................................................... 42 

17.6.2 Deleting a Template Version .......................................................................................................... 42 

17.7 Sharing a Template with other users ...................................................................................................... 42 

17.7.1 Marking a Template as Live ............................................................................................................ 42 

17.7.2 Sharing a Template ......................................................................................................................... 42 

17.7.3 Allow other users to edit a Template ............................................................................................. 43 

17.8 Public Templates ..................................................................................................................................... 43 

17.8.1 Make a Template visible for external use ...................................................................................... 43 

17.8.2 Adding a Template to the Public Page............................................................................................ 44 

17.9 Setting up an Approval on a Template .................................................................................................... 44 

17.9.1 Create the Approval Group ............................................................................................................ 44 

17.9.2 Creating the Approval Trigger(s) .................................................................................................... 44 

17.9.3 Adding a new Approval Step .......................................................................................................... 44 

17.9.4 Editing an Approval Step ................................................................................................................ 47 

17.9.5 Manage Approval Order ................................................................................................................. 47 

17.9.6 Deleting an Approval Step .............................................................................................................. 47 



 

May 20, 2016 

7 ContractExpress® Admin Manual 

17.9.7 The Approval Process: Users .......................................................................................................... 48 

17.9.8 The Approval Process: Approvers ................................................................................................... 50 

18. Categories ........................................................................................................................................................ 52 

18.1 Creating Categories ................................................................................................................................. 52 

18.2 Adding Templates to Categories ............................................................................................................. 53 

19. Matters ............................................................................................................................................................ 54 

19.1 Setting up Matter Workflow Steps .......................................................................................................... 54 

19.1.1 Matter Template ............................................................................................................................ 54 

19.1.2 Adding a new Workflow Step ......................................................................................................... 55 

19.1.3 Editing a Workflow Step ................................................................................................................. 56 

19.1.4 Managing Workflow Step Order ..................................................................................................... 56 

19.1.5 Deleting a Workflow Step ............................................................................................................... 56 

19.2 Creating a new Matter ............................................................................................................................ 56 

19.3 Working through a Matter ...................................................................................................................... 56 

19.3.1 The Matter details page ................................................................................................................. 56 

19.3.2 Progressing through a Matter ........................................................................................................ 57 

19.3.3 Renaming and Editing a Matter ...................................................................................................... 58 

19.3.4 Sharing a Matter ............................................................................................................................. 59 

19.3.5 Access Levels .................................................................................................................................. 59 

19.3.6 Matter History ................................................................................................................................ 60 

19.3.7 Ending a Matter .............................................................................................................................. 60 

20. Creating Documents ........................................................................................................................................ 60 

20.1 Creating a new Document ....................................................................................................................... 61 

20.1.1 Choosing a Template ...................................................................................................................... 61 

20.1.2 Navigating through the Questionnaire ........................................................................................... 61 

20.1.3 Preview ........................................................................................................................................... 62 

20.1.4 Navigating multiple documents using Preview .............................................................................. 62 

20.1.5 Views in the Questionnaire ............................................................................................................ 62 

20.1.6 Downloading answers from the Questionnaire ............................................................................. 65 

20.1.7 Uploading answers to the Questionnaire ....................................................................................... 65 

20.2 Search for a Template ............................................................................................................................. 65 

20.3 Multi Document creation ........................................................................................................................ 66 



 

May 20, 2016 

8  ContractExpress® Admin Manual 

20.3.2 Creating new Documents ............................................................................................................... 66 

20.3.3 Editing existing Documents ............................................................................................................ 66 

21. Managing Documents...................................................................................................................................... 67 

21.1 Editing a Questionnaire ........................................................................................................................... 67 

21.2 Renaming a Document ............................................................................................................................ 67 

21.3 Deleting a Document ............................................................................................................................... 67 

21.4 Sharing Documents.................................................................................................................................. 67 

21.4.1 Share an Existing Document with a Guest...................................................................................... 67 

21.4.2 Share a Document with users ......................................................................................................... 69 

21.4.3 Access Levels .................................................................................................................................. 69 

21.5 Document History .................................................................................................................................... 70 

21.6 Document Snapshot ................................................................................................................................ 70 

21.7 Document Versions ................................................................................................................................. 70 

21.7.1 Uploading a new document version ............................................................................................... 70 

21.7.2 Viewing document versions ........................................................................................................... 71 

21.8 Document Folders ................................................................................................................................... 71 

21.8.1 Creating a new Folder..................................................................................................................... 71 

21.8.2 Creating a new Document within a Folder ..................................................................................... 72 

21.8.3 Moving a Document into a Folder .................................................................................................. 72 

21.8.4 Deleting a Folder ............................................................................................................................ 72 

21.8.5 Folder permissions ......................................................................................................................... 72 

21.8.6 Permissions on sub-folders and Documents within folders ........................................................... 73 

22. DocuSign .......................................................................................................................................................... 73 

23. User Settings .................................................................................................................................................... 75 

23.1 My Account .............................................................................................................................................. 75 

23.2 Display Name ........................................................................................................................................... 75 

23.3 Display Locale .......................................................................................................................................... 76 

23.4 Show a menu of Datasheets when viewing Documents and Matters .................................................... 76 

23.5 Prompt to Rename Questionnaire .......................................................................................................... 76 

23.6 Showing the Welcome Screen ................................................................................................................. 76 

23.7 Revoke DocuSign Access Token ............................................................................................................... 76 

23.8 Password changes ................................................................................................................................... 77 



 

May 20, 2016 

9 ContractExpress® Admin Manual 

23.8.1 Forgot password and resetting the password ................................................................................ 77 

23.9 Bookmarking ............................................................................................................................................ 77 

24. Client Engagement .......................................................................................................................................... 77 

24.1 Using the site as an anonymous user ...................................................................................................... 78 

24.1.1 Adding a Template to the Public Page............................................................................................ 78 

24.1.2 Creating a Document via the Public Page ...................................................................................... 79 

24.1.3 Viewing Documents created via the Public Page ........................................................................... 79 

24.1.4 Using DocuSign with Documents created via the Public Page ....................................................... 79 

24.2 Creating Documents as a Guest .............................................................................................................. 80 

24.2.1 Sending a New Invite to a blank Questionnaire ............................................................................. 80 

24.2.2 Sending a New Invitation to a first draft Questionnaire ................................................................ 81 

24.2.3 Creating a Document using a New Invitation ................................................................................. 82 

24.2.4 Notifying the sender that the Questionnaire is complete ............................................................. 82 

24.2.5 Viewing Documents created via a New Invitation ......................................................................... 83 

24.3 Using the site as a member of a sub-site ................................................................................................ 83 

24.3.1 Logging in to a sub-site ................................................................................................................... 83 

 

1. Key concepts in ContractExpress 

1.1 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: 

¶ ContractExpress: The flagship web-based document assembly 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 ContractExpress for self-

service contract creation, approvals and e-signatures. ContractExpress is available as an on-premises 

solution or via Software as a Service (SaaS).  

¶ ContractExpress for SharePoint: This 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 SharePoint provides a contract automation solution for 

corporate legal departments to provide self-service contract creation capabilities to end users, together 

with matrix-based approvals, document versioning, e-signature, search and reporting. Law firms who use 
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SharePoint as an extranet based platform can also use ContractExpress for SharePoint to provide self-

service document automation to their clients.  

¶ ContractExpress for Salesforce: This 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 can be used 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 all three 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 ContractExpress Author 

ContractExpress Author is the tool that template owners use to create templates for these three ContractExpress 

products. ContractExpress Author is an add-in for Microsoft Word 2007 and above and provides template 

authors with all of the capabilities for converting a regular Microsoft Word document into a ContractExpress 

template through the addition of mark-up and the creation of dictionary items. Once a template is created in 

Microsoft Word with ContractExpress Author, it is uploaded to one of the ContractExpress products above where 

end-users can start to create documents from that template. ContractExpress contains a unique and patented 

questionnaire 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 Space settings 

2.1 License Details 

Your license details are available in the License tab, under the Admin Settings page (the cogwheel). 
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2.1.1 Uploading a License 

Where your license needs renewing you must upload the .xml file into your account. You can do this by clicking 

on the Upload License button, and browsing to the .xml file. Contact contractexpress-

support@thomsonreuters.com  for a license file if you have not received this file. 

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

 

mailto:contractexpress-support@thomsonreuters.com
mailto:contractexpress-support@thomsonreuters.com
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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 contained within and you will not 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 within the 

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 will be 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.  

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

2.1.4 Changing the default Theme 

The various Themes you have created will be available from the drop-down 

menu here. This will only apply to the main site, not the sub-sites you have 

created. See section 8 for information on creating Themes. 

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

selection. 

2.1.5 Changing the default Profile 

The various Profiles you have created will be available from the drop-down 

menu here. This will only apply to the main site, not the sub-sites 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 Enabling Categories 

Activates the use of Categories for the organisation of questionnaires in the 

Documents section. See section 18 for more information on setting these 

up.  

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

2.1.7 Changing the default language 

A selection of languages is available from the drop-down menu. This will 

only apply to the main site, sub-sites you have created can be configured 

independently. 

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

You can allow embedding of questionnaires on one separate 

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 save your selection. 

2.1.9 Changing the Default tab for New Documents 

This allows you to select whether users, upon starting the creation of a 

new document, will be taken to either All templates, Recent templates, or 

template Categories.  

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

2.1.10 Document deletion 

The Contract Deletion setting enables the deletion of all Document data 

and generated documents on log-out. This can be done on-demand, or 

automatically. Select Automatic to enable Document deletion automatically on log out. 

In a Forms Based Authentication environment, this deletion will occur when the session ends ς whether the 

session times out or the user signs out. In a Windows Authenticated environment, this will happen only once the 

user signs out. 

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

2.1.11 Enabling DocuSign 

This setting controls whether DocuSign is available for users to complete 

workflows. Using DocuSign within ContractExpress is explained in further detail in 

section 22. 

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 to 

be used when a new template is uploaded. By default, this is 

Owner Only. The associated rights are as follows: the Owner will get Full rights, the Authors will get Write rights, 

and Users Read rights. This setting will not apply to templates that have been uploaded prior to the change. See 

section 5.5 for more details on these rights. 

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

2.1.13 Enabling Matters 

You can choose whether Matters are enabled for the license space. Disabling the Matter feature will disable the 

Matter page. The Matter feature can be re-enabled at any 

time and all existing Matters will become visible. See section 
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19 for 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 only available for on premise or privately hosted 

deployments. 

.ȅ ǘƛŎƪƛƴƎ Ψ!ŘŘ /ǳǎǘƻƳ ¢ŜǊƳǎΩΣ ȅƻǳ ŀǊŜ ƴƻǿ ŀōƭŜ ǘƻ ŀŘŘ ŀ ƭƛƴƪ ǘƻ 

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. 

¢ƛŎƪƛƴƎ ǘƘŜ Ψ{Ƙƻǿ ¢ŜǊƳǎ ŦƻǊ ǳǎŜǊǎ ǿƘƻ ƘŀǾŜ ƴƻǘ ȅŜǘ ŀŎŎŜǇǘŜŘ ƛǘΩ ǿƛƭƭ ƳŜŀƴ ǳǎŜǊǎ ǿƘƻ ƘŀǾŜ ƴƻǘ ȅŜǘ ŀŎŎŜǇǘŜŘ ǘƘŜ 

terms of service will be required to accept them before being able to start using ContractExpress. 

tǊŜǎǎƛƴƎ ǘƘŜ ΨwŜǉǳƛǊŜ ŀƭƭ ǳǎŜǊǎ ǘƻ ǊŜ-accept TeǊƳǎ ƻŦ {ŜǊǾƛŎŜΩ ƳŜŀƴǎ ǘƘŀǘ ǳǇƻƴ ƴŜȄǘ ƭƻƎƛƴΣ ŀƭƭ ǳǎŜǊǎ ǿƛƭƭ ōŜ 

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 screen to save your selection. 

2.1.15 Customizing the Privacy Policy 

This option is only available for on premise or privately hosted deployments. 

As with the Terms of Service, the link for your custom privacy policy must be HTTP 

Secure (meaning it begins with https), and 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 individual 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 on 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 locally-saved images, and reference a video that is hosted on a video sharing website. 

To add a video, ensure you use the link provided by the host website for embedding (this begins with: \ \www.). 

file://www
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4. Notices 
Notices enable license space administrators to set up, for example, notice of downtime. The use 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 Notice 

 

/ƭƛŎƪ ΨbŜǿ bƻǘƛŎŜΩ ǘƻ ǎǘŀǊǘ ǘƘŜ ŎǊŜŀǘƛƻƴ ƻŦ ŀ bƻǘƛŎŜΦ bƻǘŜ ǘƘŀǘ ŀ ƴƻǘƛŎŜ ƛǎ ŀŎǘƛǾŜ ŀǎ ǎƻƻƴ ŀǎ ƛǘ ƛǎ ŎǊŜŀǘŜŘ ŀƴŘ ŘƻŜǎ 

not depend on the Start Date. 

Notice Title: this will be used as the notice header. 

Description: use this for the main body of the notice. 

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

 

4.2 Display of Notices 

bƻǘƛŎŜǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ǘƻ ǳǎŜǊǎ ƻƴ ǎŎǊŜŜƴ ōŜŦƻǊŜ ǘƘŜ ²ŜƭŎƻƳŜ tŀƎŜΦ /ƭƛŎƪƛƴƎ ΨwŜƳƛƴŘ ƳŜ [ŀǘŜǊΩ ǿƛƭƭ ƳŜŀƴ ǘƘŜ 

notice re-appears the next time the user logs in. If the user does not click this, the notice will not be displayed 

again. ¦ǎŜǊǎ Ŏŀƴƴƻǘ ŎƻƴǘƛƴǳŜ ǘƻ ǘƘŜ ǎƛǘŜ ǿƛǘƘƻǳǘ ŀŎƪƴƻǿƭŜŘƎƛƴƎ ǘƘŜ ƴƻǘƛŎŜ ōȅ ŎƭƛŎƪƛƴƎ Ψ/ƻƴǘƛƴǳŜΩΦ  
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A user can also go to their account page, and click View Current 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, 

ŀƴŘ ŎƭƛŎƪƛƴƎ ΨaŀǊƪ ŀǎ 5ƻƴŜΩΦ ¢ƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ǿƛƭƭ ōŜ ŀǎƪŜŘ ŦƻǊ ŀ /ƭƻǎǳǊŜ wŜŀǎƻƴ όŦƻǊ ŀŘƳƛƴƛǎǘrative purposes), 

and the Notice will be logged as done. Note that Notices cannot be permanently deleted.  

 

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 tabs: Matters (if configured); Documents; Admin Settings (cog wheel) - Reports tab only. 

5.2 Author Role 

Authors are able to upload, test and control permissions on templates. They can share live templates with users, 

who can then generate documents using them. They can also perform all the actions available to Users.  

Accessible tabs: Matters (if configured); Documents; Templates; Admin Settings (cog wheel) ς Reports, 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. In addition, 

they have admin permissions over all templates and documents and can view all the documents within the 

license space within.   

Accessible tabs: Matters (if configured); Documents; Templates; Admin Settings (cog wheel). 
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5.4 Guest Role 

Guests are invited to complete 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 permissions 

 

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, and Admins will always have access to all functions. The Author who uploaded the 

ǘŜƳǇƭŀǘŜ ƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƎǊŀƴǘŜŘ Cǳƭƭ ǊƛƎƘǘǎ ƻǾŜǊ ǘƘŀǘ ǘŜƳǇƭŀǘŜ ŀǎ ǘƘŜȅ ŀǊŜ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ōŜ ǘƘŜ ΨhǿƴŜǊΩ ƻŦ ǘƘŜ 

template. The template permissions automatically applied rely upon the setting of Template Access in Admin 

Settings. See section 2.1.12 for more details. 

The None option is used to expressly remove permissions from a user or group. For 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 Access Level, the occurrence highest in the access list will take 

precedence.  

 Read Write Full 

View properties Yes Yes Yes 

Launch 
Questionnaire/Generate 
Documents  

(including testing) 

Yes Yes Yes 

Download Template No Yes Yes 

Delete Template No Yes Yes 
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Edit Template 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 Document permissions 

These are applied to documents which have been generated. For these permissions to apply, the user in 

question 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. Where multiple entries 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 as 
Locked docx 

Yes No No 

Download Document as 
.docx 

No Yes Yes 

View Questionnaire  Yes (read-only) Yes Yes 

Edit Questionnaire No Yes Yes 

Delete Document No Yes Yes 

Edit permissions No No Yes 

 

5.7 Adding a User to ContractExpress 

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

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

5.7.1 Inviting a User where using Forms Based Authentication 
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Open the Users tab in the Admin Settings 

and click the New User button.  

You ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ŜƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ 

name, e-mail address, set a Role and add 

them to an existing group. Once you have 

completed these, click the Send Invitation 

button. The user will receive a link to join, 

with 48 hours to follow through on the 

invitation before the link expires. 

5.7.2 Inviting a 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 the Active Directory 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 usual methods. 

When sharing something with a user/group who has not yet signed in for the first time, the Admin will need to 

ǘȅǇŜ ǘƘŜ ŦƛǊǎǘ ǘƘǊŜŜ ƭŜǘǘŜǊǎ ƻŦ ǘƘŀǘ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜκƎǊƻǳǇ ƴŀƳŜ ƛƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ ǎȅǎǘŜƳ ǘƻ ŦƛƴŘ ŀƴŘ ǊŜŎƻƎƴƛǎŜ ƛǘΦ 

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

LŦ ȅƻǳ ǿƛǎƘ ǘƻ ŎƻƴŦƛƎǳǊŜ ŀ ǳǎŜǊΩǎ ǇŜǊƳƛǎǎƛƻƴǎ ƛƴ ŀŘǾŀƴŎŜ ǘƘŜƴ ǘƘƛǎ Ŏŀƴ ŜƛǘƘŜǊ ōŜ ŘƻƴŜ ōȅ ŀǎǎƛƎƴƛƴƎ wƻƭŜ ōŀǎŜŘ 

permissions (see section 17.7) 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 User button. 

For more information please refer to the ContractExpress Enterprise Installation Manual. 

5.8 Editing a UserΩǎ role 

! ǳǎŜǊΩǎ wƻƭŜ Ŏŀƴ ōŜ ŎƘŀƴƎŜŘ ŀǘ ŀƴȅ ǘƛƳŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜƛǊ ŎǳǊǊŜƴǘ ǊƻƭŜ ƛƴ ǘƘŜ ¦ǎŜǊǎ ǘŀōΦ  

A pop-up will open, with the various Roles available from a drop-down menu.  

5.9 Deleting a User 

Deleting a user is done by ticking the box next to their name and then clicking on 

the Delete button which will appear at the top of the Users tab.  

6. Managing Groups 
Groups can be used in ContractExpress to easily assign permissions over templates and easily control access to 

sub-sites.  
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6.1 Creating a Group 

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

This will open a page enabling you to name the Group and 

add users to it. Note that the Group name cannot be the 

same as the name of any Sites (see section 7 below). The 

users need to have already been added via the Users tab or if 

using a Windows 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 drop-down menu, selecting Group and entering the name of the group. If using 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 Editing a 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 to the Sites tab, and editing the 

members within the appropriate Site. 

6.3 Deleting a Group 

1) Click the tick box next to the sub-

ǎƛǘŜΩǎ ƴŀƳŜΦ tǊŜǎǎ ǘƘŜ ƴŜǿƭȅ-

ŀǇǇŜŀǊŜŘ Ψ5ŜƭŜǘŜΩ ōǳǘǘƻƴΣ ŀƴŘ 

confirm the deletion. 

 

2) Or, open the desired Group by clicking on its name. Theƴ ǳǎŜ ǘƘŜ Ψ5ŜƭŜǘŜ DǊƻǳǇΩ ōǳǘǘƻƴ 

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 Creating a sub-site 
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 Groups (see 

section 6 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 will be visible only by Administrators) and customize the Welcome Screen (for 

that sub-site only). 
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7.2 Customizing a sub-site Theme 

Customizing a sub-site theme is done via the Themes tab (see section 8). All Themes created will then appear in 

the drop-down list when creating the sub-site. 

7.3 Document deletion 
Whilst it is possible to set the Contract Deletion settings for the entire license space, it is also possible to set it for 

individual sub-sites via the drop-down menu. The available options are Automatic and On Demand for more 

information on this functionality see section 2.1.10. 

7.4 Adding users from the License Space 
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 or user e-mail address and the Site will find it and auto 

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 Adding a new user to a sub-site 
It is possible to add users who are not yet part of the License Space. This is done in the same manner as it is to 

invite users to the License SǇŀŎŜ ƛƴ ǘƘŜ ŦƛǊǎǘ ǇƭŀŎŜΦ ¦ƴŘŜǊ ΨLƴǾƛǘŜ bŜǿ ¦ǎŜǊǎΩ ŎƭƛŎƪ ǘƘŜ Ǉƭǳǎ ōǳǘǘƻƴ ŀƴŘ ŜƴǘŜǊ ǘƘŜ 

users email address and full name. 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 sub-site 

It is possible to customize the Welcome Screen for a sub-site 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 configured for the main Site. 

7.7 Editing an existing sub-site 

Click on the sub-ǎƛǘŜΩǎ ƴŀƳŜ ǘƻ ƻǇŜƴ ŀƭƭ ǘƘŜ ƻǇǘƛƻƴǎΦ Lǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ŎƘŀƴƎŜ ŀƭƭ ōǳǘ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǳō-site. 
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7.8 Deleting a sub-site 

1) Tick the box next to the sub-ǎƛǘŜΩǎ ƴŀƳŜΦ ! 5ŜƭŜǘŜ ōǳǘǘƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ŀǘ ǘƘŜ ǘƻp of the screen. Click this 

button and confirm the deletion.  

2) Or, open the desired sub-ǎƛǘŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ƛǘǎ ƴŀƳŜΦ ¢ƘŜƴ ǳǎŜ ǘƘŜ Ψ5ŜƭŜǘŜ {ƛǘŜΩ ōǳǘǘƻƴ 

in order to delete the selected sub-site.  

8. Datasheets 
Datasheets are views that can be created and customized which allow you to view data captured via the 

spreadsheet. This gives you the ability to view relevant information easily and quickly across many Documents at 

once.  

By default this feature is switched off and users will only be able to view and use the built-in Datasheets. See 

section 2.1.3 for details on how to switch this feature on.  

8.1 Creating a Datasheet 

To create a new Datasheet, open the Datasheets tab and press the New Datasheet button. 

Alternatively, this option is also available on the main Documents and Matters pages above 

the list of Datasheets.  

 

This will open a page which will allow you to customize the Datasheet.  
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Name: Enter a unique name for the Datasheet. This will be the display name for the Datasheet. Note 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. 

¶ Documents Grid/Matters Grid: These are the pages which list all Documents or Matters 

¶ Document Details: This is the details page of a Document 

¶ Matter Details: This is the details page of a Matter  

Based On: This option is only available if the Datasheet will be used in the Documents grid or Matters grid. 

Choose the default sorting and contents of the Datasheet. 

¶ Recent Documents\ Matters: Sorts the list in descending order of last modified but will not include 

folders 

¶ My Documents\ Matters: Sorts the list by name in ascending order and will include folders that belong to 

a user  

¶ Shared Matters\ Documents: Sorts the list by name in ascending order and will include folders that have 

been shared with a user 

Sharing: This option is only available to Admin and Author users.  

¶ Shared: Datasheet will be available for other users within the site 

¶ Only me: Only the user creating the Datasheet will be able to view/use the Datasheet. Note that 

Matter/Document Details Datasheets cannot be set to Only Me  

8.1.1 Adding and removing Columns in a Datasheet 

To specify what data will be displayed in the Datasheet you will need to add the 

relevant data columns using the Add & Remove Columns option. This will open a 
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modal with columns that can be added to the Datasheet.  

 

 

The section on the left will list the variables per Template which are available for adding to the Datasheet and 

the section on the right lists variables that will be added to the Datasheet. Note that you can only view the 

variables of one Template at a time.  

When you first access the modal you will see a list of metadata variables 

for a Document/Matter . To view Template variables, click on the 

Templates dropdown menu and select the desired Template. Only 

Templates that you have been granted at least Read access to will 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 be listed in the Columns section. There is no limitation on 

how many times a variable can be added to the Columns section. To add Variables from a different Template, 

select another Template from the Templates dropdown menu. 

 

To remove Columns, select the Variables in the Columns section and click on the left arrow button.  

Ensuring access to items via a Datasheet 

The Name metadata Variable must be added to Datasheets for the Documents/Matters 

grids as it is required to access a Document/Matter from the grid. 
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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 specify a specific repeat occurrence of the Repeat in the Datasheet 

builder (after saving the Columns) by entering the number of the Repeat in the Repeat Context field.  

 

 

Press the Save button to finish creating the Datasheet. 

8.1.2 Re-ordering Columns in a Datasheet 

Columns that have been added to the Datasheet can be re-ordered by dragging and dropping the Columns to the 

desired location.  

8.2 Editing a Datasheet 

Editing a Datasheet is done by clicking on the Datasheet name in the list of Datasheets. All settings are editable. 

 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 need to add the Variable as a Column from one Template.  
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8.3 Deleting a Datasheet 

To delete a Datasheet, click the checkbox 

next to the 5ŀǘŀǎƘŜŜǘΩǎ name and click 

Delete. Alternatively, open the desired 

Datasheet by clicking on its name. Then use 

ǘƘŜ Ψ5ŜƭŜǘŜ 5ŀǘŀǎƘŜŜǘΩ button in order to delete the selected Datasheet.  

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 a Datasheet that is used in the Documents/Matters grid  

hƴŎŜ ǘƘŜ {ƘŀǊƛƴƎ ǾŀƭǳŜ ƻŦ ŀ 5ŀǘŀǎƘŜŜǘ Ƙŀǎ ōŜŜƴ ǎŜǘ ǘƻ ά{ƘŀǊŜŘέΣ ǘƘŜ 5ŀǘŀǎƘŜŜǘ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ŀǾŀƛƭŀōƭŜ ŦƻǊ 

all users to view. 

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

A Datasheet to be used on the details page of a Document/Matter must be applied to the Template that will be 

used to create the Document/Matter. Note that a Datasheet for a Document/Matter details page must be set to 

Shared. 

Navigate to Templates and select the appropriate Template - 

for aŀǘǘŜǊǎΣ ǘƘƛǎ ǿƛƭƭ ƻƴƭȅ ŜǾŜǊ ōŜ ǘƘŜ άMatterέ ¢ŜƳǇƭŀǘŜΦ hƴ 

ǘƘŜ ¢ŜƳǇƭŀǘŜ 5Ŝǘŀƛƭǎ ǘŀō ǘƘŜǊŜ ǿƛƭƭ ōŜ ŀ ŦƛŜƭŘ ά5ŀǘŀǎƘŜŜǘέ 

which contains a list of all Document/Matter details 

Datasheets. For the Matter template you will only be able to 

see Datasheets that have ǘƘŜ ά¦ǎŜŘ Lƴέ ŦƛŜƭŘ ǎŜǘ ǘƻ άaŀǘǘŜǊ 

5ŜǘŀƛƭǎέΦ Select the 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 the built-in Datasheet. 

8.5 Viewing Datasheets 

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 applied. The Datasheet can 

be found in the Overview section at the top of the page. 
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8.5.2  Viewing a Datasheet on the Document/Matter 

grid 

The list of Datasheets will be available on the left hand 

side of the Documents and/or Matters pages. Simply 

click on a Datasheet to switch views. The columns that 

were added to the Datasheet will be applied to the 

Documents/Matters grid.  

 

8.6 Editing Questionnaire values within a Datasheet 

It is possible to edit the questionnaire values of a Document straight from within a Datasheet as an alternative to 

viewing the Document and clicking on Edit Questionnaire. Most columns that are derived from a Template 

variable are subject to editing as long as that particular variable exists 

within the Document. Values that are editable will display the editing icon 

when hovering over the field and all validations that would apply when 

visiting the questionnaire page will apply within the Datasheet. 

To edit values within a grid Datasheet, simply double click a field and start editing. Once finished, clicking Save 

will validate any changes and if there are no errors the values will be saved. Click Cancel to discard any changes 

that have been applied. 

 

Editing values within a Datasheet on the details page 

for a Document can also be achieved by double 

clicking on a data value. See section 19.3.3 for 

details on editing values within a Datasheet on the 

Matter details page. 

 

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.  

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 page enabling you to customize your theme.  

9.2 Editing a Theme 

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 changed after it is first saved. 

9.3 Applying a Color Scheme to the Theme 

While editing the theme you are presented with a series of options to change the colors applied to the web-site. 

Where these options correlate to is explained in section 9.4 below, this section will detail how to apply those 

different colors depending on what web-browser you are using. 

Chrome / Firefox experience: 

By clicking on the chosen color, a Color Editor will pop up. 

 

Lǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ǎƛƳǇƭȅ ŎƘƻƻǎŜ ŎƻƭƻǊǎ Ǿƛŀ ǘƘŜ DǊŀŘƛŜƴǘ ƻƴ ǎŎǊŜŜƴ ŀƴŘ ŀǇǇƭȅ ǘƘŜƳ ƳǳƭǘƛǇƭŜ ǘƛƳŜǎ ōȅ ǳǎƛƴƎ ǘƘŜ Ψ!ŘŘ 

ǘƻ /ǳǎǘƻƳ /ƻƭƻǊǎΩ ōǳǘǘƻƴΦ  

If you are looking to replicate your own custom colors, but do not know the exact color-codes for them, you 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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¦ǎƛƴƎ ǘƘŜ ŎƻƭƻǊ ǇƛŎƪŜǊ ǘƻƻƭ ǳƴŘŜǊ ǘƘŜ Ψ¢ƻƻƭǎΩ ǘŀōΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻǾŜǊ ŀƴ ŀǊea of color for which you wish to know 

ǘƘŜ ŎƻŘŜǎΦ ¢ƘŜƴ ƻǇŜƴ ǘƘŜ Ψ9Řƛǘ /ƻƭƻǊǎΩ ōƻȄ ŀǘ ǘƘŜ ŦŀǊ ǊƛƎƘǘΦ ¢Ƙƛǎ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ŜŀŎƘ ƻŦ ǘƘŜ ŎƻŘŜǎ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ 

color, which you can then copy into the Color Editor inside Chrome. 

IE / Safari experience: 

In Internet Explorer or Safari the color selection is done not through a Color Editor, but with HEX Codes, as 

illustrated below: 
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¢Ƙƛǎ Ŏŀƴ ōŜ ǳǎŜŘ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ǘƘŜ ΨLƴǎǇŜŎǘ 9ƭŜƳŜƴǘΩ ǘƻƻƭ ƛƴ ȅƻǳǊ ōǊƻǿǎŜǊΦ ¢Ƙƛǎ ƛǎ ŘƻƴŜ ōȅ ǊƛƎƘǘ-clicking an 

area on the website, ŎƘƻƻǎƛƴƎ ΨLƴǎǇŜŎǘ 9ƭŜƳŜƴǘΩ ŀƴŘ ƭƻƻƪƛƴƎ ƛƴǘƻ ǘƘŜ ƴŜǿƭȅ-opened right-hand box, as below: 

 

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 

 

1 ς Header Background color(s)    4 ς Top Navigation Link Color ς highlighted 

2 ς Main Text Color     5 ς Icon Color 

3 ς Top Navigation Link Color    6 ς Border Color 

Where using a Gradient for the Header Bar Background Styles, it is the second color which will start from the top, 

and fade into the second one towards the bottom. This is shown below, where the first color chosen was white, 

and the second one blue: 
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