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1. Key concepts in Contract Express

1.1  What is Contract Express?

Contract Express® enables law firms and corporations to create standardized legal documents from templates.
There are two main products:

e Contract Express: 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 Contract Express
templates, and to enable law firms to share Contract Express templates with clients via client microsites
or publicly available templates. Small corporate legal departments can also use Contract Express for self-
service contract creation, approvals and e-signature.

e HighQ Document Automation: Powered by Contract Express, this module provides document assembly
capabilities within the HighQ Collaborate platform. It enables automated documents to be created and
worked on alongside flat documents and other tasks, supported by project management tools, automated
workflows and data visualization. Law firms can collaborate and share templates with clients via client
sites or publicly available templates. Corporate legal departments can provide self-service contract
creation to their business partners and utilize the full set of HighQ capabilities for contract lifecycle
management.

Common to both products is the unique and patented Contract Express document generation engine, meaning
that templates created for one can be used by the other.

1.2  Contract Express Author

Contract Express Author is the tool that template owners use to create templates for these two Contract Express
products. Contract Express Author is an add-in for Microsoft Word 2013 and above and provides template authors
with capabilities for converting a regular Microsoft Word document into a Contract Express template through the
addition of mark-up and the creation of dictionary items.

Once a template is created in Microsoft Word with Contract Express Author, it is uploaded to one of the Contract
Express products above where end-users can start to create documents from that template. Contract Express has
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 Contract
Express over other document assembly systems.

1.3 Contract Express templates

Contract Express templates are regular Microsoft Word documents with mark-up denoting:
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e Fields: where names, dates, amounts (“variables”) and other values will appear in the generated
document.

e Spans: optional text (characters, words, paragraphs, clauses, sections) controlled by business rules.

The field and span mark-up is regular Microsoft Word text and can be typed directly into a Contract Express
template using Microsoft Word in the same way as any other text. The Contract Express Author ribbon in Microsoft
Word makes it quick to:

e Define variables and business rules in the template’s dictionary;
e Rapidly insert fields and spans into the template;

e Organize questions into groups and pages;

e Define questionnaire warnings and look-up tables;

e Upload templates to Contract Express.

1.4  Inserting values into a generated document

A field determines where values such as a date, a person's name, or an amount will appear in the generated
document. Fields are usually denoted using curly brackets { }and can either contain variables like dates, names
or amounts, or can contain calculations, cross references and even references to text in other templates.

For example, if a template is based on an earlier contract which contains text stating "This agreement pertains to
Bob Smith born September 18th, 1972" then in the template the name and date of birth are replaced by fields
such as: "This document pertains to {ApplicantName} born {ApplicantDoB}."

When a user then answers the questionnaire {ApplicantiIName} and {ApplicantDoB} will be replaced in the
generated document by the user’s answers.

Fields are often re-used many times in the template. For example, each occurrence of {ApplicantName} will be
replaced throughout the generated document by the user's answer (e.g., Bob Smith).

1.5 Controlling optional text in a generated document

A span denotes optional text in the template which will be included in the generated document if the span’s
business rule is satisfied. Spans are usually denoted by square brackets around the optional text, with the business
rule as regular superscripted text immediately following the opening bracket. E.g.: [*“®optional text].

A business rule:
e Determines whether optional text is included in the generated document,

e May determine how many times the span will be repeated, and
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e May also include a statement that controls how the text within the span will be punctuated.

As an example, if you are authoring a template with a sentence that only applies in California, you would enclose
that sentence in square brackets and apply a rule such as: State is "California". The optional text would look like:
[State s "California’Some text that only applies in California.] Similarly, for Delaware: [S%t€ s "Pelaware"Alternative text for
Delaware.]

1.6  Contract Express dictionary

The template’s dictionary contains definitions of the variables and business rules used in the mark-up of fields
and optional spans.

For example, the dictionary may contain a variable called ApplicantAddress, which is defined in the dictionary to
ask the question "Please enter the applicant's address" with the answer as a multi-line text box.

Similarly, the dictionary may contain a variable called "State" that is defined to ask the question "Which state’s
laws will govern this agreement?" with the answer in the form of three mutually exclusive radio buttons labelled
"California", "Delaware", and "Texas".

The dictionary may also define:
e How questions are organized into groups and pages on the questionnaire;
o How questionnaire warnings are set up to alert users for specific combinations of answers;

e Alternative values for variables in lookup tables.

THOMSON REUTERS
COMTRACT EXPRESS 01 November 2024



Contract Express® Author Getting Started Manual

2. Installing Contract Express Author

Template authors need Microsoft Word 2013, 2016, 2019, or Microsoft Office 365 (desktop version), running on
Windows 10 or Windows 11 to install Contract Express Author.

You must also have .Net Framework 4.7.1, available from https://www.microsoft.com/en-
us/download/details.aspx?id=56116, and Visual Studio 2010 Tools for Office Runtime, available from
https://www.microsoft.com/en-us/download/details.aspx?id=56116.

Follow these steps to install the application.

1. Select the Templates tab

THOMSON REUTERS

CONTRACT EXPRESS Matters Documents Tasks Templates Contacts Admin Author ~
Templates Flowcharts Categories Practical Law (UK) Practical Law (US) DOWNLOAD AUTHOR ADD-IN

2. Click on Download Author Add-in

This will download a file called CE.AuthorAddin.vsto. Once downloaded, click on the file to install the
application or click Run if prompted. Below is a snip from Chrome which downloads to the Downloads folder.

E%  ceauthoraddinysto o~ | Show all | X

3. When prompted with the following screen, click on Install

Microsoft Office Customization Installer

Publisher has been verified \
Are you sure you want to install this customization? -_:/."'.

Name: ContractExpress Author
From: http://downloads.contractexpress.com/author/CE.AuthorAddin.vsto

Publisher: Business Integrity Lid

While Office customizations from the Internet can be useful, they can potentially harm your
computer. If you do not trust the source, do not install this software, More Infermation...

Install || Don't Install
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4. Click Close when the install is Complete

Microsoft Office Customization Installer

The Microsoft Office customization was successfully installed. @
_—/’

Name: ContractExpress Author
From: http://downleads.contractexpress.com/author/CEAuthorAddin.vsto

Close

5. Open Microsoft Word. If it was already open, you must close first and then re-open. You will now see a
new tab on the Microsoft Word ribbon called Contract Express. This completes the installation of Contract
Express Author.

THOMSON REUTERS
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3. The Contract Express Tab in Microsoft Word

The Contract Express tab in Microsoft Word provides access to all the features of Contract Express Author.

File Home Insert Draw Design Layout References Mailings Review View Developer Help  Contract Express

= 4| Outer select ] Insert field = External Dictional B
= . Ga 2 " BR O8R5

=Z Relevance 1] Insert span o 5: Import iSheet )
Markup Cictionary Test  Usage Template Tools Cptions Help
Editar 2 Highlight [ Pluralize Editor . Go to definition v Check Setup ~
Markup Dictionary Termplate Getting started

The features available on the Contract Express ribbon are:

Markup
o
Markup See Using the Markup Editor
Editor
| Quter select See Walking up the tree structure of nested spans of text
=E Relevance Use this button to see the relevance of selected text
= Use this button to add colored highlighting to the mark-up in the template. For more
-4 Highlight . .
complex templates this can make the markup easier to troubleshoot
1 Insert field See Create a new variable and insert it into a template
i Insert span See Marking and controlling optional text in the template
||F' Pluralize See Handling Pluralities
Ca
a . L .
L See Using the Dictionary Editor
Dictionany
Editor

Use this button to link to a common dictionary. Can be used across multiple templates

B, External Dictionary . . . . .
to keep questions consistent. See Using a common dictionary across multiple templates

Use this button to import HighQ iSheet column names, and their settings, into the

= tisheet - i . S
L template dictionary as new variables. See Using the HighQ iSheet Import tool

| 3o to definition | Use this button to Find a variable from the template in the Dictionary Editor
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Test

B

Usage
Check

Eil

Template
Setup

o ]

=]
Options

Al Help

Chat
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Use this button to upload the latest version of your template and run the questionnaire
to generate a document. By pressing on the arrow beneath it you can choose to Upload
or Launch individually or do both simultaneously. There is also an option to navigate
directly to the Contract Express site. See Test the questionnaire

Use this button to perform a Usage analysis on the template. Check for relevancy or
guestionnaire order issues in the troubleshooting area of the task pane

Use this button to change the Template properties such as the Template name and set
the symbols to be used for the markup (by default curly brackets for fields: { }and
square brackets for spans: [ ]). There is also an option to compare the template to
previous versions. See Template versions

Use this button to convert a Velocity-based HighQ
template to use Contract Express mark-up language.
See Convert Third-party templates to Contract

Express markup

_~._ Convert template

Inspect a template suite to see the relationships
between templates and the consolidated dictionary.
See Template Suite Viewer

= Template Suite Wiewsr >

—+ Report Use this button to create a dictionary Report document

[ Markup Wizard See Using the Markup Wizard

L= Wiew template versions Template versions

If your Administrator has enabled Categories in
Contract Express, you can use this button to add your
template to a category.

Set template categories

Use this button to change user options such as the location of the Questionnaire server,
and to turn off auto-ordering of the questionnaire

Contract Express Chat is an Al-powered natural language help tool in Author (Beta
release)
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4. Create a new variable and insert it into a template

Afield in a Contract Express template is a region of the document which will contain data. The most common type
of field is a field which contains the name of a variable where that variable is a date, name or number which the
user will enter on the questionnaire.

4.1 Inserting a field from the Contract Express tab

The Insert Field button on the Contract Express tab in Microsoft Word is used to create new variables which are
then inserted as a field into the Contract Express template. This is a quick and convenient way to add fields such
as names, numbers, dates and Contract Express Author will add the variable name and field mark-up elements
into the template.

Fields can be inserted at various places within a document:
e The body of the document.
e The page headers and footers associated with a section.
e Within footnotes and endnotes.

To insert a new text variable called BuyerName into the document, first select the point in the document where
the new field will be inserted and then click the Insert Field button on the Contract Express tab in Microsoft Word:

File Home Insert Draw Design Layout References Mailings Review View Help Document Intelligence Contract Express

@ 4| Outer select ] Insert field I, External Dictionary E‘g) Ds Eﬁ Q .’;‘:| I_'i|9 =

=E Relevance 1] Insert span o E Import i1Sheet )
Markup Dictionary Test Usage Template Tools Options Help Chat

Editor 4 Highlight ﬂF"PIuralize Editor . Go to definition v Check Setup ~

Markup Dictionary Template Getting started Al Help
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This will open the variable editor:

I Varisble Editor

General Guidance Constraints  Document  Usage
Name

Newariablel

Type

Text
Question

BIU®GXy @ A=
NewVariable1

Compulsory

Key Question

Exclude From Questionnaire Completeness
Auto-trim

<Default>

Cancel

Enter the details of the BuyerName variable:

General Guidance Constraints Document Usage
Name

BuyerName

Type

Text

Question

BIUSXy & A- =

E|EE (@A o
Insert the name of the buyer:

Compulsory

Key Question

Exclude From Questionnaire Completensss
Auto-trim

<Default>

File Home  Insert

Click OK and the new variable will be inserted into a field in the current document:

Draw  Design

— o] Quter seect 2 Insert el
E-“d -

=3 Relevance
Markup

layout  References

r B, Extemal Dictionary

Mailings

2 Insert span BT Import iSheet
- Dictionary
Editor o Highlight [} Pluralize Editor  #) Go to definition
Markup Dictionary
{BuyerName}

Variable names that contain certain characters will require quoting e.g.:

THOMSON REUTERS
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Test Usage Template Tools

- Comments 5 Share

Corboda
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{'Client Name'}.

Note that if these characters are entered into the Name field, Contract Express will automatically add the single
quotes when it is added into the document.

Note that variables are not case sensitive so NAMEBUYER and namebuyer refer to the same variable. For more on
case sensitivity see Case sensitivity in Contract Express.

3 Style Characteristics
Fields inherit the characteristics of the opening bracket {. For example, if the opening
bracket is emboldened: { NameBuyer }

The value in the generated document will be emboldened: John Smith

4.2  Replacing a string of text throughout a document with a new variable

When marking up a document in Contract Express Author, your existing manual precedent or model form may
contain a specific string of text through the document such as Party name. By selecting this text and clicking Insert
Variable, this text will be replaced with a field containing the new variable. Contract Express Author will also
provide an option to replace all occurrences of Party name in the document with a field containing the new

variable.
File Home  insst Dwaw  Design  Lsyout  References  Mailings  Review  View  Developer  Heln  Condract Express U Comments  ¢F Share
= ] Cuter select Insert field = W Exterral Dictonary — o = e g |
7 [ > Lo O & B B
== Ralevance Ineert span npart iSheet .
Warop _ Cicicnary Test Lkage Template Tools | Opaons Hap
Edtar o Highiight Fluaiize Edtor  #] GO to clfini dor v hest Setp

Markuz ictimnary Temzlite Ot ikt o

Corboda
[“"'" CORBODA UNILATERAL INCOMING NON DISCLOSURE AGREEMENT]
Wiowic yous blos bo replace allinstances of e fext “Farty Name® with
[Uniowt CORBODA UNILATERA e CLOSURE AGREEMENT]

. -
[Mutual CORBODA MUTUAL NON DISCLOSURE AGREEMENT]

This [U"munilateral incoming][“"Cunilateral outgoing][™*='mutual]l non disclosure agreement
{"Agreement”) is entered into as of the last date signed by the parties below (“Effective Date”).

As between {CorbodaDescription} ("Corboda"), and [E*streCustomerintherPartyName}, with its principal
place of business at {OtherPartyStreet}, {OtherPartyCity}, {OtherPartyState], {OtherPartyPostalCode},
{OtherPartyCountry}][Hot BestineCustementy ey Customer:Name}, with its principal place of business at
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4.3 Inserting a field using the Markup Editor

To insert a field using the Markup Editor place your cursor where you wish the field to be inserted or highlight the text you

want to replace with the field, then press the add icon - in the Markup Editor toolbar and select Field from the

dropdown.
Fille Homie  Imsert  Didw Design Lawou?  Relerences  Mailings  Redew  View  Deweloper Help  Coftract Expeizss = Camments £ Shan
== | ] Cuter s=fect raert el o =L = _— o = —_— =
;) [ 2 i b s
" Relewance +f Insertpan = ima 2 - T - i
Marap _ Crchorany . Test Usage Templste Tools | Opbore Help
Editor | #Highighe B Fluralize Editer #0352 ~  heck Sehp v
Mitksp Ladiz vy Terplals Cllig Sarted ~
L] -
Dat Markup Editor r x
.
ate:q €3 Flol|
Parkup Reievance
] -~ & -
b . Fistd I
FOR:-Customer-NameY| ¢
pan { epreszion sekected, Place cursor withen 2n sosting
T Ekpresnon o chok the msert buthon to add a held or 2
Span.
[ ]

Ryl

This will automatically replace any selected text with field brackets and the Markup Editor will display the placeholder text
“Enter field markup” where you can type in your field.

- Compadbility Maode L Saarch alra
File Home Insen Draw Design Layout Rederences Mailings Reyiew View Developer Helg Comtract Exprass - Camments T Share
o] = W, Exteral Cuchonary — o — -
s —— s Lo Cff & 5 -]
Wik - b Crcoonary - Test Lsage Template Tools Optons  Help
Ediiar | 4 Highlight % Flural ize Echbor A 300 defininon ~  tChedk Sehp =
MWartaz Licas ary Bl iLartes ~
- ~ Markup Editor r x
D Exprassion 34 of 35 (_ _) '? |.|| I‘
.
ate: P —
o @- 0 EXE
L Emer Thekd mankup -
FOR:{}1
-
By:1
N
L]
Name:
.
L]
.
Title:q
.
-
L]
. B Backels ackded Enter fuld martop. x
Date:|
AN - ER PR L S
1 L]
P T L e R P r——— Cirapeysenrg: Diroor B DB B -———8—+ 2em

You can either type in a new field or select an existing one from the reuse tool = . The reuse tool contains all the fields
currently used in the template plus all variables in the dictionary.

4.3.1 New variable detection

You can enter new variables into the document using the Markup Editor. When you apply an expression that contains a
new variable name, a new variable will be automatically created in the Dictionary.

THOMSON REUTERS
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The Markup Editor will display the link to the newly created variable at the bottom of the panel, click the link to navigate to
the variable in the Dictionary Editor and edit the details as needed.

£ Saaech (alram

File Home  Insef  Dwaw  Design  Layout  Rederences  Mailings  Review  View  Developer  Help  Coniract Express = Commernts T Share
— | 1 ffup slect nsart teld = E.':xl:-"\:..‘c"rr\ — -—_: _|I = :‘— -
= Relsvance Insart span Tt (Sheat
Wiarop = Drcaonary Test Lkage Template Tooks | Opions Help
Ediior| o Highlight % Fluoralize Echbor A B2 definiton ~  thedk Sebp -
Warbis Gidiagary anslat Bl itated o~
- - Markup Editor r x
Exprassion 34 of 35 e D 5 el M
.
Date'ﬂ Markup  Releance
Q- @&« ~@- 0 Ak -
FOR:-{CustomerName-format-upper}{
: PP
L |
By:1
L]
Name:q|
-
-
Title:1
- & Crongas sppiled and variabies coeated: »
Date“l CusiomerName
.
oA o oa
i ¥
Pagracts  pofiGdwmersr [0 Engishlneednrgdeen B8 Thacoentibe Unpesleels [Roupagseteg: Do 0 [ B B - ————4—+ 2w

4.4  Inserting a field using the Dictionary Editor

You can also quickly insert a field containing a pre-existing variable from the Dictionary Editor. To do this, place
the cursor in the location where you would like to insert the field then click the Dictionary Editor in the Ribbon
and locate the variable you want to place in the document in either All Variables or Questionnaire. Right click the
variable and select the option Insert to Document. This will insert a field with the pre-existing variable at the
position where the cursor is placed. Alternatively, you can drag and drop the variable to the desired location within
the document.

To replace text in the document with a variable, highlight the text within the document then right click the variable
in the Dictionary Editor and select the option Insert to Document. The selected text will be replaced by a field
containing your chosen variable. A dialog will be displayed asking whether you would like to replace all
occurrences of the selected text in the document with the variable. Selecting Yes will run through the document,
look for any occurrences of the text that was selected and replace it with the variable. Selecting No will only
replace the selected text.

4.5 Inserting a field as you type

Also note that as an alternative to using the Insert Field icon, it is possible to simply type the field mark-up element
directly into the template using the correct bracket mark-up for Fields.
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In addition to inserting variable fields manually, it is also possible to insert fields which contain calculations, cross
references or even the text from other templates.

For example, to insert an expression that represents the VAT (Value Added Tax) on the UnitPrice formatted as a
currency, first select the point in the document where the new expression will be inserted and then enter the text:

{UnitPrice * 20 / 100 Format "currencydigits"}

To include a sub-template containing a boiler-plate clause, first create a blank paragraph at the point where the
clause will be included (N.B. the style of the paragraph does not matter as it will disappear from the generated
document), and then enter the text:

{Include Template BOILER_PLATE_CLAUSE}

Where BOILER_PLATE_CLAUSE is the template name of the sub-document.

THOMSON REUTERS
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5. Using Entities in a template

An entity is a type of variable which allows a Business User to input a collection of related data into the
qguestionnaire which can either be used at a later point within the questionnaire or within a different
guestionnaire. Where an entity has been added to the template, during the questionnaire session the following
will be displayed:

THOMS O REUTERS
CONTRACT EXPRESS Matters er Approvals Contacts Templates @ % Administrator~

- = Next [E] Preview # ¥ Download Answers 4 Upload Answers < Save & Close

fr— Details for the landlord

Add a contact as the landlord

@ Shorthold Tenancy Agreement
# SetLandlord

@ Supporting documentation Click Set Landlord to add a contact as the landlord

Details for the Tenant

Add a contact as the tenant
# Set Tenant

Click Set Tenant to add a contact as the tenant

Will a guarantor be required for this tenant?

Yes
No

Save & Continue

When the Set option is selected, an entity selector will be displayed which will allow the user to choose to create
a new entity or to choose from a list of existing entities:
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Search. All Contact Types v

© Tick the row of the desired Contact. Create a new contact by ticking the "New Contact” row and selecting the appropriate Contact Type from the dropdown. Note that
some questions will not allow you to change the Contact Type and it will then be pre-selected for you.

The Thomson Reuters Building 20 South Colonnade, South Colonnade, Canary Wharf, London, E14

THOMSON REUTERS GROUP LIMITED SEP

Name - Address +

4= New Contact Please select a type v
® @ CLARKE, Darryl John ;_I)'Eg Thomson Reuters Building 30 South Colonnade, South Colonnade, Canary Wharf, London, E14

B Johnathan Philip 1C Abbey Road, Croydon, CRO 1RU

A MITCHLEY, David Martin The Thomson Reuters Building 30 South Colonnade, South Colonnade, Canary Wharf, London, E14

! ! 5EP

I . The Thomson Reuters Building 30 South Colonnade, South Colonnade, Canary Wharf, London, E14

B O'HANLON, Carla SEp

‘B Susanne Perkins 6 Claywood Lane, Bean, Dartford, DA2 8BU

a

a

The Thomson Reuters Building 30 South Colonnade, South Colonnade, Canary Wharf, London, E14

THORN, Peter SEP

¥/ Save to Contacts

A variable that is defined as type entity (see Defining an entity variable for details about defining entity variables)
will be a parent variable which can be augmented with child variables of any variable type that will capture the

data that will belong to the entity. There are several conditions that must be met in order for entities to work
seamlessly:

Compulsory Entity template | Every entity variable must reference a template that will provide the required
structure and variables needed to collect data for the entity. The entity template
can be the auto provisioned Contact or Address templates in Contract Express or
another template if that it meets the conditions below. The entity template used
will determine the type of the entity (e.g., Contact entity).

Compulsory Name Every entity must have a child variable that defines the name of the entity. This
variable can be of any type and the value will be displayed in the Name column for
an entity in Contract Express.

Description This variable will populate the Description column for an entity in Contract Express.

Type If required, entities can have subtypes (e.g., for contact entities - types Person,
Company, Charity) which the user can select within the questionnaire in the entity
selector. This variable must be of type Text-Selection.

THOMSON REUTERS
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Q

All Contact Types
All Contact Types
Company

Person

Limited Liability Partnership

© Tick the required contact, or create a new one by ticking "New Contact" at the top of the list below, selecting the appropriate Contact Typq
in the top-right corner and clicking on the "Select” button. Note that some questions will not allow you to change the Contact Type and it will
you.
Partnership
Charity

Other Organisation

Name - Address

® <= New Contact
B Thomson Reuters 160 Blackfriars Road, London, SE1 8EZ

¥ Save to Contacts

For example, if we have a Lease Agreement template and we wanted to capture the tenant as an entity of type
contact, we will:

1. Create an entity variable called Tenant and reference the Contact template.

2. We need the Tenant entity to collect the name, address and tenant type details, so we will create 8 child
variables of the Tenant entity which will capture the Name, Type, Address (as an entity)", Address Line 1,
Address Line 2, City, Country, Postcode:

*Tenant:Name compulsory

Tenant:Type

Tenant:Address — references the Address template in Contract Express”
Tenant:Address:Linel

Tenant:Address:Line2

Tenant:Address:City

Tenant:Address:Country

Tenant:Address:Postcode

A Adding the address as an entity will allow the user to reuse the address for another contact (e.g., Landlord).

5.1 Defining an entity variable

Dictionary Editor v X
To create a new entity variable, select the new icon O- from the  All Variables » (ONONIY
toolbar. Select New Variable from the drop-down menu. This will @+ — = — = ~ | A
New Page |
then display the attributes for the variable. Change the Type ) I
Vari MNew Group -
attribute to Entity and fill out all other attributes on the General i i
] Mo New Variable -
tab as required. New Lookup Table
o@h o

New Warning

Click on the Constraints tab. o
MNew Function
A* corpogavescription
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General Guidance Constraints Document Usage mEnUty X
Template Select Template
Contact v
Allow new Select Variables
Filter - Contact
- - Address
Expand All Iy
Collapse All
- Select All
Label Clear All Number
PostalCode
Default Region
m Town
> Company
Description
- » Flower
» LLP
Distinct Repetitions Name
» Partnership
Click on the ellipses on the Template attribute, this will display all ' :yp:
templates that are available within the default server. Note that
if this is the first time connecting to Contract Express within the
current Microsoft Word session you will be required to enter valid o
ancel

credentials.

Select a template to use as the entity template. You will then be able to pull in the variables that have been defined
as part of the entity template by selecting the checkboxes. If you wish to select multiple variables under one
variable, right click the variable and click “Select Node”. The variables that are selected will be imported into your
template against the entity variable with the entity name as a prefix of the names of the imported variables.

THOMSON REUTERS
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6. Marking and controlling optional text in the template

The most common type of span is the conditional span. A conditional span is a range in the template that is to be
included in the generated document if some condition or business rule evaluates to true. The business rule is
specified as part of the span mark-up, appearing as superscripted text immediately following the open bracket of
the span. The span range itself is delineated by a matching pair of open and close brackets. Square brackets ([ ])
are most often used as the span brackets, however other characters can be specified in the Template Setup
window. Span ranges can be nested within one another. A close bracket matches an open bracket if there are no
other unmatched open or close brackets in the range of text between them.

Spans can be inserted at various places within a document:
e The body of the document.
e The page headers and footers associated with a section.
e  Within footnotes and endnotes.
5 Superscripted styles
Only text that has been explicitly superscripted will be considered as part of the span mark-

up. Text that has a character style whose definition includes superscript (e.g. the character
style Footnote Reference) will not be considered as part of the mark-up.

Generally, a span condition is simply a business rule. In this example we will use the following as a possible span
in a document (using the default square brackets as the delineators):

[This Agreement is subject to the laws of the State of New York]

6.1 Inserting spans
6.1.1 Inserting a span using the Markup Editor

The best way to insert a new span is using the Markup Editor, this can be opened by clicking the Markup Editor
button in the Contract Express tab in Microsoft Word.

=

(LA
Ml arkLp
Editor

To insert a span using the Markup Editor, highlight the text in the template that you want to be controlled by the

-

span, then press the add icon Q" inthe Markup Editor toolbar and select Span from the dropdown.
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Insert field (=l B, External Dictionary =] — B -
lm _ B B 5 & & a
A Insert span . 1 Import iShest _ _
_ Cictionany Test Usage Template Tools Cptions  Halp
Editar | o Highlight £ Pluralize Eclitor A G0 fo definition - Check  Satup -
Dictiznary Temiglate Soking started

Markup
AGREEMENT{OtherPartyCountry}]
[M'""""CURBDM-M UTUALNON:DISCLOSURE-AGREEMENT]Y

This- [“""unilateral- incoming][“" “unilateral outgoing) M mutual - non- disclosure: agreement-
{*Agreement” jisentered intoas-of the-last-date-signed -by the parties:-below {“EffectiveDate”) 9

As: between- {CorbodaDescription}- ("Corbeda"”),- and- {OtherPartyName}, - with- its- principal- place- of
business:  at-  {OtherPartyStreet),  [OtherPartyCity),:  [OtherPartyStatel, [OtherfartyPostalCodel,
[OtherPartyCount g 1} =07 =2emer = Iy gy Custome rNamel, with: its: principal- place- of- business- at-
[NewCustomer:Address: ShortForm}[HevtstemesTes & o company-  registration:  number
[NewCustomer:Company: RegMum?] - ("Company™).--Both-parties-agree  that-ary-disclosed Confidential-
Infarmation, as-defined -below, provided-by-the-disclosing-Party {as-"Owner™), to-the-receiving Party {as
"Recipient"), forthe limited-purpose-stated-herein{the-"Purpose™),shall-be treated in-accord ancewith-
the followingprovisions:"

Help

Contract Express

Markup Editor

Expression 9 of 34

Markup  Relevance
n_v G| %] -
Field
frEart :,'!l.:.:?.c
Span

H Comments 13 Share

* X
i Il R
@D

-

This will automatically place span brackets around your selected text and the markup editor will display “Enter

span markup” where you can type the span rule.

File Home Insert Draw Design Layout References  Mailings  Review  \iew Developer
| a¥| Qurer select ] Insert fisld ’_ B, External Cictianary ]
or| [ Q. . e e T K :.'_—| 2}
T Relevance Imsert span o Impert iSheet
M arLn - Dichanany Test Lisage Template Tools Ootions  Help
Editar | - Highlight 2 Pluralize Editor  #.) Go to definition v Check  Sethup e
Markug Dictionary Terplane Gerting stated

AGREEMENT{OtherPartyCountry}]q
[Mutsl cORBODA-MUTUAL-NON-DISCLOSURE-AGREEMENT] ¥

This: ["""unilateral- incoming][“"“*unilateral- outgoing][*“““'mutuall- non- disclosure: agreement-
(“aAgreement” | isentered-intoas-ofthe last datesigned by the-parties-below {“Effective-Date” ) 9|

As between: [CorbodaDescription]- ("Corbada®), and- [ {OtherPartyNamel, with- its- principal: place: of
business- at- {OtherPartyStreet},- {OtherPartyCity}, {OtherPartyState} {OtherPartyPostalCode},
{OtherPartyCountry 1} St ore N ew ustomer:Mame},: with- its- principal- place- of- business- at-
{NewCustomer:Add ress: Short Fopm | Ve stomne Tyee CEE . company-  registration: number-
{NewCustomer:Company:Reghlum}| -["Company").--Both: parties-agree-that-any-disclosed-Confidential-
Information, as-detined-below,-provided-by- the disclosing - Party-(as-"Owner"), to-the-receiving Party {as-
"Recipient”), for-the-limited purpose-stated -herein-{the-"Purpese) -shall-be treated-in-accord ance with-
thefollowingprovisions: §

Help

Contract Express

[»

Markup Editor

Expressian 9 af 35

Markup  Relevance

O 5

Enter span markup

—

~ w0

L Comments = Share

~
- x

Ll Tl L

-

You can either type in a new rule or select an existing one from the reuse tool (= The reuse tool contains all the
span rules currently used in the template plus any Yes/No type variables that exist in the dictionary.

To add a rule from the reuse window double-click the rule or select it and then click Insert. You can type in the
search bar to filter through the results shown. You can also look at all fields in the template or all markup

expressions together.
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Finally, click Apply to insert the expression drafted in the Markup Editor into the document.
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6.1.2 New variable detection

You can enter new variables into the document using the Markup Editor. When you apply a span that contains a
new variable name, a new variable will be automatically created in the Dictionary. The Markup Editor will display
the link to the newly created variable at the bottom of the panel, click the link to navigate to the variable in the
Dictionary Editor and edit the details as needed.

File Home  Insert  Draw  Design  Layout  References  Madings  Review  View  Developer  Help  Contract Express U Comments 5 Share
| x| Curter oelsct Insert fisld o Extarnal Dictanat — — (= p— |
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6.1.3 Inserting a span using the Contract Express ribbon

Another way to insert a new span is to position the cursor at the point in the template you want the span to
appear, or highlight the existing text in the template that you want to be controlled by the span, then press the
Insert Span button in the Contract Express tab in Microsoft Word.

This presents the Span Editor dialog:

I Span Editor *

Please supply a business rule

| | - Edit

Insert Rule Cancel

Either select an appropriate business rule from the drop-down list or simply type a new one. The drop-down list

contains all the business rules currently used in the template plus any Yes/No type variables that exist in the
dictionary.
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By clicking the ‘Edit’ button in the Span Editor, the Expression Editor is brought up.

It is then possible to create spans by selecting a Variable, a Logical Operator (‘And’, ‘Or’. ‘IsMoreThan’... etc.) and
one of the Variable’s Possible Values. Rules that have been previously created are also available here. Note that
the Expression Editor uses the auto-complete feature (see Code completion of expressions).

6.2  Updating spans using the Markup Editor

It is possible to update spans by using the Markup Editor. To do this, click the Markup Editor in the Ribbon and
navigate to the span that you would like to update by using the left/right arrows or by clicking into the span in the

document.
Markup Editor v X
Expression 2 of 33 &« > ? ] K'

Markup Relevance

©- - ~@- D

UniOut

Edit the text in the Markup Expression field then click Apply at the top of

the task pane. By clicking on the arrow on the Apply button, you can choose |1 R
whether to only update that single occurrence of the span that is selected ~ Apply to selected markup '
by clicking Apply to selected markup. Alternatively, you can choose to  Apply to all matching markup
update all occurrences in the template of the selected span by clicking Apply

to all matching markup.

You can revert any edits that have been made to the mark-up before clicking update by clicking on the Reset

Yaw

icon

If you have started to make changes in the Markup Editor, automatic navigation will be automatically paused to
ensure you don't lose your changes. You can step through the document and not lose the edits you have made in
the Markup Editor. The following message will appear at the bottom of the Markup Editor to indicate this change:

{D' Unapplied changes. Auto navigation paused.

If at this point you try to navigate away from your edited expression using the previous and next occurrence buttons,
the outer span button or the filter button on the Markup Editor toolbar, you will be presented with the following
options to ensure you don't lose your work:
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1
X

Markup Editor
Unapplied changes

Are you sure you want to navigate away and
discard changes?

Go back Apply changes Discard changes

not UniOut -

e Go back will take you back to the originally selected expression in the Markup Editor so you can continue
to make edits.

e Apply changes will apply your changes to the originally selected expression in the document and will move
the cursor to the new expression you were trying to navigate to.

e Discard changes will discard any changes you made to the originally selected expression and move to the
latest one you clicked into.

Note that it is not possible to edit the definition of a variable that is in a field. This must be edited using the
Dictionary Editor.
6.3  Business rules
The conditional span business rule can be any expression with value to compare against, for example:
Age IsMoreThan 21
Or even a simple Yes/No question like:
DirectorUKDomiciled
5 Quoting Variable Names

Remember that Variable names containing certain characters (including spaces) will need
to be quoted using single quotes:

'Tax Regulations Apply'

For a list of characters that do not need quoting see the Characters used in Identifier names
topic in the online documentation.
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6.4  Creating business rules
6.4.1 Simple business rules based on yes/no variables

The simplest form of business rule is one which is based on a yes/no type variable. In this case we may decide to
create one called "AgreementInNY". By typing this into the span editor, the business rule is applied to the span
and a yes/no variable is automatically created which controls the inclusion on the span (hint: to change the
guestion phrasing - use the variable editor):

[AereementinNY Thig Agreement is subject to the laws of the State of New York]
Note that if your variable name contains certain characters, it will need to be quoted:
[Agreementin NY' This Agreement is subject to the laws of the State of New York]
6.4.2 Standard business rules based on selections
The most common form of business rule compares a question variable with a literal value. The syntax is usually:
VariableName Is "Value"
For example:
Region Is "North America"

This usually comes from a text selection variable with 2 or more options (in our case the Region variable may have
"Europe", "South America", "Africa" and "Australasia" as well as "North America"):

[Region s "North America” This Agreement is subject to the laws of the state of New York]
3 Single vs Double quotes
Note that the value from text selection variables is double-quoted in the business rule. If

the text selection variable also had spaces or other characters that need to be quoted in
identifiers, the business rule would look like this:

['Contract Region' Is "North America” Thig Agreement is subiect to the laws of the state of New York]

6.5 Combining business rules

Simple business rules can be combined using the operators "and", "or" and "not". The Author task pane provides
direct support for this. Select one or more business rules in the Author task pane and then right-click on one. A
pop-up menu offers to insert various combinations of the selected business rule(s).

[Reeion Is "North America” or Region Is "South America” This Agreement is subject to the laws of the state  of New York]
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6.6  Business rules based on computable variables

More complex business rules obviously take up more space in the template wording, which can make the template

harder to read. One way to avoid this problem is to move the complex expression into a computation variable and
use the computation variable in the body of the template. For example, we could define a computable variable

named Americas OR Americas Area whose definition is:

Region Is "North America" or Region Is "South America"

[Americas This Agreement is subject to the laws of the United States of America]

Or

[Americas Area’ This Agreement is subject to the laws of the United States of America]

6.7 Handling Pluralities

There may be cases where the wording in the document is dependent on whether a singular value or a multi value

is entered/selected in the questionnaire.

For example, a document refers to a “Tenant” but
depending on the value of the variable “tenantCount” we
will need to use either term "Tenant" or "Tenants". In this
case we will highlight the text “Tenant” and click on the
Pluralize button on the Contract Express ribbon. The
highlighted text will be auto populated in the Singular field
and Contract Express Author will attempt to pluralize the
highlighted text. If this is unsuitable, the plural value can be
edited.

I Fluralize X
Singular | Tenant -
Plural Tenants
Wariable | TenantCount - ‘

Then select the variable which will decide whether the singular or plural value should be used — this will need to
be a variable of type Whole Number (see Type for more details about variable types). In our example the variable

will be “tenantCount”.

It is also possible to highlight a plural value and Contract Express Author will attemptto ~ Move Singular to Plural

auto populate the singular value. If we highlight “Tenants” instead, click on Pluralize ~ Move Plural to Singular

then click on the down arrow we can select the option to Move Plural to Singular. Refresh Singular

Once you are happy with the values, click OK.
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El Contract Express

4%  Would you like to replace all instances of "Tenant” and "Tenants" with

L s pluralisation markup?

-

You will be asked whether you would like to apply the pluralization to all occurrences of the highlighted text. If
Yes is selected, Contract Express Author will scan the template to see if there are any other occurrences and
update them all. If there are no other occurrences, then no additional updates will be made to the template.

As with our example, we would click Yes to update all instances of “Tenant” in the document or click No to update
only that single instance.

6.8 Code completion of expressions

When creating statements in the Contract Express Mark-up Language (CEML) within the Dictionary Editor or when
inserting a Field/Span, Contract Express Author offers suggestions of possible variables, variable values, functions,
existing lookup tables or operators that can be applied to a statement as you type. These smart suggestions will
attempt to complete statements using existing Variables and their values within the Dictionary of the template
along with operators, existing Lookup Tables and built-in/custom Functions.

Within any multiline edit field, the code completion feature is triggered once you begin typing and the list of
suggestions filters down as you continue to type.

To select a suggestion simply double click on the desired item or use the keyboard down arrow to scroll through
the list and hit Enter to select the item. Highlighting a Variable in the suggestion list will display the Question
attribute of the Variable. Similarly, built-in functions and db parameters will display some help when highlighted.

For ease of understanding, CEML statements are color coded using the key below:
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7. Using the Markup Wizard

The Markup Wizard can be used to compare two similar documents and use the differences between them as the
starting point for authoring a new template. The wizard will guide you through reviewing the differences identified
and prompt you to insert Contract Express mark-up language. To open the Markup Wizard, click on the Markup
Wizard option under the Tools icon in the Contract Express tab.

With the Markup Wizard you can:
e Accept, Reject, or Skip each identified change
e Keep or Remove altered text

e Convert altered text to a span or field

7.1  Using the Markup Wizard

When you run the Markup Wizard you are prompted to select a document to compare your current one to. This
should be a similar document.

Once you have selected your second document, a comparison will be run between the two documents and
the Markup Wizard will open to the right of your document. Document differences will also be displayed within
the document itself as track changes.

The Markup Wizard will guide you through each document difference in turn, identifying the type of change and
allowing you to Accept, Reject, or Skip the change.

e When you Accept a change, you will also need to select one of the Accept Options described below.
e When you Reject a change, the text will be treated as if you had rejected the track change.

e When you Skip a change, no action is taken, and the Markup Wizard will skip to the next identified
change.

7.2 Accept options
In all cases, your Accept options will include Convert to span and Convert to field.

e If the type of change is Deleted text, you will also have the option to Remove from document and delete
the text.

o If the type of change is Inserted text, you will also have the option to Keep document as is and retain the
text.

If you choose Convert to field, you will be prompted to enter a variable name. You can also select Include the
next Changed Text in this field to convert adjacent pairs of deleted and inserted text into a single field.
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Markup Wizard v

Review changes and convert document differences into fields or
spans.

Changed Text
John Smith

Type of Change

Deleted text

Accept Options

Convert to field A

X | Include the next Changed Text in this field

Field
PartyName - Edit

Accept Reject Skip

If you choose Convert to span, you will be prompted to enter a business rule. Click on the Edit button to open the
Expression Editor.

Markup Wizard v
Review changes and convert document differences into fields or
spans.

Changed Text

No Rights or Licenses Extended. No rights or licenses whatsoever, =
either express or implied, are granted hereunder by one party to

the other party as to any patents or patent applications,

copyrights, trade marks, trade secrets, or other intellectual

property now or hereafter acquired, developed, or controlled.

Owner retains all ights and remedies afforded under all U.S. and &

Type of Change
Deleted text

Accept QOptions

Convert to span -

Rule
UniQut or Mutual - Edit

Accept Reject Skip
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8. Using the Dictionary Editor

The Dictionary Editor is a central component of Contract Express Author. It provides access to several features for
managing the Contract Express Author dictionary. To open the Dictionary Editor, click on the Dictionary Editor
icon from the Contract Express tab.

With the Dictionary Editor you can:
e View all variables defined in the dictionary.
e Create new variables.
e Edit existing variables.
e Add existing variables to the current template.
e Search for variables.
e Check spelling across the dictionary.
e Rename variables.
e Find and replace text across the dictionary.
e Show the relevance of a variable.
e Create and Edit Questionnaire pages.
e Determine where variables are referenced elsewhere in the dictionary.
e View relevancy information.
e Check the mark-up of the current template.

e View issues reported in the current template.

8.1  Docking and undocking the Dictionary Editor to the task pane

When the Dictionary Editor is opened for the first time, it floats over the top of the Microsoft Word Document in
an "undocked" state. This mode works very well if you are using dual monitors as the Dictionary Editor can be
opened on one screen with the document open on another screen. For those users who only have a single screen
you may wish to "dock" the Dictionary Editor into a task pane. To do this, click on the Dock icon in the Dictionary
Editor Toolbar as highlighted below:

Page 38 of 135



Contract Express® Author Getting Started Manual

Fle  Home Insert Draw Design Llayout References Mailings Review View Developer Help  Contract Express

0] Outer select nsert field I8, External Dictionary -

= = 0 | TR S B
=Z Relevance nsert span Import iSheet

M Dictionary Test Usage Template Tools | Options Help

Editor 4 Highlight [ Pluralize Editor | =] Go to definition v Check Sewp v

Markp Ditionary Template Getting started

5 BRI, 1.z 3.1 4.1 .5 6. 7 B4 9. 1. M4 12013 118
Dictionary Editor N

- All Variables = @ ®| :: General

- O- ROV -~ & Please sslect  dictionary item to display its properties here,

- °@* Business Relationship =

- [F] cCorbodaCompany
8 ¥ CorbodaDescription
‘[U""" (. A* CorbodaNamerull
A¥ Customer

[5) DisclosingParty
[z] DisclosingPeriod
°®  BristingCustomer

- [Unlom

- @ Feature Addition
[Mut= A% Goveringlaw
o@* Mutual
A NDAPurposeCther
This [£] NDAPurposePreselect
("Agre) [ newCustomer
[F NewCustomerAddress
" NewCustomer:Address:Country
As be
NewCustomer AddressiLinel
place A
- Oth NewCustomerAddress:Line2
{ €| A NewCustomerAddressiLine3
{NeWw( A newcustomeradaressPostaiCode
{New( * - - e = :
Inforn @ Neises

@~ Party(as i

- Comments 5 Share

'orboda

greement

principal
stalCode},
siness at

number
nfidential

When the Dictionary Editor is docked it will appear in the task pane on the right side of Microsoft Word. You can

undock again by clicking the dock button in the Dictionary Editor Toolbar.
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‘[U“"" CORBODA UNILATERAL INCOMING NON DISCLOSURE AGREEMENT]
[Uniout CORBODA UNILATERAL OUTGOING NON DISCLOSURE AGREEMENT]
a [l CORBODA MUTUAL NON DISCLOSURE AGREEMENT]

This ["i"unilateral incoming] [ 'unilateral outgoing]["""““mutual] non disclosure agreement
(“Agreement”) is entered into as of the last date signed by the parties below (“Effective Date”).

As between {CorbodaDescription} {"Corboda"), and [PéstinecustomerfytharPartyName), with its principal
place of business at {OtherPartyStreet}, {OtherPartyCity}, {OtherPartyState}, {OtherPartyPostalCode},

{OtherPartyCountry}][Net BastineCustomer{New Customer:Name), with its principal place of business at
“Company"
.
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8.2  Toggling between sections of the dictionary

The examples below use the sample Non-Disclosure Agreement template which is included in every new install or

new account in Contract Express.
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When the Dictionary Editor loads for the first time you

are presented with the Home menu which displays links

(ONOJIV

to All Variables, Questionnaire,

Lookup

tables,

Warnings and Functions. You can switch between these

-~ areas of the dictionary by either going home and

selecting from the home menu or selecting from the

drop-down menu beneath the toolbar.

Viewing all variables in the dictionary

Select All Variables from the dictionary drop-down menu to view all variables within the dictionary. When
undocked, the list of variables will appear in the content area on the left. Selecting a variable from this list will
display all the attributes of that variable on the right. When docked the variable list appears at the top with the

variable attributes below.
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A* Customer

B DisclosingParty

[¥] DisclasingPeriod

o® ExistingCustomer
o@* Feature Addition
A* GoverninglLaw

o®@* Mutual
NDAPurposeOther
NDAPurposePreselect
NewCustomer
NewCustomer:Address

NewCustomer:Address.Country

> P bl ) [ >

NewCustomer:Address:Line

3 occurences

o Mo issues

s Greyed out variables

© O X"

General Guidance Constraints Document Usage

Name

-

CorbodaCompany

Type

Text Selection

Presentation

Single Select Dropdown

Question

BIUYUS

Which Corboda region will be responsible for this agreement?

X, x| A [E]

..
il
-
il

Compulsory
7 Key Question

€ >

Exclude From Questionnaire Completeness

Rename

Q
>

A greyed-out variable is one that is defined in the dictionary but not used in that document.

Page 40 of 135



Contract Express® Author Getting Started Manual

8.4  Filtering the list of variables All Variables + @O
. . o N O- XWOo¥Yw=~%
To apply a filter to the All-Variables list, click on the filter icon from
Variable Types ‘Text Selection v ‘
the toolbar.
More Filters Text
. . . . Multiline Text
Selecting a variable type from the Variable Types dropdown will filter [5] CorbodaCe W Text Selection
the list to display only the selected types. [] Disclosingf  File Upload
=1 Micclacinar Yes / No
More Filters can be used to filter the entire variable list or for Vi .
‘ariable Types  Text Selection A
additional filtering on the already filtered list. )
More Filters | Not Computable (+1) -
You can filter the variable list by variable name, computable/not [z] CorbodaCe fFilterby variable name
computable, compulsory/not compulsory, key question/not key 1 DiscosingFE3 Computable
. L = Disclosing? I Compulsory
question, from an external dictionary/not from an external (5] NDAPurpo:  Key Question
dictionary, and used/not used. ] NewCustor i"te;"a'
Se
Within selected text
To enable the 'not' state, click on the checkbox twice. Relevance of selected text

Clear
The variable list can also be filtered to display only the variables used

within selected text in the document. To use this filter, select the text in the document and filter by Within selected
text.

The variable list can also be filtered to display only the variables that determine whether the selected span/text
is relevant (like the Relevance button found in the Mark-up Editor). To use this filter, select the text in the
document and filter by Relevance of selected text.

8.5  Adding a variable to the dictionary Dictionary Editor v X
All Variables ~ OXONe

To add a variable to the dictionary, select the new icon ©- fromthe ©7 new P;;e._' o rY

toolbar. Select New Variable from the drop-down menu. This will then  Vari New Group -

display the attributes for the variable, such as prompt, type, guidance, Mo Ve Veriable ' -

. . . . New Lookup Table
and selections. See Editing Variables for more details about the  oex ) -
New Warning

different attributes of a variable. ] [ye—
A" corpogavescripton

8.6 Inserting existing variables into the current document

To apply an existing variable to a new location in the template, either place the cursor in the position you would
like to add the variable or select the text that you would like to replace with the variable. Then right click the
variable in the Dictionary Editor and select Insert to document. Alternatively, you can drag and drop a variable
from the Dictionary Editor into the document.
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8.7  Find avariable in the dictionary

To search for a specific variable in the list click the Find icon £ in the Dictionary Editor Toolbar. This will open the
Find pane above the list of variables. With Current List selected in the Find Where drop-down the search will be
performed against the current list of variables names.

Dictionary Editor v X
All Variables ~ ONOI™

O- MOV |« ~ &
Find What NDA =

Find Where Current List -
o®x teature Addition -
A* Governinglaw

o@¥% Mutual

NDAPurposeOther

NDAPurposePreselect

J [P

[P .

8.8  Find and replace across entire dictionary

The Find pane also enables users to search for a string of text across the entire dictionary and to replace that text
with new text. Select Entire Dictionary from the Find Where drop-down. Enter what you want to find in the “Find
What” text box and enter the replacement text in the Replace With text box.

Dictionary Editor v X
All Variables ~ ONO1I%
O- -0V |-~ 4
Find What purpose —=
Replace With  Purpose 03
Find Where Entire Dictionary -

o@* Business Relationship
E| CorbodaCompany
A* CorbodaDescription
A* CorbodaNameFull
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8.9  Spell check the entire dictionary tll Spelling: English (UK) X
CorbodaCompany - Variable Prompt
To check the spelling in your dictionar ) click the spell Which Corboda region will be responsible for this Ignore
p g y Y p
agreement?
check icon ¥ in the Dictionary Editor Toolbar. This will P ey

launch the spell check dialog. Use the Ignore / Add to
Dictionary and Change buttons. Clicking on Go To  Suggestions

L. . . . . Cordoba Change

Definition will redirect you to the item that contains the  c4qopa H
. Carrode
misspelled word. Corbors

Go To Definition Close

8.10 Delete a variable

To delete a variable in the dictionary, right click the variable and select Delete from the Actions menu.

5 Removing all variables
To remove all unused variables, select all the grayed-out variables and right click and select
delete. This may reveal further unused variables (i.e. variables that only occurred in the
definitions of previously deleted computation variables). Repeat this process until there are
no more grayed-out variables. If Contract Express Author states that the variable is used, first
select the variable and use the Right and Left € 2 arrows in toolbar to find where it is used
in the document, or right click the variable and select Find in Dictionary.

8.11 Duplicate a variable

To make a copy of a variable, right click the variable and select Duplicate.

8.12 Show the relevance of a variable

Contract Express automatically creates questionnaire forms from your Microsoft Word templates when you click
on the Test button. These questionnaire forms are dynamic decision trees such that answering one question may
lead to further questions becoming enabled. Contract Express uses the location of variables within the template
to work out these dependencies. The relevance of a variable is the expression or rule which must be true for that
guestion to be enabled on the questionnaire. The Dictionary Editor allows authors to view what Contract Express
determines as the relevancy of a variable.

Locate the variable in the Dictionary Editor. Select the Usage tab from the variable attributes panel as shown
below. Always click Refresh to instruct Contract Express Author to update the relevance information.
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All Variables ~
©O- ANOY -~

[+] DisclosingParty
E DisclosingPeriod

Contract Express® Author Getting Started Manual

@ @ ,.K General Guidance Constraints Document Usage

Variable Usage

- Relevant if:

NDAPurposePreselect Is "Other Purpose”

o® ExistingCustomer

o@* Feature Addition

A GoverningLaw

o®@% Mutual

NDAPurposeOther

NDAPurposePreselect

NewCustomer Refresh
NewCustomer:Address Author Note
NewCustomer:Address:Country

NewCustomer:Address:Line1

NewCustomer:Address:Line2

NewCustomer:Address:Line3

NewCustomer:Address:PostalCode

- I

NewCustomer:Address:Region

1 occurence &« >

° No issues

Q
>

B “Run Usage Check or click Refresh to see the usage information."
You may see the message "Run Usage Check or click Refresh to see the usage information." in
the Variable Usage text box. This indicates that a Usage Check or Refresh is necessary to view
the updated relevancy information.

8.13 Navigate between uses of a variable

Select the variable you wish to find in the document. Click on the forward and back arrows above the Variable

Editor € 2 to highlight the next/previous uses of the selected variable in the document. You can also see how
many occurrences of the variable there are in the document.

8.14 Determine where variables are referenced elsewhere in the dictionary

Right-click on the variable you are interested in and choose Find in Dictionary. A pop-up dialogue box will detail
all the instances of that variable.

8.15 Jump to a variable referenced in a computable variable

Computable variables can contain other variables in their definition. For example, in the sample Non-Disclosure
Agreement there exists a computable variable named Uniln which is defined as DisclosingParty Is "Outside party
only".
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The Go to definition icon in the Dictionary Editor Toolbar 7] allows the template author to jump from the current
computable variable to the variable selected in the definition. In the following example, the Uniln computable
variable is selected in the Dictionary Editor. The Computation tab is selected in the attributes pane and the
DisclosingParty variable highlighted in the definition text box. By clicking on the Go to definition button in the
toolbar selects the DisclosingParty variable in the Dictionary Editor.

Click on the Back button in the Dictionary Editor Toolbar © to return to the Uniln variable.

8.16 Find a variable from the template in the Dictionary Editor

To view the definition of a variable located in the document, highlight the variable in the document (excluding the

field brackets) and click the Go to definition icon in the Dictionary Editor toolbar m . This will jump to the variable
definition in the Dictionary Editor.

. . L 1 2 3 4 5.0 B 7
Dictionary Editor v x =
All Variables ~ oNoI "l
o- f'jbpu7n“-3"“;' &4 © This ["""unilateral incoming][""°"unil:

A* NewCustomerAddressiShortForm - (“Agreement”) is entered into as of the la:
A NewCustomer:Address:Town

A NewCustomer:Company:RegNum -
A NewCustomer:Name

As between {CorbodaDescription} ("Cork

] MewCustomerType - place of business at {OtherPartyStreet},
A CtherPartyCity - {OtherPartyCountry}][No! BristinsCustomerfyayy
* QOtherPartyC - «
A OtherPartyCountry {NewCustomer:Address:ShortForm}[Newcu:
[*] OtherPartyName . "
¥ OtherPartyPostalCode - {NewCustomer:Company:RegNum}]] ("Co
A* Otherpartystate - Information, as defined below, provided k
Occurrence 1 of 1 <> - "Recipient"), for the limited purpose state
General Computation Document Usage : the fO"OWing prOViSionS:
Name = o
OtherPartyCountry Rename -1, "Confidential Information": shall me:

8.17 Check the mark-up of the current document

Click the Usage Check icon at the bottom of the Dictionary Editor < to force Contract Express Author to scan for
errors in the current document and refresh the Dictionary. If Contract Express Author finds any issues with the
current document it will display the number and type of errors in the footer. The Usage Check issues are classed
as serious (red stop sign), non-serious (amber triangle) and warnings (blue information icon)

O A:O1

Q
>
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Click on the status bar to open the status pane to view the issues:

Dictionary Editor voX
All Variables - @ @ ,." General Guidance Constraints Document Usage

©- AOY |-~ & Variable Usage =
A* Customer - Always relevant.

[+] DisclosingParty

[¥] DisclosingPeriod

] EffectiveDate

o® ExistingCustomer

E] * ExpiryDate

o@k Feature Addition

A\* Governinglaw

o@k Mutual

A NDAPurpeseCther Author Note
[¥] NDAPurposePreselect
(5 NewCustomer

-
(o IR [ v

[+ B

© Brackets. A corresponding opening bracket is required.

Refresh

Q

g <

Checked in 0.2 seconds.

The list presents the issues in order of severity with the most serious errors at the top. The errors are further
categorised by a bolded type to provide quick context as you scan through the list. The areas are as follows:

e Brackets: misplaced or missing field or span brackets

e Datatypes: incorrect datatype of parameters in used in an expression
e Definition: issues found in properties of items in the Dictionary Editor
e Logic: issues in the logic of the template

e Repeats: issues related to repeats

e Setup: issues related to the setup of the template

e Syntax: incorrect or missing characters in an expression

If the issue is related to mark-up in the document, clicking the issue will highlight the area in the document. If
the issue is related to a variable, clicking the issue will open that variable in the Dictionary Editor.
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9. Editing Variables

Variables are added and edited in the Dictionary Editor. The Dictionary Editor is opened by clicking the Dictionary
Editor button on the Contract Express tab in Microsoft Word. When the Dictionary Editor is opened click on All
Variables to access the list of variables in the current document. For a quick introduction to adding new variables
see Create a new variable and insert it into a template. For an introduction to the features and functions of the
Dictionary Editor see Using the Dictionary Editor.

This topic covers the editing of variables, specifically their attributes.

AutoSave B Y- [ Non Disclosure Agreement, omp ode + Saved P Search (Alt+Q)
File Home Insert Draw Design Layout References Mailings Review View Developer Help  Contract Express U Comments 2 Share
| Quter select ) Insert figld 1B, External Dictionary Fam)
& . d EREHE| S
=5 Relevance ] Insert span B Import iSheet
Markup Dictionary Test Usage Template Tools | Options Help
Editor = Highlight [ Pluralize Editor | #) Go to definition v Check Setup v
Markup Dictionary Template Getting started ~
Dictionary Editor vox
Al Variables + OO
O- 0V -~ A Corboda
o®* Business Relationship =)
A BuyerName [ CORBODA UNILATERAL INCOMING NON DISCLOSURE AGREEMENT]

CorbodaCompany
A\* CorbodaDescription
A* CorbodaNameFull
A* customer

[<1 DisclosingParty v
B erEEEs FINEN [Mutual CORBODA MUTUAL NON DISCLOSURE AGREEMENT]

[Uniouwt CORBODA UNILATERAL OUTGOING NON DISCLOSURE
AGREEMENT{OtherPartyCountry}]

General Guidance Constraints Document Usage B . . . . . .
5 This [“""unilateral incoming][V"“unilateral outgoing][V'"*mutual] non disclosure agreement

reement”) isentered into as of the last date signed by the parties below ective Date”).

Name = “ ") i di fthe last d igned by th: ies below (“Effective Date”’

CorbodaCompany Rename As between {CorbodaDescription} ("Corboda"), and [Fstnzcusioner{OtherPartyName], with its principal

Type place of business at {OtherPartyStreet}, {OtherPartyCity}, {OtherPartyState}, {OtherPartyPostalCode},
- therl ount lewCustomer:Name}, with its principal place of business at

Tert siecion OtherPartyCountryLF][** Fesecisens{Newc Name}, with s principal place of bus

{NewCustomer:Address:ShortForm}[NevcustonerTye s "Company”  company  registration  number

Presentation {NewCustomer:Company:RegNum}]] ("Company"). Both parties agree that any disclosed Confidential
Single Select Dropdown v Information, as defined below, provided by the disclosing Party (as "Owmer"), to the receiving Party (as
Question "Recipient"), for the limited purpose stated herein (the "Purpose"), shall be treated in accordance with
BIUGSKXy oA =i . the followingprovisions:
Which Corboda region will be responsible for this 1. "Confidential Information": shall mean any information obtained for the Purpose stated below,
agreement? whether disclosed orally orin writing, or through observation, examination, use, or evaluation,

@ Noissues S oA 2. Purpose of Confidential Information. ("Purpose") The Confidential Information described above is
haina dicrlnead +n tha Raciniant far tha Raciniant's 1iea cnlah, ['Busingss REFONSNDEA imvacticata +ha

PageSofs  1604words [  English (United Kingdomy @ % Accessibility: Unavailable Y Focus B ——4+——+ 1w

When a variable is selected in the Dictionary Editor the attributes of the variable are visible in the attributes panel.
The attributes panel appears below the variable list when the Dictionary Editor is docked in the task pane, or to
the right of the variable list when the Dictionary Editor is undocked.
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Dictionary Editor voX
All Variables (® () x* General Guidance Constraints Document Usage
O- HOYV =~ 4 Name
o®@* Business Relationship - CorbodaCompany Rename
El CorbodaCompany Type

* CorbodaDescripti
A* CorbodaDescription Text Selection v
A * CorbodaNameFull
A* Customer Presentation
B DisclasingParty Single Select Dropdown A
[¥] DisclosingPeriod Question
o® ExistingCustomer =~ H A == ==l A

BIUYUSX x| |®A-SESEE @V

o@%* Feature Addition
A* Governinglaw
o@®* Mutual
NDAPurposeOther

Which Corboda region will be responsible for this agreement?

NDAPurposePreselect
NewCustomer
NewCustomer:Address

NewCustomer:Address:Country Compulsory

> Pl bl [ 1>

NewCustomer:Address:Line - Key Question

3 occurences = e Exclude From Questionnaire Completeness
© Noissues o o

The attributes are organized into the following tabs:

e General: Most-used attributes such as Name, Question and Compulsory.

e Guidance: Contains both Guidance and Preamble.

e Constraints: Selections, default value, character lengths.

e Computation: Definition for computable variables.

e Document: Including the default format and case.

o Usage: relevancy and author notes.

Each attribute is described below.

9.1 General Tab

9.1.1 Name

Specifies the name of the variable.
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Note that variable names are not case-sensitive, so BuyerName is the same as buyername and the same as
BUYERNAME. However, the name as it appears in the Dictionary Editor is the name that appears elsewhere in the
Contract Express Author Ul, such as the expression editor.

If the name of your variable includes a space or any character outside of the letter characters from the Latin-1
Supplement or Latin Extended-A Unicode character set, then the Dictionary Editor will automatically add single
qguotes around the variable when the variable is added into a field in the template.

3 Escape character and reserved words.
If you include a single quote as part of the variable Name, the Variable Editor will
automatically add a backslash character to escape the quote: \'

Similarly, if the name includes a backslash, the variable editor will prefix this with a further
backslash character \\

If you add fields into the template as you type, you must remember to escape quotes and
backslashes where necessary.

There are a number of reserved words which variable names cannot contain such as AND
and NOT. The full list is as follows:

alt, and, answered, as, attach, attribute, authornote, by, capitals, cell, cloaked,
collect, collectvalues, committed, datatype, deferred, definite, doctitle, document,
else, every, exists, export, expressiontext, false, foreach, format, from, hyperlink, if,
ifknownelse, include, is, isatleast, isatmost, islessthan, ismorethan, isnot, known,
knowntrue, label, list, lower, mark, nonmutualand, nonmutualor, nonrepeated, not,
note, now, occurrence, onlyoninput, onlyonoutput, onlyother, or, other,
otherselections, picture, prefix, prescribedselections, proper, punctuation, ref,
reference, relevance, repeat, repeatcontext, repeatcounter, select,
selectionoptions, sensitive, simplify, spanrelevance, style, sure, template,
templaterelevance, textfile, then, to, today, true, unrepeated, upper, using, value,
where, with, xor

Additionally, you cannot use the following symbols as the variable name (but they can be
included as part of the variable name if quoted):

9.1.2 Question

Specifies the question text that is displayed on the questionnaire displayed to end users. This can have rich text
formatting using the rich text controls above the text box.
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9.1.3 Type

The type of the variable primarily determines how its value is collected on the questionnaire, and secondly how
that value appears in a generated document.

The type of a variable determines the kinds of values that can be entered in the field on the questionnaire and
how that information can be used in your master document. For example, when Contract Express encounters a
date type it will add a field and a calendar popup box on the questionnaire page. When displaying the answer to
this date in the generated document you can choose whether to have it display in short form e.g., 01/01/2008,
long form 1st January 2008 or a custom format.

The type of variable also determines how you can manipulate that variable in your master document. A variable
whose type is set to a number can be used in numeric calculations. For example, it is possible to add two number
variables together and put the resultant calculation into a field in the document.

Variables that ask the user to choose from a series of selections are well suited for controlling the inclusion of
conditional text. This is because each item of conditional text is based on some pre-configured option, rather than
a number or free text.

Text Any single row of text

Multiline Text Any multiline text

Text Selection A list of text selections from which one or many can be chosen (see special note below)
File Upload A path to a document to be uploaded and re-generated

Yes/No Yes or No options

Whole Number A whole number, including positive and negative numbers but no decimals
Decimal Number Any number, including positive and negative whole numbers and decimal numbers
Date Any date

Time Any time

Entity A collection of data values from multiple variable types

Computable Derived from an expression. Could be a calculation containing number variables, a

concatenation of text variables or a business rule based on multiple text selections with

"AND" and "OR" operators
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5 Text selections are text types
Even if your text selection contains a list of numbers, Contract Express Author will treat these
as text options - you must refer to them with quotes in Business Rules. If you want to perform
numeric calculations on text selection options then you will need to convert them to a
number using the ToNumber number function.

9.1.4 Presentation

This attribute is only applicable to Yes / No, Date, Time, Whole Number and Text Selection variables. The
presentation determines how values are presented, and thus collected, on the questionnaire.

The options available in the presentation drop-down list vary according to the type of variable.

Presentation: Yes/No Variables

Radio The user is presented with a pair of radio buttons Yes: @ No
Buttons representing Yes and No. = ;
Check Box  The user is presented with a single checkbox [ Ng

representing Yes (checked) and No (un-checked).

Presentation: Date Variables

Calendar The user is presented with an edit box and a button | Ki[september ¥]@ Rz @
which invokes a popup calendar. 2 T N T G H
6

1 2 3 4 &

7 8 “) 10 11 12 13
14 15 16 i 18 19| 20
21 22 23 24 25 26 27
28 29 30 ‘

By Format The user is presented with a mixture of edit boxes | g

q,, January v
and drop-down selections that are determined by : ?
the year/month/day ingredients in the variable's

default format.

Presentation: Time Variables
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Clock The user is presented with an edit box and a button
which invokes a popup clock.

By Format  The user is presented with a mixture of edit boxes (g7 v|. g v/
and drop-down selections that are determined by the ‘ ‘
hour/minute/second/am pm ingredients in the
variable's default format.

2[00 v | ‘:am Y

Presentation: Whole Number Variables

Edit Box The user is presented with an edit box in which the
whole number value can be entered. ‘ |

Calculated The question does not actually appear on the N/A
From guestionnaire but is calculated as the number of
Repeat repetitions created for one or more repeated variables.

Presentation: Text Selection Variables

Single Select The user is presented with a drop-down list from United Kingdom

Drop-down which one and only one option can be chosen.
Single Select The user is presented with a group of radio © United Kingdom
Radio Buttons  buttons of which one and only one radio button @ United States
 Canada
can be pressed.
Multi-Select The user is presented with a select box containing = United Kingdom =
United States
List options from which none, one, many or all can be  canada
chosen.
Multi-Select the user is presented with a select box containing  Untecsutes 1 ‘ .
Ordered list options from which none, one, many or all can be -

< v

chosen; selected options are moved to the right
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where up and down arrows can be used to change
the order in which they should appear

Multi-Select The user is presented with a group of checkboxes = [J United Kingdom
Checkboxes of which none, one, many or all can be checked. ~ © United States
[ Canada

Searchable List The user is presented with an edit box - as they

m
type characters a select box appears which Tiadr |
aari [T
contains options that match what they have typed | Manchester =
- one and only one option can be chosen. Minneapolis
Searchable lists must always be dynamically built. Montreal
Moscow
Presentation: Multiline text variables
Rich The user is presented with an edit box with
Text various formatting options. This is for EoERETERCwn | B -‘ == x
BIUSIXHx A B L || B =
populating HTML. \ @@ @« ~][Q %8P | s

My heading

« Alpha
« Beta
* Gamma

9.1.5 Compulsory

Specifies whether the question is compulsory (checked) or non-compulsory (un-checked). When compulsory is
checked, the question must be answered by the user. A compulsory question is indicated on the questionnaire by
the presence of a red asterisk, between the question and the value field. Contract Express will not allow any
guestionnaire page to be submitted if it contains a relevant compulsory question that has not been answered.
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eul.contractexpress.com says )
Contract Express Questionnaire

There is an error on the guestionnaire & PREVIEW € SAVE & CLOSE 3

Narme anua aaaress o1 tne otner parcy

Full registered name:*

A Required answer

9.1.6 Key Question

Specifies whether it is a key question (checked) or not (un-checked). The questionnaire can be configured so that
it only contains key questions. This can be achieved by creating a new profile in Contract Express and changing
the setting Display a subset of questions on the questionnaire.

9.1.7 Exclude from Questionnaire Completeness

When a question is optional and a value is not required to generate a complete document, it can be excluded from
the questionnaire completeness calculation so that the questionnaire shows as complete even if they are not
answered.

Answers to such questions will not be taken into account when the page completeness and the overall progress
of the questionnaire is calculated. For example, imagine a questionnaire page that contains several address fields
including Address Line 2. If this variable is marked as excluded from the questionnaire completeness, the
guestionnaire page will display the green checkbox of completion even if Address Line 2 field is left blank.

9.1.8 Auto-trim

When the auto-trim attribute is enabled, any leading and trailing space characters will be automatically removed
from the text that is entered into questionnaire. It is particularly useful when the corresponding field in the
document has punctuation on either side.

This attribute is relevant to text variables and can be enabled (Yes), disabled (No), or controlled by a profile
setting (Default).

e For new variables, the auto-trim attribute will default to Yes.

o All text variables created before this attribute was introduced in Contract Express 8.10 will have the
value set to Default.

The default behavior is controlled by a profile setting, with the built-in profile value set to No. Auto-trim can be
enabled for all text variables by changing the profile value to Yes.
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Default for auto-trim of text variables
Yes

Mo

9.2 Guidance Tab

9.2.1 Guidance

General Constraints | Document | Usage

Guidance
BIUSXy @ A-|=i=

Disclosing means the party that is providing the confidential information.

Specifies the guidance text that appears on the

questionnaire. This is edited in the same way as the
(]

guestion attribute except that it will appear below, rather
than above, the variable's answer box, and in smaller text.
As with the question, rich text formatting can be applied to
guidance.

Who will be disclosing information?

select... -

Disclosing means the party that is providing the confidential information.

Images can be placed within the guidance by switching the editor to source mode. Click on the icon > then enter
the URL for the image using a HTML image tag (e.g. <img src="URL">)

9.2.2 Preamble
Specifies the preamble text that appears on the questionnaire.

This is very similar to the guidance attribute except that it appears above the question on the questionnaire. As
with the question and guidance boxes, rich text formatting can be applied to preamble text.
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9.3 Constraints Tab

Dictionary Editor v X
All Variables = [oNol%

O WOV @ ~[A
This attribute contains sub-attributes that determine whether the user can pick only E” zbdc“”“’ 2
orbadaCompany
a single choice or multi-values and how they are presented on screen. /A¥ CorbadaDescription
JA* CorbodaNameFull
A* Customer

There are a group of sub-attributes that collectively determine which selection [ bisdesingpary
options appear on the questionnaire: e

9.3.1 Selection List Items

o® ExistingCustomer

@ Contrira Additinn v

. . . . . 9 occurences 2
e Dynamic: Options are specified statically or dynamically.
General Guidance Constraints Document Usage
. . . . Selection List ltems =
e Search Mode: Searchable lists can use "begins with" or "contains" to match
Dynamic
the text entered by the user. g
Corboda only
QOutside party only
Both
e Unknown: The questionnaire user can explicitly state that the selection is
u n known . Populate from existing... Toggle Default

Show "Unknown"  select ...

e Other: The questionnaire user can specify options that are not in the list. =T o
e All: The questionnaire user can select all options with a single click.

The Selection List Iltems section determines how individual options in a text selection are specified. There are two
options and the Dynamic checkbox controls which of the options is selected as follows:

1. Dynamic is unchecked: The text selection will be a static list of options

2. Dynamic is checked: The text selection will be built dynamically from an

) ) Dictionary Editor AR
expression such as a lookup expression Al Variables - loXo il
©O- MO Y e ~ |4
Static options are entered into the edit box on separate lines. A NewCustomerName B

[¥] NewCustomerType
A OtherPartyCity
Default values are chosen by selecting an option and then clicking the Toggle Default & otheranycounty

A\* OtherPartyCountry1

button which will embolden the option and pre-select that answer on the [ omerarynome
. . A* OtherPartyPostalCode
questionnaire.

A* OtherPartyState

1 occurence & S
Dynamic options are expressions entered into the edit box which result in a list ... comvams comen ussge
being created. The edit box makes use of the code completion feature as detailed in sccciontist ems e
Code completion of expressions. Dynamic

select Country -

For example, in the sample Non-Disclosure Agreement, the OtherPartyCountry
variable is a text selection whose text selection options are defined as a dynamic list. =
The expression is Select Country which instructs Contract Express to look for a [ showunknomn® select..

Show "Other”

lookup table containing a column called Country and present the options in the oo -
guestionnaire from that lookup.

Q
>
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Text Selection variables can have a Presentation Type of Searchable List. This results in the questionnaire
presenting the user with a text box, but as the user types into the text box Dictionary Editor - x
a drop-down pane will appear displaying text selections which match the  aj variables ~ loXoll%
text entered so far. The Search Mode attribute is displayed for Text @. (5] 0 ¥ @« ~ A
Selections of this Presentation Type and defines how Contract Express will 5] communalareas

perform the search. The options are:

. . . . . 1
e Begins With: Only items that start with the entered text will be ceerenes e
displayed

General Guidance Constraints Document Usage

Selection List [tems

e Contains: Any item that contains the entered text will be

. —
displayed yrame
Stariwells
X . . ) Hallways
When Show Unknown sub-attribute is checked an additional option Rooftop
dasemen
appears on the questionnaire which allows the user to explicitly state that
the selection is unknown. This is useful if you do not want the text Populate from existing... Toggle Default

selection to be pre-filled with a default value. You can change the label for

Show "Unknown”

the unknown option from the default "select ..." Show "Other” Enter any other commur

When Show Other is checked an additional option appears on the ®@oA:2 o oA
guestionnaire which allows the user to enter an option or options that are
not in the list of options.

This additional option is labeled Other (for english_uk and english_usa locales) which can be changed by entering
the new label in the corresponding edit box to the right.

For example, consider a multi select checkboxes list of options representing communal areas in a leased property.

Select the communal areas that will apply:

[ Stairwells
| Hallways
Rooftop
LI Basement
¥ Enter any other communal areas

Services entrance{

You may enter your own areas by selecting "Enter any other communal areas”
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3 Business rules testing for Other
Consider the effect of the user choosing the "Other" option on your generated document. If
you are only using the variable in a field, their answer will automatically be used for the value
of the field. If you are using the variable as part of a Business Rule you may need to add extra
provision in for when they choose Other. Business Rules based on this scenario use the
Other(VariableName) function.

Dynamic selections are used anytime we do not want to use static options for our lists. They can be built from
other multi-select variables, repeat values, lookup table, database tables views or SharePoint lists.

Consider a multi-select variable with product options:

Select the products which are to be included in this contract:

Y]

Corboda NFlow Server
Ll Corboda Works

¥ Corboda PDF Server
¥ Corboda HiTop

Ll Corboda Flux

We may then want to choose which Products are being sold with a support package using one text selection
variable:

Select the products which are to be included in this contract:

¥ Corboda NFlow Server
I Corboda Works

¢ Corboda PDF Server
' Corboda HiTop

I Corboda Flux

Select the products which will require extended support:

| Corboda NFlow Server
[ Corboda PDF Server
) Corboda HiTop
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To do this we use the answer to the Product question as the Options for the  Dictionary Editor v
All Variables + [cXOI%
©- X0V =~ 4

[*] CommunalAreas

E Products
E‘ SupportPackage

Support question by entering it into the Dynamic Selections area for
SupportPackage.

We can also use Repeat values as the options for a text selection variable. Since
text selections are filled with Lists, we need to build a list from our repeated

. . 1 occurence & >
values. We use the Collect function to do this. Let’s say we ask for one or more
I . . ... General Guidance Constraints Document Usage
PartnerNames within a repeat span. Therefore, our dynamic selections definition A
Selection List Items
for the text selection variable EquityPartners becomes:
Dynamic
Collect(PartnerName) Froducts 2
Columns from lookup tables can also be used to populate the options of text <
selections. In the dynamic selections area, we use a select statement to refer to Show “Unknowr”
the column name, for example: Show “Other”
Default -
Select State QoA c o~

We can also display one column as the options seen on the questionnaire but have the value of the text selection
come from another column. This is useful if you want the user to choose the state but actually have the state code
as the value for the variable:

Select Statecode, State

In the above example, the options on the questionnaire would be populated with state names such as Alabama,
Alaska, Arizona etc. but the value in the document would be AL, AK, AZ (useful for addresses).

Columns from database tables, views or SharePoint lists can also be used to populate the options on a text
selection variable. These are similar to working with lookups but you must add a FROM clause to the select
statement to state the table name the lookup is to be performed on:

Select State From USStates

Select Statecode, State From USStates

When data values actually reside in an external source, you must set up a link to that database by defining a Table
in Contract Express. Once the view has been created you can use Select statements such as those referred to
above. You must always use a From clause.

Distinct Repetitions attribute is only pertinent for selection list variables within repeat groups. It allows the user
to ensure that each value from the selection list is used only once. If the same value is selected on another repeat,
a compulsory warning will be raised. The display text of the warning can be customised using the text box below
the Distinct Repetitions checkbox.
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Distinct Repetitions

BITUY &KX x| o A==

Il
|‘||
(0
K}

If no text is entered, the default warning text will be used.

In the questionnaire, the user will also see the links to the questionnaire answers that have been evaluated to
trigger this warning.

Warnings: @1 ~
@ Thesevalues are duplicated. Please change -~
one of them.
< Selectcity
< Selectcity

9.3.2 Template

This attribute is only pertinent for Entity variables.
9.3.3 Allow new

This attribute is only pertinent for Entity variables.

Controls whether new entities can be used when completing the questionnaire. If checked, Business Users will be
able to add new entities. If un-checked, Business Users will only be able to add existing entities when completing
this question.

9.3.4 Filter

This attribute is only pertinent for Entity variables.
9.3.5 Label

This attribute is only pertinent for Entity variables.

The text entered in the Label field will be displayed as a suffix for the Set/Change/Remove entity buttons in the
guestionnaire e.g. the Label field has the text “Address”.

In the questionnaire this will be displayed as:

Set Address
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Change Address
Remove Address
9.3.6 Minimum Value
This attribute is only pertinent for Whole Number, Decimal Number, Date and Time variables.

Minimum values are used to ensure the user enters a value that is at least the specified minimum, and are
expressions which can be either:

e Entered manually in the edit box, or
e C(Clicking the corresponding Edit... button to the right of the edit box to invoke the Expression Editor.

The type of the minimum value expression must correspond to the type of the variable. So, for example, Whole
Number variables must have a minimum value expression which evaluates to a whole number.

9.3.7 Maximum Value
This attribute is only pertinent for Whole Number, Decimal Number, Date and Time variables.

Maximum values are used to ensure the user enters a value that is at most the specified maximum, and are
expressions which can be either:

e Entered manually in the edit box, or
e C(Clicking the corresponding Edit... button to the right of the edit box to invoke the Expression Editor.

The type of the maximum value expression must correspond to the type of the variable. So, for example, Whole
Number variables must have a maximum value expression which evaluates to a whole number.

9.3.8 Default Value

Default values are values used to pre-fill the questionnaire on first use. Default values are expressions which can
be either:

e Entered manually in the edit box, or
e Clicking the corresponding Edit... button to the right of the edit box to invoke the Expression Editor.

The type of the default value expression must correspond to the type of the variable. So, for example, Date
variables must have a default value expression which evaluates to a date.

For a date variable you can use the Today function to default a date variable to today's date. To do this just type
Today in the default box. Alternatively, use an If-Then-Else statement to define the default value. Note that you
can use a question mark in this expression to leave the default value blank if the condition does not evaluate to
true. For example:

THOMSON REUTERS
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If SameDateYN Then Datel Else ?

3 Defaults are only prefill values
If the variable is un-answered, either because the user removed the default value or because
the user did not visit the questionnaire page that contained the question, then the default
value is NOT used when generating the document. This ensures that only values that have
been submitted (and thus confirmed) by the user can appear in generated documents.

9.3.9 Minimum Character Length
This attribute is only pertinent for Text and Multiline Text variables.

When specified it must be a positive whole number which represents the minimum number of characters that can
be entered on the questionnaire.

9.3.10 Maximum Character Length
This attribute is only pertinent for Text and Multiline Text variables.

When specified it must be a positive whole number which represents the maximum number of characters that
must be entered on the questionnaire. The text box on the questionnaire will stop the user entering more
characters than the value specified for this attribute.

9.3.11 Mask

This attribute is only applicable to Text and Multiline Text variables. There are two kinds of masks that can be
specified:

e A pre-defined mask.

e Aregular expression that restricts characters in certain positions to be of a certain form.

The pre-defined masks are:

emailaddress The user must enter a valid email address.

Any sequence of characters that contains at least one at (@)
character and at least one dot (.) character.

file Adds a "Browse..." button to the right of the edit box, which
enables the user to browse to a file location.
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password The edit box contains bullet characters for every character typed
by the user.
telephone The user must enter a valid telephone number.
Any sequence of digit (0-9) characters, minus (-) characters and
space characters.
Optional leading plus (+) character.
Optional matching pair of open/close round brackets.
webaddress The user must enter a valid web address.
Any sequence of characters that contains at least one dot (.)
character.
searchaddress Enables the postcode search feature within the questionnaire. A

Postcode Search button will be displayed next to the text field in
the questionnaire.

Note that this feature applies to UK postcodes only and will work
when using either of the following options:

e en-GBis the base locale applied to the template

e If the locale code is manually added to the mask field as
/en-GB in cases where the template uses a different base
locale:

Mask

searchaddress/en-GB v
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searchcompany

Enables the company search feature. A “Search Companies
House” button will be displayed next to the text field in the
questionnaire.

Note that this feature will only work when using either of the
following options:

e en-GB as the base locale: this will only allow searching for
companies registered in the UK

e nl-NL as the base locale: this will only allow searching for
companies registered in the Netherlands

e If the locale code is manually added to the mask field as
/en-GB or /nl-NL in cases where the template uses a
different base locale. With this option you can use both
searches in the same template.

Mask

searchcompany/en-GB v

Use the drop-down list to apply a pre-defined Mask. Otherwise type into the Mask edit box to customize the
Mask using a regular expression.

The characters in a regular expression have the following meaning:

digit character in the range 0-9

lowercase letter character in the range a-z
uppercase letter character in the range A-Z
letter character in range a-z or A-Z
optional space character

any character

sequence of zero or more characters

Any other character in the mask must be matched verbatim. For example, to ensure the user enters a valid UK
National Insurance number (of the form AB 12 34 56 Z), with or without space characters to separate the digits,
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the mask is:

AN HH HE HE A

Which represents:

letter, letter, optional space, digit, digit, optional space, digit, digit, optional space, digit, digit, optional
space, letter.

9.3.12 Custom Repeat Labels

This attribute is only pertinent for Whole Number variables using a presentation style of Calculated from Repeat.
It allows customization of the text on the 3 repeat buttons, the defaults being 'Insert After', 'Insert Before' and
'Delete’.

9.3.13 Tag for Yes

This attribute is only pertinent for Yes / No variables. It allows the user to specify a text label for the ‘true’ option,
the default value being 'Yes'.

9.3.14 Tag for No

This attribute is only pertinent for Yes / No variables. It allows the user to specify a text label for the ‘false’ option,
the default value being 'No'.

9.4 Document Tab
9.4.1 Default Format

The default format attribute determines how, in the absence of any local formatting, variable values appear in a
generated document. The default format is interpreted according to the type of the variable. Use the dropdown
to choose from popular formats or type your own formatting. Clicking on the Preview Button next to the Default
Format box will take you to the Format dialog.

Use the Format dialog to test how formatting will look in the generated document. Use the dropdown at the top
to choose formats or customize by typing in your own. The values on the left represent test values and the box on
the right will show how those values will look if the formatting is applied. Use the Locale to see how this will affect
the output.

9.4.2 Default Case

The default case attribute determines, in the absence of any local case, the casing of variable values as they appear
in a generated document. The options are:
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e Capitals: The first letter of the word will appear capitalized in the generated document.
e Uppercase: All letters will appear in uppercase in the generated document.
e Lowercase: All letters will appear in lowercase in the generated document.

e (Case-sensitive: All letters will appear as they are entered on the questionnaire in the generated
document.

9.4.3 Default Alternative Text

The default alternative text appears in a generated document if the variable's value is unknown. It will also appear
in active text when the variable's value is unknown. You can override the default alternative text of a variable by
including an ALT phrase in an expression field.

For example:

{NameBuyer ALT "the buyer"}

9.5 UsageTab
9.5.1 Variable Usage

This is a read-only field which displays the relevancy of the variable in the current document.
9.5.2 Author Note

The Author Note is for information purposes only. This attribute can be used to describe the role of the variable,
or what it means in relation to other variables, or even how it maps onto some external data source. It can also
be used to store a temporary note about a variable to remind you of tasks on that variable yet to be completed.

The description does not appear either on the questionnaire or in a generated document.

9.6 Computation Tab
9.6.1 Definition

This attribute is used to define a Computable variable in terms of other variables. For example, to create a new
variable which represents 3 months after the execution date.
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Dictionary Editor MR

All Variables ~ (® () x¥ General Computation Document Usage
O- X0V W e~ & Definition
a* EKP[I’}FDETE -~ monthsafter (Effectivelate, Term) -

o@%* Feature Addition

[ TR

This field makes use of the auto-complete feature as detailed in Code completion of expressions.

9.6.2 Save in Session

If you tick this check box, then the value of the computed variable will be recorded in the answer set. It is only
applicable to unrepeated variables. This is useful for exposing data to other systems, such as HighQ.
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10. Using the Markup Editor

The Markup Editor provides a way for you to view, edit, insert or delete fields and spans in the template. To open
the Markup Editor, click on the Markup Editor icon from the Contract Express tab.

With the Markup Editor you can:

View all spans and fields in the template

Edit existing spans and fields
e |Insert fields and spans into the template

e Delete spans/fields in the template: note that deleting/editing fields that are variables will not edit the
definition of the variable in the dictionary. Variable definitions should be edited/deleted via the Dictionary

Editor

10.1 Docking and undocking the Markup Editor to the task pane

When the Markup Editor is opened for the first time, it floats over the top of the Microsoft Word Document in an
"undocked" state. This mode works very well if you are using dual monitors as the Markup Editor can be opened
on one screen with the document open on another screen. For those users who only have a single screen you may
wish to "dock" the Markup Editor into a task pane. To do this, click on the Dock icon in the Markup Editor Toolbar

as highlighted below:

Markup Editor v X
Expression 2 of 33 &« D ? [e] ’x

Markup  Relevance

O R~ @D

UniOut

Q
>

o No issues
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When the Markup Editor is docked it will appear in the task pane on the right side of Microsoft Word. You can
undock again by clicking the dock button in the Markup Editor Toolbar.

File Home Insert Draw Design Layout  References  Mailings Review View Developer Help  Contract Express P Comments 5 Share
| Cuter select o Insert held B Externa Diclionary — — £ -
- = —® 2 Eﬁ b ol ]
== Relevance o Insertspan o ER ImportiSheet _
- Dictionary o5t Usage Template Tools Opticns Help
Editar | - Highlight [ elurslize Editgr A Go o definibon - Check  Sewp -
Markup Dictian.ary Template Gelting started ~
L . B - - . - . - N -
N SRR RN 4 VB T d 9.1 101 1l 201301180 150 06 1 17 0 ARER i
2 Markup Editor - X
Expression 2 of 33 L Il

Markup  Relevance

Corboda O- %~ o

Unitut

]
-

[“ni" CORBODA UNILATERAL INCOMING NON DISCLOSURE AGREEMENT]
[“ritt CORBODA UNILATERAL QOUTGOING NON DISCLOSURE AGREEMENT]

m [ CORBODA MUTUAL NON DISCLOSURE AGREEMENT]

10.2 Choose what markup is displayed in the Markup Editor

Applying a filter and/or a search to the Markup Editor will determine what type of markup is selected when
navigating through markup. Most of the filter parameters can be used in conjunction with each other to build a
search query. To apply a filter or search click on the filter icon from the toolbar.

Markup Editor ol
Expression 4 of 33 « 2> Y v "
The_se ﬁ_lters will be applied to markup
navigation.
Markup All Markup A
Empty markup
Markup with errors
Keyword
Variable <Any> -

The first dropdown allows you to choose whether to navigate to only fields, only spans or all markup. This selection
will be used in combination with other filter/search settings. Select the appropriate option.

The next option allows you to choose whether to display:

e Only empty markup

OR
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e Only markup with errors

This option is sensitive to the selection from the Markup dropdown. For example, if "Spans only" is selected from
the Markup dropdown menu and "Only markup with errors" is selected, the Markup Editor will only navigate to
spans that have errors. This option cannot be used in conjunction with the Keyword and Variable parameters
below.

The Keyword field allows you to perform a free text search across the markup. This option is sensitive to the
selection from the Markup dropdown. For example, if "Fields only" was selected from the Markup dropdown
menu and the text "NDA" is entered, the Markup Editor will only navigate to fields that contain the text "NDA".

The Variable dropdown menu allows you to search for markup that contains the selected variable. This option is
sensitive to the selection from the Markup dropdown. For example, if "Fields only" was selected from the Markup
dropdown menu and the variable "NDAPurposeOther" is selected, the Markup Editor will only navigate to fields
that contain the variable "NDAPurposeOther". When a variable is selected, the navigation order of the markup
can be set by choosing whether the navigation starts with the most constrained occurrence of a variable or least
constrained occurrence of a variable by selecting the appropriate option.

Keyword
Variable NDAPurposeQOther -
Constraint | Mone v

MNone
Markup Rt Most constrained
Least constrained
Most repeated I
Least repeated

= 3

Choosing "Most constrained" will navigate to the occurrence of the variable that has the most relevance
conditions. Using the right navigation button, this will navigate to the next occurrence of the variable that has the
next most relevance conditions until it navigates to the last occurrence of the variable that has the least relevance
conditions.

Similarly, the "Least constrained" option will navigate to the next occurrence of the variable that has the least
relevance conditions.

Click on the Filter icon to remove all search and filtering.

You can navigate through the markup using either the navigation arrows or by clicking into the expression in the
document. Next to the navigation arrows at the top of the Markup Editor task pane you can see the total number
of expressions in the document and the numerical position of the current selected expression.
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10.3 Walking up the tree structure of nested spans of text

It is possible to create deeply nested spans of optional or repeating text within a Contract Express template. When
deep nesting occurs it is important to be able to walk the structure of the nested optional spans from the
innermost span to the outermost span. The Outer select button on the toolbar of the Markup Editor performs this

walking of the nested structure.

Markup Editor M

X
Expression 20 of 33 & S KH

Markup Relevance

©O- & 5] =~ - 9 Apply ~

'"Business BEelationship'

In the following simple example, the cursor is placed inside the field containing the variable VarA. The Outer select
button is then pressed and variable is highlighted. Pressing again selects the repeat span and this continues until

the outermost span is highlighted.

File Home Insert Draw Design Layout References Mailings Review View Deweloper Help Contract Express I Comments 3 Share
o] Qurer select o Insert fiela e L Extermal Diclionary ] = |
ld | - B = O &8 | 2 e
== Relevance o Insgrt span X . Impeort iIShegt _ _ i
Markug _ N Cicticnary est  Uszge Template Tools Dpticns Help
Editor | 4 Highlight  [¥) Plurslize Egitar . Go to definition ©  Check Setup -
Markup Licbonary Temalate Getting started o~
Markup Editor voX%
Expression 3 of 3 e T
Markup  Relevance
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10.4 Updating markup using the Markup Editor
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Developer Help Contract Express I Comments 5 Share
L 1
o= L@
Options Help
Getting starbec s
(-] .
Markup Editor v X
Epression 3 of 3 e T
Markup  Relevance
0 B A~ @D
Vara -
Developer Help Contract Express I Comments 5 Share
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o= L@
Options Help
Getting starbec s
(-] .
Markup Editor v X
Expression 2 of 3 & 5 Y o 7
Markup  Relevance
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BepeatVariCount -
Developer Help  Contract Express I Comments 5 Share
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Options Help
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Markup  Relevance
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NeadSomaVarha -

It is possible to update markup via the Markup Editor. To do this, click the Markup Editor in the Ribbon and
navigate to the span that you would like to update by using the left/right arrows or by clicking into the span in

the document.

Page 72 of 135



Markup Editor v X
Expression 2 of 33 & S Y ‘J!

Markup Relevance
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UniCut -

Edit the text in the Markup Expression field then click Apply at the top of the task pane. By clicking on the arrow
on the Apply button, you can choose whether to only update that single occurrence of the span/field that is
selected by clicking Apply to selected markup. Alternatively, you can choose to update all occurrences in the
template of the selected span/field by clicking Apply to all matching markup.

@- o

Apply to selected markup
Apply to all matching markup

You can revert any edits that have been made to the markup before clicking Apply by clicking on the Reset icon

If you have started to make changes in the Markup Editor, automatic navigation will be automatically paused to ensure you
don’t lose your changes. You can step through the document and not lose the edits you have made in the Markup Editor. The
following message will appear at the bottom of the Markup Editor to indicate this change:

{D Unapplied changes. Auto navigation paused.

If at this point you try to navigate away from your edited expression using the previous and next occurrence buttons, the
outer span button or the filter button on the Markup Editor toolbar, you will be presented with the following options to
ensure you don’t lose your work:

4
x

Markup Editor
Unapplied changes

Are you sure you want to navigate away and
discard changes?

Go back Apply changes Discard changes

not UniOut -
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e Go back will take you back to the originally selected expression in the Markup Editor so you can continue to
make edits.

e Apply changes will apply your changes to the originally selected expression in the document and will move the
cursor to the new expression you were trying to navigate to.

e Discard changes will discard any changes you made to the originally selected expression and move to the latest
one you clicked into.

Note that it is not possible to edit the definition of a variable that is in a field. This must be edited using the
Dictionary Editor.
10.5 Inserting markup using the Markup Editor

It is possible to insert spans and fields into your template using the Markup Editor.

10.5.1 Inserting a span

To insert a span using the Markup Editor, highlight the text in the template that you want to be controlled by the

span, then click the add icon Q- inthe Markup Editor toolbar and select Span from the dropdown.

Fila Home Insert Draw  Design Layout  References  Mailings  Review  View  Developer Help  Contract Express I Comments /5 Share
| || 4 Duter select Insert field == B, External Dictionary | = — || -
7 -~ e - B E B & & e
= Relgvance + Insert span . 1 Import iShest _ _
Markup _ Cictionary Test Usage Template Tools Cptions  Halp
Editor | o Hignlignt £ Pluralizs Eclitor A G0 B cafinilion - Check  Setup -

Ditiznary Tomplatn fuking started -

Markup
AGREEMENT{OtherPartyCountry}|1 .
Markup Editor v %

[Mtal CORBODA-MUTUAL-NON: DISCLOSURE-AGREEMENT] Y SLEmn B € 2>V ll"
Markup  Relevance

e @~ m-n

Field
frEart ',.'!l.:.:\.'.c i

This- [“""unilateral- incoming][“" “"unilateral outgoing] (""" mutual - non- disclosure: agreement-
{* Agreement” ) isentered-intoas-of-the-last-datesigned by the-parties-below{ "EffectiveDate”).q

As: between- {CorbodaDescription:- ["Corboda”),- and- {OtherPartyName}, - with- its- principal- place: of SPE"_
business: at- {OtherPartyStreet}, {OtherPartyCity},  [OtherPartyStatel, [OtherPartyPostalCodel,:
[OtherPartyCount g1} [ =97 sr= Iy g Custome rNamel, with: its: principal- place- of business- at-
[NewCustomer:Address: ShortForm}[HevtstemesTes & o company-  registration:  number
[MewCustomerCompany: RegMum?]-("Company™).--Both-parties-agree - that-ary-disclosed Confidential-
Infarmation, as-defined -below, -provided-by-the-disclosing-Party {as-"Owner™), to-the-receiving Party {as
"Recipient"), for-the limited-purpose-stated-herein-(the "Purpose™),-shall-be treated in-accord ance with-

the followingprovisions:

This will automatically place span brackets around your selected text and the Markup Editor will display “Enter
span markup” where you can type the span rule.
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You can either type in a new rule or select an existing one from the reuse tool C= .
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This: [“""unilateral- incoming] [~ unilateral- outgoing][*“““mutual- non- disclosure: agreement-
(“agreement” ) isentered-intoas-ofthe last date signed by the parties-below {"EffectiveDate”) 9

As- between: [CorbodaDescription]- ("Corboda®), and- [ {OtherPartyName],- with- its- principal- place: of
business- at- {OtherPartyStreet},- {OtherPartyCity), {OtherPartyState}, {OtherPartyPostalCode),
{OtherPartyCountry 1}V St ors N ewC ustomer:Mame},- with- its- principal- place- of- business- at-
{NewCustomer:Add ress: Short Farm e slome T company-  registration: number-
{NewCustomer:Company:Reghum}| | -["Company").--Both- parties-agree-that-any-disclosed - Confidential
Information,-as-defined -below, -provided-by-the-disclosing-Party-(as-"Owner"), to-the-receiving-Party-(as-
"Recipient”], forthe-limited purpose-stated -herein-{the-"Purpose"),-shall-be treated-in-accord ance-with-
the followingprovisions: §

“Campany” |
#

Help

Contract Express

- Markup Editor

Expressian 3 af 35

Markup  Relevance
©- /5=

Enler span markup

rules currently used in the template plus any Yes/No type variables that exist in the dictionary.

1 Comments 15 Share
.

- x
€ 2>V ™

W 0

-

The reuse tool contains all the span

To add a rule from the reuse window, double-click the rule or select it and then click Insert. You can type in the search bar
to filter through the results shown. You can also look at all fields in the template or all markup expressions together.
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1.»"Confidential Information™:- shall. mean- any- information- obtained- for the- Purpose: stated - below - ;
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provisions: of-such-agreement- concerning: confide ntiality- of- information- shall- supersede- and - prevail-
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Finally, click Apply to insert the expression drafted in the Markup Editor into the document.
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10.5.2 Inserting a field

To insert a field using the Markup Editor place your cursor where you wish the field to be inserted or highlight the text you

want to replace with the field, then press the add icon -

in the Markup Editor toolbar and select Field from the
dropdown.

Fibe: Home  Insert  Drgw  Design  Layou?  References  Mailings  Review  View  Developer  Help  Contract Exprass
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span.
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This will automatically replace any selected text with field brackets and the Markup Editor will display the placeholder text
“Enter field markup” where you can type in your field.
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You can either type in a new field or select an existing one from the reuse tool = . The reuse tool contains all the fields
currently used in the template plus all variables in the dictionary.

10.5.3 New variable detection

You can enter new variables into the document using the Markup Editor. When you apply an expression that contains a
new variable name, a new variable will be automatically created in the Dictionary.
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The Markup Editor will display the link to the newly created variable at the bottom of the panel, click the link to navigate to
the variable in the Dictionary Editor and edit the details as needed.
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10.6 Deleting markup using the Markup Editor

To delete a field or a span, click the Markup Editor in the Ribbon and navigate to the span that you would like to
update by using the left/right arrows or by clicking into the span in the document.

o -

button, you can choose whether to:

Click on the Delete icon in the toolbar to delete that field/span. By clicking on the arrow on the Delete

e Delete selected markup and content: this will delete the markup and the content within the markup for
this single occurrence only

e Delete selected markup: for this single occurrence, the markup will be deleted but the content within
the markup will remain as plain text

e Delete all matching markup and content: this will delete the markup and the content within the markup
for all occurrences

e Delete matching markup: for all occurrences, the markup will be deleted but the content within the
markup will remain as plain text

Note that it is not possible to delete the definition of a variable that is in a field from the template dictionary. This
must be deleted using the Dictionary Editor.
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rl @ @5« ~ M-
Delete selected markup and content
Delete selected markup
Delete all matching markup and content

Delete matching markup

T

10.7 Relevancy at a point in the document

A key component of the Contract Express solution is the automatic determination of relevancy between variables.
This relevancy information is necessary for Contract Express to automatically generate the decision tree within
the questionnaire. See Using the Dictionary Editor to find out how to determine the overall relevancy of an

individual variable within the dictionary.

In addition to the overall relevancy of an individual variable it is often useful to select individual points in a
document and find out the relevancy statement at that point. For example, the questionnaire may not be behaving
exactly as you expect. The reason for this might be due to the location of a single instance of a variable in the
document not being within the correct spans as the others. The Usage tab in the Markup Editor can assist with
troubleshooting issues like these.

To determine the relevancy at a point in the document, open the Markup Editor and use the navigation buttons
to navigate to the field/span occurrence of interest using and click on the Usage tab. In the simple example below,
the Usage tab is selected for the field {NDAPurposeOther}.
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Note that this is looking at the local relevance of this location in the document and not the
overall relevancy of all instances of the NDAPurposeOther.
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10.8 Navigate between uses of markup in the template

Use the forward and back arrows in the Markup Editor Taskbar €2t highlight the next/previous instance of
markup in the template. Note that if a filter has been applied this will affect the navigation (e.g. if the filtering is
set to only display spans, the navigation will only ever pick-up spans and will bypass fields).

10.9 Go to definition

Place the cursor inside a variable name in the Markup Editor and click on the go to definition icon o in the Markup Editor
toolbar to navigate to the variable’s definition in the Dictionary Editor.

10.10 Check the markup of the current document

Click the Usage Check icon at the bottom of the Markup Editor Taskbar < to force Contract Express Author to
scan the mark-up in the current document and refresh the dictionary. If Contract Express Author finds any issues
with the current document it will display the number and type of errors in the footer. The Usage Check issues are
classed as serious (red stop sign), non-serious (amber triangle) and warnings (blue information icon)

0:4:0> 2~
Click on the status bar to open the status pane to view the issues:

0:4202 SRS
@ Brackets. Text or spaces detected & =
before the opening span bracket.
Spans that extend over multiple
paragraphs must begin at the
start of the paragraph.

A Logic. Variable 'Term' is only used &
in contexts that do not contribute
to relevance. It may be excluded
from guestionnaire.

A Logic. Variable ‘EffectiveDate’ is @
only used in contexts that do not
contribute to relevance. It may be
excluded from questionnaire.

@ Logic. Question variable @
‘MewCustomer:Company:RegMu
m’ occurs in the questionnaire -
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The list presents the issues in order of severity with the most serious errors at the top. The errors are further
categorised by a bolded type to provide quick context as you scan through the list. The areas are as follows:

e Brackets: misplaced or missing field or span brackets

e Datatypes: incorrect datatype of parameters in used in an expression
e Definition: issues found in properties of items in the Dictionary Editor
e Logic: issues in the logic of the template

e Repeats: issues related to repeats

e Setup: issues related to the setup of the template

e Syntax: incorrect or missing characters in an expression

If the issue is related to markup in the document, clicking the issue will highlight the area in the document.
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11. Organize the questionnaire into groups and pages

The Dictionary Editor allows you to create pages and groups for your questionnaire and to allocate
questions to them. To access the Dictionary Editor and organize the questionnaire click on the

Dictionary Editor icon in the Contract Express tab in Microsoft Word.

Then select the Questionnaire from the dropdown menu at the top of the Dictionary Editor:

Dictionary Editor v
All Variables = e
All Variables ? j‘\/

9 Questionnaire

oe ferms
==z Tables

A Warnings \ddress

‘ﬁ' Fur](lgr_ls lompNum

Contract Express questionnaires are organized into pages. On each Dictionary Editor
page is one or more groups. In each group are the questions that the  qQuestionnaire ~
guestionnaire user will be asked. ©- 50 ~ Al

Questionnaire

Unallocated Variables

The questionnaire section of the Dictionary Editor is structured into three

E Accept
folders. [¥] CorbodaCompany
DisclosingParty
e Questionnaire: lists all pages, groups and allocated variables. E‘ DisclosingPeriod
. . . . NDAPurposeOther
e Unallocated variables: lists all question variables that are not -
. . E MNDAPurposePreselect
added to questionnaire groups yet. A OtherparyCity
e Computable variables: lists all computable variables which get [5] OtherPartyCountry
their values calculated and therefore do not need to appear on A OtherPartyName
. . A\ OtherPartyPostalCode
the questionnaire.
A\ OtherPartyState
A OtherPartyStreet
In the example to the right we can see that the sample template does Computable Variables

not have a questionnaire yet defined, but a selection of unallocated o@% Business Relationship
. A\* CorbodaDescription
variables. A* CorbodaNameFull

o@k Feature Addition

11.1 Arrange questionnaire

A quick way to jumpstart the arrangement of your questionnaire is to use the Arrange questionnaire button

on the Dictionary Editor task pane.

Dictionary
Editor

—

It automatically creates questionnaire pages and groups and add unallocated variables to those groups. This feature
uses an algorithm which considers the relevancy of the variables and the order the variables appear within the
document. Variables which control repeated variables will appear on pages prior to the repeating variables.
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When you click Arrange questionnaire button,

you will see a prompt asking to perform usage [l Arrange Questionnaire X

analysis to ensure arrangement is done based

on up—to—date re|evancy information. Click on Relevance information may not be up to date. Please click the
L. . 4 l Y link below to refresh the relevance information. Alternatively,

the Perform Usage Analysis link, then confirm just click the arrange button to use the existing information.

your request by clicking the Arrange button.

Your questionnaire is now ready to view. Perform Usage Analysis
Update page and group names and consider
adding guidance text to make questionnaire Cancel

navigation easier. You can also add new groups
and pages and drag and drop variables to move
variables to another group.

The sections below explain how to create questionnaire pages and groups manually and how to customize their
display.

11.2 Adding a page

To create a new page for the questionnaire, you can either Dictionary Editor vooX
select the New Page option from the New icon in the Dictionary Questionnaire = oXo I

Editor toolbar ©- or by right clicking Questionnaire and

selecting new page. New Page N brisbies
Expand Nodes

The Page will be added beneath Questionnaire and the Collapse Nodes bnpany

attributes of the page will be displayed in the attributes pane. [+] DisclosingParty

Edit the name of the page on the General tab and page guidance on the Guidance tab:

Dictionary Editor 7o
Questionnaire + QO

Q- X0 b=~ % 2

Questionnaire

[ Parties

Unallocated Variables

[¥] Accept
[¥] CorbodaCompany
B DisclosingParty
[+] DisclosingPericd
A NDAPurposeOther
=

NDAPurposePreselect

>

OtherPartyCity -
General Guidance Usage

Page Guidance
BIUYsXxi®- A [EE|

Ensure that you enter the full legal name of the parties.

b

5
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11.3 Adding a group

A questionnaire page must have a minimum of one group before you can allocate a variable onto the
guestionnaire. To add a group, first select the page the group is to be added to and select Add group from the
New button on the Dictionary Editor task pane. Alternatively, right click the questionnaire page and select New

Group from the actions menu.

Dictionary Editor v X
Questionnaire ~ [ORON"

Q-5 0 e~ 4|t3
Questionnaire
- B Parties
== Corboda
Unallocated Variables
E] Accept
B CarbodaCompany
[¥] DisclosingParty
[+] DisclosingPeriod

General Guidance Usage

Group Title
Corboda

Repeat Title

Layout

<Default> -

Always Show

11.4 Adding a variable to a group

To add a variable to a questionnaire group, drag and drop the
variable from the Unallocated Variables list into the group. Pages and
groups will expand automatically when you drag the variable into
place.

If your list of unallocated variables is very large or your list of
questionnaire pages is very large, there is an alternative to the drag
and drop. First select the group you wish to allocate the variables by
left-clicking. Now hold down the Ctrl key on your keyboard and select
one or more variables which you wish to allocate to the selected
group. Right click one of the selections and select Allocate from the

drop-down menu.
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Questionnaire
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== Corboda

Unallocated Variables
[*] Accept
B CorbodaCompany
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AIEate_ — _.__...1g Period

A NDAPurposeOther

E] NDAPurposePreselect
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11.5 Deleting pages and groups

Pages and groups can be deleted by right clicking on them and selecting Delete. A confirmation pop-up will be
shown advising that deletion of the pages and groups will move the variables from these groups into the
unallocated variables list. Confirm with Yes to complete the deletion, or click No to cancel.

[l Contract Express *

i %  Are you sure you want to delete the selected page(s) from your
9 guestionnaire? This will delete all groups within the page(s) and move all
variables to the Unallocated Variables list.

Yes No

11.6 Duplicating pages, groups and variables

Another right click option on the pages and groups is duplication. This option is very useful if you need to create
several pages or groups containing similar variables.

Once you have created the first page containing the relevant groups and variables, right click on the page and
select Duplicate. This will clone the page along with all groups and variables within the page. The duplication of a
group will clone the group and all variables in this group.

’ Note that this functionality creates copies of all variables in the groups that are being
duplicated. If all variables already exist and you only need new pages and groups, it is
best to create these pages and groups manually.

11.7 Editing attributes of a page

When a page is selected in the questionnaire, the attributes panel in the Dictionary Editor displays three tabs:
General, Guidance and Usage.

e Page Title: Use this to change the name of the page that will be displayed in the questionnaire (hint: your
first page should be the name of the type of document the user will produce e.g., Sales Agreement, Loan
Agreement, Shorthold Lease, etc. This will help to give the user context when they first see the

questionnaire).

e Layout: Choosing Expanded will show all groups on the page. Selecting the Collapsed option will show
only one group at a time with click-able links to the other groups on this page. This is most useful if you
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11.8

have a lot of groups per page. The <Default> option allows the system default to be used to control the
layout of the groups.

Always Show: Check this box if you always want the page to show even if no variables are relevant. This
is useful if you want to have an informational page as the first page or last page which contains no variables
at all. (Note: checking this for a page that contains variables will not make those variables relevant).

Collate Groups: An advanced setting for nested repeats. Use this on 2nd level repeats that have variables
in different groups. This will show the groups within the repeat context rather than the repeated variables
over the groups.

Guidance: Type any amount of text in here to give more information to the questionnaire user. For a first
page, this could explain more about the type of document they are about to produce, what circumstances
to use this in, contact details for feedback, links to further guidance notes <¢» contained elsewhere
on the intranet or even links to an internet page as well as images. To add images, click on the
icon then enter the URL for the image using a HTML image tag (e.g., <img src="URL">).

Usage: The usage tab in the attributes panel will display the relevancy of the selected page.

Editing attributes of a group

When a group is selected in the questionnaire, the attributes panel in the Dictionary Editor displays three tabs:
General, Guidance and Usage.

Title: Use this to change the name of the group (hint: think of the variables you are going to put into this
group and how you would classify them).

Repeat Title: This is used for groups that contain repeated variables. The Repeat Title can be dynamically
generated depending on which repetition the user is in. For example, your group title may be customized
and your repeat title may be {RepeatCounter Format "Nth"} which will give you a count of each repetition.
For nested repeated groups, a breadcrumb link will appear in the Repeat Titles to help the user understand
the variables’ relationship with the parent group and easily navigate to it. The breadcrumb will follow the
pattern “of [Parent Repeat title]”.

Repeat Button Label: Customize the label of the “+ Add” button that appears for repeated groups to help
the user easily understand what is added on click, e.g. “Add tenant” or “Add company”.

Layout: This is for use with repeated groups only. Selecting the <Default> option allows the system default
to be used to control the layout of the groups.

Always Show: Check this box if you always want the group to show even if no variables are relevant. This
is useful if you want to give more information or guidance to the user separate from the rest of the page.

Guidance: Type any amount of text in here to give more information to the user. This could explain more
about the questions contained in this group and anything the user needs to consider when answering.
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. . . . . . . . L+ 2
This can include intranet or internet links as well as images. To add images, click on the icon then
enter the URL for the image using a HTML image tag (e.g., <img src="URL”>).

11.9 Group layout examples

Layout Example

Expanded layout displays 100% <[> B preview
the repeated groups one

after another. Expanded Pages ~ Employee Details

layout displays the repeated N, First of Three

groups one after another. Employee’s first name

Arrangement

| Jim |

Employee's surname

[ smith |

Second of Three

Employee’s first name

| John |

Employee’s surname

[ smith |

Third of Three

Employee’s first name

| Jeff |

Employee’s surname

[ smith |
Next >
Collapsed layout will show 100% < | B preview
only a single repeated
instance of the group with BT o Employee Count
Cllckable ||nks to naVlgate Corboda Employment Agreement @ How many employees will this cover?
between any other
ey . Al
repetitions - like a card reneement
index. Employee Details

Third of Three < zefz >

Employee's first name

‘ Jeff |

Employee's surname

[ smith |

Next >
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Side by side layout option
aligns the question prompts
and input fields to each
other. It is particularly useful
for entering multiple
numbers one after another.
Note that this layout does
not  support  guidance,
therefore all input
instructions should be added
to the question prompt.

Grid, Repeat Rows will show
the repeated variables in a
table format. Each question
will become a column and
each repeat will be added in
a new row.

Grid, Repeat Columns will
show the repeated variables
in a table format. All
questions will be listed as
the row labels and each
repeat will be added ina new
column.
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93%
Pages ~
Introduction []
General Info []
Party Details [}
Tax Information @
Final Checks
100%
Pages ~
Corboda Employment Agreement (/]
Arrangement
100%
Pages ~
Corboda Employment Agreement (]

Arrangement

Items for calculation

a. Federal income tax refunds® $ 1,500.00
b. Life insurance proceeds in excess of cash § 2,000.00
surrender value

§ 4,978.50

<. Income from tax-exempt bonds

d. Other tax-exempt income

D

< Back

E Preview

Employee Count

How many employees will this cover?

Employee Details

Employee's first name

B ereview o| Save&Close i

Next >

Save & Close H

Employee's surname

First of Three | Jim | ‘ Smith ‘
Second of Three | John | ‘ Smith ‘
Third of Three | Jeft | ‘ Smith ‘
‘ »
Next >
o] (B g
Employee Count
How many employees will this cover?
Employee Details
First of Three Second of Three Third of Tt
Employee’s ‘ Jim ‘ | John ‘ ‘ Jeff
first name
Employee's | smith | [ smith | |smith

surname

1

Next >
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12. Adding eSignature fields

Contract Express 8.10 introduced simplified markup to add eSignature configuration to your template. The same
markup is used for both DocuSign and Adobe Sign. Contract Express will detect the relevant eSignature provider
at the time document is generated and eSignature provider-specific syntax is added to the document at that
time.

’ For markup instructions that work with earlier versions of Contract Express, please
refer to the Author add-in Help File article “Configure signatories within the template
for versions 8.9 and lower”.

12.1 Define signatories

eSignature recipient fields are used to define the signatories. When the document is sent for eSignature, these
people will receive a DocuSign or Adobe Sign invitation to sign the document.

{ esignature recipient “email” with name as “name” }
e Email: email address is used as the unique identifier of the recipient, mandatory attribute
e Name: first name and last name of the recipient, optional attribute
Examples
{ esignature recipient "john.doe@mail.com" with name as "John Doe" }
{ esignature recipient RecipientEmail with name as RecipientName }
{ esignature recipient RecipientEmail }

Where the name attribute is not specified, the email address will be passed as the name to the eSignature
provider.

If there are multiple recipients defined with the same email address, the first eSignature recipient field will be

used.

» The eSignature recipient field does not contribute text to the generated document and
is completely removed at the time document is generated. The field does drive
relevance for the variables used in it.
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12.2 Anchoring the signature and other fields

To specify the place in the generated document where the signatory’s signature will appear, you can use a
signature anchor field.

There are other fields for additional information that can be collected at the time the document is signed, such as
date, initials, name, company, title, and email. Anchors can also be used to specify the location on the generated
document for each of these inputs. It is important to remember that each anchor must belong to a specific
signatory who is identified by the email address.

Anchor fields are added to the template in the following format:

|”

{ esignature anchor “email” anchor-type }
e Email: email address is used as the unique identifier of the recipient, mandatory attribute
e Anchor-type: signature, initials, date, name, company, title or email
Examples
{ esignature anchor “john.doe@mail.com” signature }
{ esignature anchor “john.doe@mail.com” initials }
{ esignature anchor “john.doe@mail.com” date }
{ esignature anchor “john.doe@mail.com” name }
{ esignature anchor RecipientEmail signature }
{ esignature anchor RecipientEmail company }
{ esignature anchor RecipientEmail title }
{ esignature anchor RecipientEmail email }

These anchor fields are supported by both DocuSign and Adobe Sign.

When Contract Express generates the document, these anchor fields are replaced with the eSignature provider-
specific placeholder text. For DocuSign the placeholder text is added in white font colour. DocuSign does not
remove this text and the signature and other fields are added on top of this text. For Adobe Sign the placeholder
text is black as Adobe Sign removes this text from the document when the signature fields are added.

The anchor fields also drive relevance for the variables inside it. If there is an eSignature anchor field for an email
address that is not defined with an eSignature recipient field, this recipient will be automatically defined by
Contract Express and the email address will be used both as the email address and name.
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5 eSignature anchors are used for information that must be populated during the signing of
the document and is not known at the time document is generated. For information that is
certain at the time document is generated, it is best to populate using Contract Express
fields

12.3 Using DocuSign templates

DocuSign templates are used to create custom eSignature settings and workflows, such as the action for each
recipient and the order in which they will receive and sign the documents.

When documents are sent to DocuSign from Contract Express, all recipients will have the default action "needs to
sign" applied with a parallel signing order, unless a DocuSign template has been applied.

12.3.1 Applying a DocuSign template

DocuSign templates can be applied to generated documents by adding a field in the Contract Express template
that uses the following format:

{ esignature template "DocuSign template name" }
{ esignature template "DocuSign template ID" }
Examples
{esignature template "Mutual NDA"}
{esignature template "Order Form"}
{esignature template “4fbcfb2f-21af-4€99-8b0f-770938fc058f"}
12.3.2 Mapping DocuSign template roles

You can map the eSignature recipients to the DocuSign template's roles by further defining the eSignature
recipient fields using the following syntax:

I”

{ esignature recipient “email” with name as “name”, role as "role" }
Examples
{esignature recipient "john.doe@mail.com" with name as "John Doe", role as "Landlord"}

{esignature recipient RecipientEmail with name as RecipientName, role as "Disclosing Party"}

{esignature recipient RecipientEmail, role as "Client"}
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If you map a recipient to a role that does not appear in the specified DocuSign template, a new role will be created
automatically in the envelope and given default settings.

12.3.3 Repeated recipients

To ensure all repeated recipients are mapped, you can create distinct roles in the DocuSign template and assign
each of these to the corresponding repeated recipients in the Contract Express template. Where the number of
recipients is unknown, best practice is to create the maximum expected number of recipients with the same role
to the DocuSign template.

If you have a repeated recipient with a static role that is mapped to a single DocuSign role, only the first repeated
recipient will be mapped to the DocuSign template recipient. All subsequent recipients will be added to the
envelope with the default settings.

Examples
[repeat TenantCount fasionature recipient TenantEmail with name as TenantName, role as "Tenant"}]

[repeat TenantCount fasionature recipient TenantEmail with name as TenantName, role as
"Tenant"+repeatcounter}]

When the envelope is reviewed in DocuSign before sending it for signature, any DocuSign recipients that are not
mapped to a Contract Express recipient in the document will need to be deleted manually. If the option to
automatically send to DocuSign is enabled on the Contract Express template, any DocuSign recipients that are not
mapped will be ignored.

You can also create copies of your DocuSign templates for each potential number of recipients, configuring their
actions as needed.

Example

{esignature template "Lease for "+TenantCount+"Tenant"+if TenantCount is 1 then "" else "s"}

Where the DocuSign templates are called “Lease for 1 Tenant”, “Lease for 2 Tenants”, “Lease for 3
Tenants”...

12.3.4 DocuSign custom strings and fields

You can use DocuSign custom fields in your Contract Express templates. Custom fields are created in your
DocuSign templates to capture information from the signatory beyond the standard fields provided.

The placement of both custom and default fields in the generated document can be set up in the location tab in
the DocuSign template. The “AutoPlace” feature in the location tab allows you to specify a string that will locate
the position of the field. These strings should be included in white text in your Contract Express templates to
prevent them from showing up in the final generated document.
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» DocuSign templates custom AutoPlace strings can work alongside ContractExpress
eSignature fields. Make sure you are not using both to avoid duplication.

12.4 Compatibility of markup

The old-style markup with the computable variable CE_ESignature_Signees and eSignature provider-specific
anchors in the template will continue working in Contract Express 8.10 and later.

Please note however that the same template cannot use both types of markup and the old markup will be ignored
where the new eSignature fields are detected.
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13. Create a new function and add it into a Template . .
Dictionary Editor v X%

All Variables ~ OO

All Variables T @ e~ o~ Q/
© Questionnaire |
Word. Then select the Functions option. Here you will see a list of existing =22 |ookups

To create and view user-defined functions within Contract Express Author,
click on the Dictionary Editor icon in the Contract Express ribbon in Microsoft

functions that have been created. A Wamings

F Functions

13.1 Create a new Function

To create a new function, click on the plus icon on the Dictionary Editor Toolbar and select New Function. Fill in
the Name field and define the function within the Definition field. Parameters of a function are defined using a
percentage sign (%) plus the number of the parameter.

For example, if we want to create a function that represents the VAT (Value Added Tax) at 20%, we will define the
function as

%1 *0.2

‘%1’ represents the parameter to use. In this case it is referring to the first parameter but if we wanted to
reference a 2" or 3™ parameter we will use ‘%2’ or ‘%3’.

13.2 Adding a Function into the Template

User defined functions can be used in the same way as regular functions. If we wanted to add our example VAT
function (from the previous section) into a template, we would enter the following into the template:

{ VAT(NumberVariable) }

Where VAT is our defined function and NumberVariable is the required parameter.

THOMSON REUTERS
COMTRACT EXPRESS 01 November 2024



Contract Express® Author Getting Started Manual m

14.  Accessing data in the questionnaire Dictionary Editor v X

. . . All Variables ~ n
Tables provide a way of storing data that can be referenced directly or anavies OO«
X . i All Variables 7 @- e~ o~ _
mapped from the answers that a user has given on a questionnaire. They @ Ouestionnaire -
can be used in multiple ways: storing all of the options for a text selection 552 Tables 5
variable, retrieving one value from another, retrieving guidance for use on A Wanings
‘ft Functions

the questionnaire and retrieving text to be put straight into the document. il

Contract Express provides two different types of tables: Lookups and External Tables. Lookups are managed locally
in templates through the Author tool while external tables integrate external data sources into the templates
dynamically. To view Lookup Tables and External Tables in your template click on the Dictionary Editor icon in the
Contract Express tab in Microsoft Word then select Tables from the section dropdown.

14.1 Lookup Tables

Lookup tables provide a way of storing data that can be referenced directly or mapped from the answers that a
user has given on a questionnaire. They can be used to store all of the options for a text selection variable, or to
link one value to another. For example, if a user has selected a geographical location, that answer can be used to
find other data (such as the currency or capital city) for that location. This data can be presented on the
guestionnaire or in the assembled document.

Lookup tables can be found in the Tables section of the Dictionary Editor.

14.1.1 Creating a new lookup table

To create a new lookup table, select the new icon ©- from the toolbar then select New Lookup Table from the
drop-down menu. You will then be asked to enter the number of rows and columns for the lookup table; these
can be edited at a later stage.

o ifE o

Dictionary Editor

Tables ~

r_ 9 - A
New Page | Al Ot ~ |4 I8 Mew Lookup Table b
New Group Lookup tables
New Variable ¥
New Lookup Table Mumber of rows 2 e
New Warning
New Function PRI

Once you click OK a new lookup table will be created and you will be able to give the lookup table a name.
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Dictionary Editor e
Lookups » @ ® ," General Notes
Q- 50 e~ 4 Table Name
51  New Table New Table
Dynamic
DM @Ee A

Column 1 Calumn 2 Column 3

1
2

The column headers can be edited by right clicking on the column
header and selecting the Rename option. Alternatively, double

clicking on the column header will also give you the option to edit the ~ '@bleName
New Table

General Motes

column name.

Dynamic

To insert additional columns, right click on the column header and B @A

select either Insert Before to insert a column before the currently

. Column 1 R
selected column or Insert After to insert a column after the currently : Insert Before
selected column. Similarly, to delete a column, right click on the s Insert After
column header and select Delete. Rename

Delete

Rows can be added or deleted in a similar fashion. Right click on a row
and select either Insert Before or Insert After to add additional rows. Select a single row or multiple rows by
clicking on a row and dragging the mouse, then select Delete to delete the row(s).

14.1.2 Adding data to a lookup table

You can begin adding data to the lookup table as soon as it has been created by selecting the cell you require and
typing the content. You can also apply formatting to the data by selecting the text within a cell and using the
toolbar above the lookup table. Note that the formatting applied within a lookup table will be displayed on the
questionnaire when the lookup data is included in Active Text. The formatting will not be displayed on the
qguestionnaire if the lookup data is used within the selection of a variable of type text selection.

General Notes

Table Name

US states
Dynamic

BOEe A

State Code State Name Capital City
1 AL Alabama Montgomery
2 AK Alaska Juneau
3 AZ Arizona Phoenix
4 AR Arkansas Little Rock
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," General Notes

Multiple cells can be copied from an existing ;)

Microsoft Excel spreadsheet and pasted into the Teble Name
lookup table. To do this, select the relevant cells in US states

Dynamic

aipe . B« A
copy or use Ctrl+C. Within the lookup table select O
opy table | State Code

Microsoft Excel and either right click and select

. State Name Capital City
the arrow button to the left of the first column 1A Alabama Monigomery
header and select Paste Table. Formatting that has " i Alaska Juneau

. . i . . . 3 AZ Arizona Phoenix
been applied within a cell in Excel will be carried - Arkansas Little Rock

through to the lookup table.

You can also copy data from a lookup table by selecting the arrow button to the left of the first column and
selecting Copy table. It can then be pasted into a new lookup table or an Excel spreadsheet.

14.1.3 Dynamic data definition

To use external data within a lookup table, select the Dynamic checkbox. The table will change into a box where
you can enter a select expression against an External Table that has been defined in the Contract Express web
application under the Admin tab. General Notes

Dynamic lookup tables are evaluated once and the result is cached so that subsequent lookup Table Name

. . . . New Tabl
or select expressions against the lookup table do not require the underlying database to be o e

accessed again during that request. Dynamic

For example, consider a database table named US States containing:

AK Alaska Juneau Alaska

AR Arkansas Little Rock Central

To link a lookup table to this database, use the following select expression:
Select 'State Code', 'State Name', 'Capital City', 'Time Zone' From 'US States'

The column names of the lookup table will be the column names of the database table. Note: the single quotes
are needed as there are spaces in the table name and column names.

External Tables referenced in dynamic lookup tables will appear in the External Tables section of the Dictionary
Editor.
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14.1.4 Find a lookup table

Dictionary Editor T
To search for a specific lookup table in the list click the Find icon O © 0
in the Dictionary Editor Toolbar. This will open the Find pane above L SR e ol
the list of lookup tables. With Current List selected in the Find Where F?"d e pm“"ces_ ®
dropdown the search will be performed against the list of lookup _ind:were E— -
i Purpose

tables as displayed on the left.

i3 Corboda Entities
=11 Countries
Sit States

T -
iz Provinces

14.1.5 Find content within a lookup table

The Find pane also enables users to search for a string of text within a selected lookup table and to replace that
text with new text. Select Selected Item from the Find Where dropdown. Enter what you want to find in the Find
What text box and enter the replacement text in the Replace With text box. If you do not want to replace the text,
simply leave the Replace With text box empty to only do a search of the lookup table.

Dictionary Editor v X
‘ LOOk’upS’ - G)”@ 2% General Notes
‘0' SO E|e ~ A Table Name
Find What alaska > States
Replace With g Dynamic
' Find Where Selected Item - B @Ee®| A
‘ I Purpose StateCode State StateDe
3% Corboda Entities 1 State code Select State State de
1 ®5%  Countries 2 AK Alaska an Alasl
' #E States 3 AL Alabama an Alab

% Drovinrac PR

14.1.6 Add notes to a lookup table

Author notes can be added to a table via the Notes tab. These notes are applicable to the currently selected table.

," General MNotes

Lookup Motes

14.2 External Tables

External Tables are used to reference data that is external to the template. You can reference data from HighQ
iSheets, SQL and MySQL tables, SharePoint lists, Salesforce and OData, as well as Contract Express datasheets.
External Table connections are configured in the Admin tab of Contract Express under the External Table section.

External Tables referenced in a template will appear in the Tables section of the Dictionary Editor. To reference
an external table, you can use a select statement in the general form: Select return-column From source_name
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Where Boolean-expression. For more examples of how to reference external data in the template, see the Author
Help file article “Select Operator (from External Data Source)”.

Tables » (ONOI%
Q- A0 e~ &
- Lookup tables

=== |JS States

- External tables

Employee Data

@
@ Entities

Click "Usage Check" to refresh the list of external tables and their columns.

14.2.1 Validating an External Table connection

Click "Validate" to test the connection to the External Table. This will populate the following fields:

Name: The name of the table referenced in the template.

Data Provider: The data provider of the table as defined in the Admin tab of the Contract Express server.

Defined in Admin: Checks whether the name of the table is listed in the Admin tab of the Contract
Express server.

Test connection: Checks whether the connection to the table is successful.

The table that appears below these fields displays the column names referenced in the template and whether
the connection to these columns was successful.

General Preview

Validat External tables are saved in your license space. Click Validate to
Sl cHeck the connection to the columns referenced in the template

Name: Employee Data Defined in Admin: @ Yes
Data provider: HighQ) iSheet Test connection: @ Success

@ Check the spelling of the column names that have failed

Column Name Status
DOB @ Success
Employee number (1) Failed
Name @ success
Role @ Success

14.2.2 Previewing data from an External Table

A sample of the first 10 rows of data of the External Table is visible in the Preview tab. Click the "Preview"
button to pull the first 10 rows of data for the columns referenced in the template.
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General Preview

Click Preview to see a sample of the data in the table. Validate the
table connection in the General tab.

Retrieval time: 0.93 seconds

Name Employee Number DOB Role
Jane Lopez 2659685 2000-06-07 00... Assistant Manager
Garth Randy 6457899 1969-02-27 00....  Support Executive
Emily Johnson  e13345256 1985-03-12 00...  Marketing Manager
Sophia Willia...  e2625481 1988-06-1500...  Sales Manager
Daniel Brown e15345756 1974-11-03 00....  Financial Advisor
Olivia Davis e2447354 1995-02-19 00...  Graphic Designer
Ethan Wilson e2123683 1982-07-08 00....  Senior Developer
Ava Miller e16565845 1993-04-22 00....  Assistant Manager
Liam Taylor 1239623 1987-10-10 00:... Project Manager
Isabella Ande... 1257765 1991-08-26 00...  Data Scientist
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15. Using a common dictionary across multiple templates

Templates in Contract Express Author are self-contained Microsoft Word documents that contain both the mark-
up and the dictionary. This means all information about the template is stored in the template (and not, say, in
some shared resource such as a database or external dictionary file) and all relevant information is visible in Author
(including variable properties).

However, sometimes it is useful for shared definitions to be available to multiple templates, for example if they
are to interact. This is the concept we call "External Dictionaries".

One template can reference multiple external dictionaries. These references can be uploaded to templates in the
Contract Express template repository or to templates that are stored locally. Contract Express copies out the
variables, warnings, and lookup tables from the External Dictionary and stores a local copy in the dictionary of this
template. The local copy is marked as external. If an external dictionary cannot be reached, then Contract Express
Author carries on using the current locally cached version. All dictionary objects are visible through the Dictionary
Editor, but external ones are, by default, read-only. The local dictionary, with the currently cached external
objects, is used when the template is uploaded.

Note when using an External Dictionary from the Contract Express template repository, the Server does not keep
a link between the External Dictionary and the Template. Any changes made in the local dictionary must be synced
manually. When a template is opened in Word, Author will attempt to refresh both file based and server based
external dictionaries. If server-based dictionaries are used and there is no saved authentication token, you will be
prompted to authenticate at the beginning of your work. You can also run the refresh manually. To do this click
on the External Dictionary button in the Contract Express ribbon in Microsoft Word and select the Refresh button
for the changes in the Template to take effect.

15.1 Server based External Dictionaries

For the Server based external dictionary, the references point to uploaded templates in the Contract Express
template repository. This is the default setting in the Options.

Contract Express copies the variables, warnings, and lookup tables from the external dictionary and stores a local
copy in the dictionary of this template. The local copy is marked as external. If an external dictionary cannot be
reached then Author carries on using the current locally cached version. All dictionary objects are visible through
the Dictionary Editor but external ones are by default read-only. The local dictionary, with the currently cached
external objects, is used when the template is uploaded.

When a template is opened, Author will attempt to refresh server based external dictionaries and prompt you to
authenticate if there is no saved authentication token. If you update the external dictionary template and upload
a new version to the server from Word, all other templates that are open in Word and use this external dictionary
will automatically update with the new external dictionary version.
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If you do not want to refresh server based dictionaries automatically, you can opt out of this by selecting 'Do not
refresh server based external dictionary automatically' in Options.

@l options X

lssues || Servers || HighQ

Confirm upload when template has errors
Confirm template properties on upload
Automatically save template before upload
Remember user credentials after Word is closed
Use file based external dictionary
Do not refresh server based external dictionary automatically
Wrap text in the expression editor
Do not offer to replace all when inserting fields

Do not offer to replace all when inserting plurality spans
Default Brackets

Field | { |} Span | [|]]
Report

Version 8.9.20085
Copynight © 2006-2021 Thamson Reuters
Contract Express is a registered trademark

Protected by U.5. Patents 7,363,570; 7,380,201; 7,472,343, 7,506,251; 7,757,160
7,818,304; 7,992,080; 8,234,563; 8,302,003; 8,700,688; 8,745,050; 8,735929; 9,953,021,
and patents pending in U.S. and/or other countries.

oK Cancel

15.2 File based External Dictionaries

File based references are to file locations, either local or on a shared server, and not necessarily to uploaded
templates in the Contract Express template repository. When a template is opened, Author looks for these
external dictionaries at the specified locations and tries to open each in turn. It then copies out the variables,
warnings, and lookup tables from the external dictionary and stores a local copy in the dictionary of this template.

The link between the external dictionary and the template is refreshed when Word document is opened, so any
changes made in the dictionary while the document is open will have to be manually refreshed in the template to
take effect. The attachment will be linked to the last saved version of the dictionary document. If the template
and dictionary documents are being edited simultaneously, then save the dictionary document before refreshing
the template document.

By default, Contract Express Author will use server based external dictionaries (templates stored within the
Contract Express Template repository). To use file based external dictionaries (templates that have been stored
locally), click on Options on the Contract Express ribbon in Microsoft Word. In the Basic tab there will be an option
to “Use file based external dictionary”. Select this checkbox and click OK to save your changes.
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Tl Options *

Issues || Servers || HighQ

D Confirm upload when template has errors
Confirm template properties on upload
Automatically save template before upload
Remember user credentials after Word is closed
Use file based external dictionary
Do not refresh server based external dictionary automatically
Wrap text in the expression editor
Do not offer to replace all when inserting fields

Do not offer to replace all when inserting plurality spans

® Switching between file based and server based External Dictionaries
Note that if you switch from using server based External Dictionaries to file based External
Dictionaries you will be required to re-attach any existing External Dictionaries. If
switching from file based External Dictionaries to server based External Dictionaries and

the file based External Dictionaries already exist on the server, you can refresh the
dictionaries.

15.3 Manage External Dictionaries

To manage the external dictionaries connected to a Template click on the External Dictionary button.

I External Dictionaries X
Reference Attach Type Last Refresh Last Modified Location
A Clauses without pages 24/03/2023 10:33 https://nal.contr
@ Global Diction...  with pages 24/03/2023 10:42 2470372023 10:42 https://eul.contr
Q Order Clause without pages 24/03/2023 10:46 17/09/2020 15:14 https:/feul.contr

1

Default Server:  https://eul.contractexpress.com/app/
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The list view shows all of the external dictionaries that are currently attached to this Template. The columns show
information relating to the last upload of the template to the Server and last refresh in Contract Express Author:

e Reference: The Template name of the attached Dictionary preceded by a red, green, or warning icon
o Red: The last attempt to refresh from this Dictionary failed.

o Warning: A refresh is required. This can occur if a new version of the Template has been uploaded
to the server after the last refresh.

o Green: The refresh was successful.
o Attach Type: the type of attachment of the dictionary

o With pages: the questionnaire pages and groups are attached. This includes the page and group
details, their order and variable allocation as well as the variable definitions

o Without pages: the questionnaire pages and groups are not attached, only the variable definitions
are imported

e Last Refresh: The date (or time if today) of the last successful update.
e Last Upload: The date (or time if today) of the last successful upload of the Template to the server.

e Location: The URL of the Contract Express web application for server based external dictionaries and the
location of the file for file based external dictionaries .

The order reflects the order in which the external dictionaries will be refreshed. If several dictionaries define a
variable of the same name, then the definition used in this template is the one from the external dictionary earlier
in the list.

In this view you can check the refresh status of each dictionary and refresh them manually if necessary.

15.4 States of dictionary objects

There are three states for objects that can come from external dictionaries:
e Pure local when they are only defined locally
e Pure external when they are managed externally

e Locally overridden external when the object came from an External Dictionary but has been locally
modified

This last option is useful if you need to change a variable but cannot wait for the External Dictionary to be updated,
or you may just want to use a different prompt for a variable which originated in an External Dictionary.
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If you are viewing a variable that originated from an External Dictionary, then the General tab in the Dictionary
Editor will contain an option called Use external definition from [Name of Dictionary]. If this is checked then
the variable is a pure external variable, and no attributes can be changed. If it is unchecked, then the object is a
locally overridden external and its properties can be changed.

Guidance || Constraints | Document | Usage

Name

EffectiveDate

Type

Date \

Presentation

Calendar -

Question
BIUGSYXy oA

EffectiveDate

<>

jii
11
lii
|II
<

Compulsory
Key Question

Use external definition from Global Dictionary

15.5 Attach a new External Dictionary to a template

To attach a new dictionary click the External Dictionary button on the Contract Express tab in Word; the External
Dictionary dialog will launch. If using the Server based external dictionary; click the Attach button to select
templates which are located at the default server (the currently selected server in Options -> Server). You may
select multiple files. The dictionary information from the template(s) will be copied into your template, and
marked as external. If it is your first time interacting with the Contract Express web application via Author within
a Word session, you will be asked to enter your credentials for the default server before being able to view the
available templates.

If using the File based external dictionary; click the Attach button and browse to a file location where the
dictionary is located. You may select multiple files. These DOCX files are opened and if they contain a Contract
Express template then the dictionary information from that template will be copied into your template, and
marked as external.

Note that if an external variable of the same name already exists then a new variable is not created. Also if a pure
local variable of that name already exists then it becomes a locally overridden external variable and none of its
properties are updated.

Note that the Attach button is a "split" button with 2 options: Attach without questionnaire pages and groups
(the default option) and Attach with questionnaire pages and groups. To access the non-default option, you must
click on the drop-down arrow beside the button:
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[l External Dictionaries X
Reference Attach Type Last Refresh Last Modified Location
@ Global Diction...  with pages 24/03/2023 10:50 24/03/2023 10:42 https://eul.contr

1 4

Default Server:  https://eul.contractexpress.com/app/

Attach without questionnaire pages and groups... I

Attach with questionnaire pages and groups...

The Attach with questionnaire pages and groups option does the same as above but also copies the questionnaire
pages from the external dictionaries as they are attached. If the Attach Type of the external dictionary is “with
pages” then the questionnaire pages and groups will be updated when refreshing.

If the Attach Type of the external dictionary is “without pages” then the questionnaire pages and groups will not
be updated when refreshed.

15.6 Detach an External Dictionary from a template

The Detach button removes the external dictionaries selected in the list view. This will remove the definitions for
pure external objects that came from those external dictionaries, even if they are used in your Template. Any
locally overridden external objects from those dictionaries will become pure local objects.

Note that the Detach button is a "split" button with 2 options: Detach removing local definitions (the default
option) and Detach leaving local definitions. To access the non-default option, you must click on the drop-down
arrow beside the button:
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Il External Dictionaries >
Reference Attach Type Last Refresh Last Medified Location
Q Global Diction...  with pages 24,/03/2023 10:50 24/03/2023 10:42 https:/feul.contr
4 ]
Default Server:  https://eul.contractexpress.com/app/

Detach, removing local definitions I

Detach, leaving local definitions

The Detach leaving local definitions option will remove the dictionaries but leave behind all their objects as pure
local objects. This is useful if you want to create an External Dictionary from multiple similar templates (i.e. open
a blank document and Attach and then Detach (choosing "leaving local definitions") each Template in turn. The

result will be a blank Template containing all dictionary objects from each Template that can then be used as an
External Dictionary).

15.7 wgRefreshing External Dictionaries

The Refresh button refreshes the local copies of the objects from the external dictionaries selected in the list view.
Only pure external objects are updated; locally overridden objects are not updated.

If a new object has been introduced to the External Dictionary, then the same rules as during Attach are applied:
e If an external variable already exists, then a new variable is not created.

e A pure local variable existing in the External Dictionary will become a locally overridden external variable.

If an object has been deleted, then the default Detach rules are applied:

e Pure external objects are removed.

e Locally overridden objects become pure local.

Page 108 of 135



109

The Refresh overwriting local definitions option converts any locally overridden objects that originally came from
the External Dictionary into pure externals and updates their properties.

Note that as soon as you view the Contract Express ribbon in Microsoft Word, any existing external dictionaries
of a Template will be refreshed automatically.

s File Based: The refresh will update from the last saved version of the dictionary document. If
the template and dictionary documents are being edited simultaneously, you must save the
dictionary document before refreshing the template document.

Server Based: The refresh will update from the last uploaded version of the external
dictionary to the server. If a new version of the external dictionary is uploaded to the server
whilst the current template is being edited and the automatic refresh is not disabled in
Options, any open templates will be updated automatically.

To run refresh manually, open the External Dictionaries screen and click the Refresh button.

The Attach and append questionnaire option does the same as above but also copies the questionnaire pages
from the external dictionaries as they are attached. Note that the questionnaire is never updated on a refresh.

15.8 Refreshing External Dictionaries via Contract Express web application

With Contract Express 8.9 or higher, it is also possible to refresh server based external dictionaries via the Contract
Express web application.

The Related templates section on the Template Details page contains the link View external dictionaries. It allows
you to check if the current template has any external dictionaries attached or if the current template is being used
by any other templates as an external dictionary.

Related templates

View latest templates
View published templates
View external dictionaries

On the page that lists Templates that use the current template as external dictionary, it is possible to select one
or more templates and refresh their external dictionaries with the most recent version from the current template.
The dictionaries will be refreshed on the server only.
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THOMSON REUTERS

CONTRACT EXPRESS Analytics Documents Tasks Templates Contacts Admin

|T Leage Package

General < Templates using current template as external dictionary

Y [ REFRESH ON SERVER
Profiles
Actw Name ~ Version Latest Status Right Lastmodified  External dictionary Refreshedonfile  Refreshed on server
location
History
B Guarantor Statutory Declaration 13 Published Full 21/07/2021 https://globallawllp.contra  24/01/2017
Workflow ctexpress.com/app/
Approval steps B Landlord Notice to Guarantor 21 Published Full 21/07/2021 https://globallawllp.contra  24/01/2017
ctexpress.com/app/
Slenati B Landiord Notice to Tenant 21 Published Full 21/07/2021 https://globallawllp.contra  24/01/2017
ctexpress.com/app/
Export settings
B Licence for Alterations 21 Published Full 21/07/2021 https://globallawllp.contra  24/01/2017
Alerts ctexpress.com/app/
Metrics
B Rent Deposit Deed 13 Published Full 21/07/2021 https://globallawllp.contra  24/01/2017
ctexpress.com/app/
B Tenant Statutory Declaration 21 Published Full 21/07/2021 https://globallawllp.contra  24/01/2017

ctexpress.com/app/

» For external dictionary data to be available for display and refresh via the Contract Express web
application, the template must have been uploaded to a server running version 8.9 or higher,
either using Author or using the Template upload option on the Templates tab.

15.9 Typical process when using External Dictionaries with a template hierarchy
There are two scenarios when working with external dictionaries
Scenario 1: The “Top Template” scenario

In this scenario, T1 is always the Template that is launched, it either attaches or includes T2 and T3 but they are
never run standalone. Even if the answers need to be amended, they will be through the launch of the "top
template":

T1

T2 T3

It is common for T1 to also be used as the dictionary and to have the full questionnaire order defined. T2 and T3
will attach T1 as their External Dictionary and no local variables will be defined in these sub-templates. This has
the advantage of the questionnaire order needing to be defined only once (in the T1 template). Any changes to
guestionnaire order and variable definitions (apart from computation definitions) will only need to be made in
the top-template since its dictionary and questionnaire order will take precedence over the others in the
hierarchy.
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When working in this way:
e Automate the top Template (i.e., T1) and add a questionnaire order and ensure that it has been saved.

e Open or create the first of the sub-templates (i.e., T2) and choose Attach without questionnaire... to the
top Template from the External Dictionary menu item.

o If the sub-template document already has variables that are defined in the dictionary, then use the
Refresh, overwriting local definitions button to ensure that all variable definitions originate from the
dictionary document.

e If a new variable needs to be created for the sub-template that is not yet in the top template, then create
this variable in the dictionary of the top Template first. To refresh the sub-template to ensure this new
variable is part of the sub-template dictionary, choose Refresh, overwriting local definitions from the
External Dictionary dialog if the sub-template is open. Otherwise, the dictionary amendments will
automatically be copied when the sub-template document is next opened, provided the dictionary
template is reachable.

5 When testing sub-templates from a hierarchy that has a top template as this scenario defines,
best testing results are achieved when launching from the top Template rather than each
template individually (as no questionnaire is defined locally for the sub-templates).

Scenario 2: Individual templates sharing common variables

In this scenario templates are launched separately. They are individual documents that share the same variables
but are not thought of as a hierarchy. They do not reference each other via include or attach statements:

T1 }
T2 }ED
T3 }

In order to maintain variable definition consistency and maximize reuse, an External Dictionary is used (ED in the
diagram above), but this is often a separate blank template (i.e., it has no Microsoft Word content). It may or may
not house a common questionnaire order depending on how many variables are used in the templates (those
with a smaller number might benefit a more compact questionnaire over less pages than those with many
variables in).

When working in this way:

e Create the separate dictionary document first and ensure that it has been saved.
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5 To create a dictionary from one or more automated Contract Express Templates with variable
definitions, you may choose to open a clean document, Attach the first Template and then
Detach leaving local definitions. Repeating for each Template will result in all variable definitions

being added to vour clean document. thus hecoming vour Dictionarv.

e Open or create a template document (T1). If it will be using the questionnaire from the top template then
use Attach and append questionnaire... to the external dictionary, otherwise simply Attach without
guestionnaire... to the External Dictionary.

e If the template document already has variables that are defined in the dictionary, then use the Refresh,
overwriting local definitions button to ensure that all variable definitions originate from the External
Dictionary.

e If a new variable needs to be created for the Template that is not yet in the External Dictionary, then
create this variable in the dictionary first. To refresh the Template to ensure this new variable is part of
the template dictionary, choose Refresh, overwriting local definitions from the External Dictionary
dialog if the Template is open. Otherwise, the dictionary amendments will automatically be copied when
the sub-template document is next opened, providing the external dictionary is reachable.

s Once your template document has a questionnaire defined, any subsequent attaches of the
External Dictionary must be done with Attach without questionnaire... If you want to reset to the
questionnaire that is defined in the dictionary template, you will need to:

e Detach the external dictionary.
e Delete the questionnaire from the template document.
e Attach and append questionnaire... the external dictionary.

e Refresh, overwriting local definitions.
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16. Case sensitivity in Contract Express

16.1 Identifiers

Identifiers, including variable names, function names, table and column names, etc., are not case sensitive. For
example, the following all refer to the same variable:

ClientName
clienthame

CLIENTNAME

Identifiers that contain characters outside the letter characters from Latin-1 Supplement plus Latin Extended-A
Unicode character set will require single quotes when referenced (this includes the space character).

Even when identifiers are quoted, they remain case insensitive. For example, the following all refer to the same

column in a lookup table:
'Country Code'
'country code'

'COUNTRY CODE'

16.2 Reserved words

Reserved words of the Contract Express Mark-up Language are not case sensitive. For example, the following

expressions are equivalent:
DirectorCount Is 0
DirectorCount is 0

DirectorCount IS0

16.3 Text literals

Text literals, however, are always case sensitive. The most common place to use text literals is when referring to

the options of a select variable.
For example, the following text literals are all different:
"Public Limited Company"

"public limited company"
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"PUBLIC LIMITED COMPANY"
For example, if the options for a select variable ClientType are entered into the variable editor as:
Public Limited Company
Limited Liability Partnership
Private Individual
Then the Boolean expression:
ClientType Is "PUBLIC LIMITED COMPANY"

Will always evaluate to false.

17. Test the questionnaire

17.1 Upload and launch

The Test button in the Contract Express ribbon will upload the current document to the Contract Express solution,
where the Template can be tested and made available to other users. The button has four options available in the

dropdown:
~ e Testin Word: Uploads the Template to Contract Express

FEODSE B & onmaire

Lo 5 ] B wi=El L@ and opens the questionnaire in Word.
Test | Usage Template Tools Options  Help

oG gsilp o o Latest test document (default): This option will launch
"o Testin Word R>> “% Latest test document the latest test document available on the server, allowing you
=2 Testin browser =2 MNew test document to continue testing with previously inserted answers.

o Upload template o  New test document: This option will launch a new test
2 Manage template document.

e Testinbrowser: Uploads the Template to Contract Express and opens a new questionnaire in the browser.
e Upload template: Uploads the Template to Contract Express.

e Manage template: Opens the Template Details Page in Contract Express if the template has already been
uploaded to the site or the Templates tab if the template has not yet been uploaded (site set in Options
-> Server)

Simply clicking the main Test button will perform a Test in Word with the latest test document. If there is no test
document available, it will create a new test document.
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Clicking the Test button to upload a new Template will first prompt you to enter a Template name if this has not
already been specified. The Template name is a unique reference which will identify that Template. Upon entering
a Template name, Contract Express Author will perform a full Usage Check of the current template to check for
any serious issues in the Template. If there are serious issues, such as mismatched brackets, Contract Express
Author will prevent the Template from being published and the issues will be displayed in the Dictionary Editor.

17.1.1 Connecting to the Contract Express application

If this is the first time Contract Express Author is connecting to the Contract Express application in the current
Microsoft Word session, you will be prompted for authentication against the default server selected in Options.
When connecting to Contract Express, the behavior will differ depending on how Contract Express has been setup
for authentication:

e Windows Authentication only: You will be authenticated silently, and no action is required.
e Forms Based Authentication only: Simply enter your credentials into the modal and log in to continue.

e Both Forms Based and Windows Authentication: You can choose whether to enter your email address
and password or use your Windows credentials by selecting the Windows button.

CONTRACT EXPRESS English ~

Sign in to Contract Express
Den't have an account? Sign up fora trial
Email

someone@example.com

Remember my email
NEXT

se email contras

Note that once you have been authenticated in Contract Express Author, if you have selected an option that will
open a browser, you may have to enter your credentials again once the browser is launched.

® Add Contract Express as a local intranet for Windows Authenticated instances
Adding Contract Express as a local intranet will allow Contract Express to authenticate
silently without requesting for Windows credentials.

To do this go to Internet Explorer -> Security tab -> Local Intranet -> Sites -> Advanced.
Enter the Contract Express URL and click Add.
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Contract Express will upload the active Template to the Contract Express instance selected on the Server tab in
the Options Dialog. If the Template is to be uploaded to an alternative instance, click on Options, select the
Server tab and add in a new URL to the instance that you wish to upload to.

17.3 Remembering your credentials

By default, when you close Word you will also be signed out
of Contract Express.

To stay signed in for multiple Word sessions:
1. Click Options in the Contract Express ribbon

2. On the General tab, select "Remember user
credentials after Word is closed" and click OK.

You can check the identity of the signed-in user or sign out
from the Servers tab.

il Options X
General | Issues HighQ
Signed in as | Sign Out

MName Publish Url Server Type

Morth America  httpsi//nal.contractexpress.com/app/  Contract Express

Europe https://eul.contractexpress.com/...  Contract Express

Australia https://aul.contractexpress.com/app/  Contract Express

Canada https:f/cal.contractexpress.com/app/  Contract Express

ﬂ Options X
General || Issues HighQ
Signed in as Sign Out
[ Deblich 11t e
u Options

lssues || Servers | HighQ

I:‘ ‘Confirm upload when template has errors
Confirm template properties on upload
Automatically save template before upload

Remember user credentials after Word is closed
Use file based external dictionary
‘Wrap text in the expression editor
Do not offer to replace all when inserting fields

Do not offer to replace all when inserting plurality spans
Default Brackets

Field | { |} Span | [ ||]
Report

Version 8.8.24396
Copyright © 2006-2020 Thomson Reuters
Contract Express is a registered trademark.

Protected by LS. Patents 7,363,579; 7,380,201; 7.472,343; 7,506,251; 7,757,160;
== | 7,818,304; 7,992,080; 8,234,563; 8,302,003; 8,700,688; 8,745,050; 8,788,020 9,953,021;
and patents pending in U.S. and/or other countries,

0OK Cancel
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The Convert Template tool can be used to update templates created for other document automation solutions
to use Contract Express markup language. For information on the types of third-party syntax this converter
recognizes please contact

The tool will convert the markup found in the template to Contract Express fields and spans, and will add the
relevant variables to the Dictionary.

When using this tool, you will be prompted to select a template to convert. Please ensure the file is closed
before running the tool; the conversion process will fail if it is already open.

To launch the tool, click on Convert Template in the Contract Express ribbon.

This tool can be used on most file types that can be opened with MS Word. Browse to the template and click
Open. The converter will analyze the syntax and apply the correct conversion logic.

This tool can be used to convert Velocity-based HighQ templates. Both manually coded Velocity markup and
markup inserted using the HighQ Word add-in can be converted using this tool.

If the template is recognised as a HighQ template, when the conversion is complete a converted version of the
template will open, with a prompt to run iSheet Import.

[Tl Contract Express *
Conversion completed. To update vaniable types and parameters with the
values from the relevant HighQ iSheet, run iSheet import.

Run iSheet import now?

-

Select "Yes" to retrieve iSheet column settings, such as variable type and any guidance or constraints, from
HighQ and update the variables in the Contract Express dictionary accordingly.

If you select “No”, all variables will default to text variables in the dictionary, with only the variable name and
question text (iSheet column name) populated.

Note that you can run iSheet Import at any time to update variables with the latest column settings. See
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Where the converter expects an associated dictionary file to be available for the conversion, it will attempt to
locate it in the same folder as the template file. If the file cannot be located, you will see a prompt asking if you

want to locate this file manually.

[ Contract Express * |

e Unable to locate related CMP file with vaniable definitions. Select the CMP
file manually?

e

Browse to the relevant file to complete the conversion with the import of the variable definitions and
guestionnaire information.

Note that any syntax using IF/ELSE logic will be converted into separate spans for each result, based on the
following principle:

Original markup Converted markup
IF A "text1" ELSE "text2" <AMtext]"> <NOTAANDB Npay ! s <NOTAANDNOTB tayt3hs
IF A "text1" ELSE IF B “text2” ELSE "text3" <A"textl"> <NOTAANDB Mpay !5 <NOTAANDNOTB Miay 3t

To make it easier to spot these spans in the converted document and identify them as originating from a single
IF/ELSE statement, the span rules that negate the previous condition will be highlighted in yellow.

Original markup Converted markup
IF A "text1" ELSE "text2" <A'textl1"> <NOTA "text1">
IF A "text1" ELSE IF B “text2” ELSE "text3" <A "textl"> <NOTAANDB Mpayt) s <NOTAANDNOTE tyay i3t

Comments will be inserted into the document to indicate where the Velocity syntax could not be translated into
equivalent Contract Express markup.
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3 Always test the template after conversion to validate that the automation is working as
expected. The conversion tool can handle most common code, but there may not be equivalents
for more complex expressions. Some parts of the template may require manual updates to ensure
they work correctly with Contract Express. Where the questionnaire pages and groups are
imported, their order and completeness should be checked as well.

19. Using the HighQ iSheet import tool

The iSheet Import tool can be used to import HighQ iSheet column names, and their settings, into the template
dictionary to be re-used as Contract Express variables.

To use iSheet Import, you must be connected to a HighQ instance. To check if you have a connection already
established:

1. Click on Option in the Contract Express ribbon.
2. Navigate to the HighQ tab to see if the URL and sign-on details are populated.

If a HighQ connection has not been established, you will be prompted to authenticate when you first run the
iSheet Import tool.

19.1 Authentication into HighQ
To authenticate into HighQ:

1. Click on iSheet Import in the Contract Express ribbon.

2. Enter the HighQ Instance URL at the prompt and select OK.

u Options e

General | Issues SEI'\'BIE

Instance Url |

Signed in as

Sign Out

0K Cancel

Note: the Signed in as field will remain blank until a connection has been made.
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3. Enter your HighQ credentials when prompted.

@l Plesse enter your credentials *

Welcome to Central Legal Hub

Connected to httpsy//monument highg.com/monument

]

Password

Reset your password

If you need technical support, please email POC@highg.com.

4. When prompted to authorize access, select Allow to complete the HighQ authentication process.

Template Options | Help
’_‘-I-l‘tvl-‘-]-‘-‘-l-snk-i-l-7-I-.*A-,-A-M‘A'll-I-H'I'B-l~]‘-l'ls»l

@l Please enter your credentials X

Authorisation required
orise MighQ Doc Aute Addin to access your accoun

This application will be able to:

= Access and post activity
= View and upload files
« View and edit your profile

If you need technical support, please email POC@highg.com

19.2 Choosing iSheet columns to import

After successful authentication, you can choose which iSheet columns to import into the Contract Express
dictionary.

1. Select the HighQ Site, iSheet and View to load a list of available columns.

[l Import iSheet X

Select Site

‘ v |

Select iSheet

| d

Select View

| d

Available Columns Selected Columns
‘ Search | | Search

>>

<<

“ ancdl
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2. Choose the columns to be imported and click on the arrow pointing right to add them to the Selected
Columns.

e To add all columns to Selected Columns, use the double arrow.
e To remove columns from Selected Columns, click on the arrow(s) pointing left.
3. When you have selected all columns to be imported, click on OK.
The imported iSheet columns will appear in the Contract Express dictionary as variables:
e iSheet column names will be used as both the variable name and question text; and

e the variable will reflect the type and any other parameters that can be matched between HighQ and
Contract Express, such as guidance and constraints.

Note that most variable types and parameters will be mapped between HighQ and Contract Express but there
may be some that do not have corresponding matches and therefore will not pull through.

¥ iSheet Import overwrites any existing Contract Express variables that have the exact same name
as the iSheet column names that are being imported.

You can run iSheet Import multiple times to refresh the definitions and parameters of any iSheet
columns that have been imported previously or to update the variable types and parameters
after running Convert Template. See Convert Third-party templates to Contract Express markup.

20. Template versions

From the Contract Express Author ribbon, it is possible to view and compare previous versions of a template,
including changes to the dictionary.

20.1 View a previous template version
To view a previous version of the template you have open:

1. Click on the Tools dropdown.
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1
= I
Tools Options Help

Convert template
& Template Suite Viewer >
—+ Report
@ Markup Wizard
D Yiew template versions

Set template categories

2. Select View template versions. This will open a list of all the versions of the template previously uploaded
to Contract Express. You may be prompted to sign into Contract Express first if you have not already done

so.
3. Select the version you want to view followed by the View button.

Version Status Uploaded By Uploaded On
2 Published Admin 6/10/2019 10:24 AM

1 Unpublished Admin 6/10/2019 10:23 AM

Compare = | View Close

The selected template version will open in a new Word window as a temporary file.

20.2 Compare template versions
20.2.1 Compare the template’s wording to a previous version
To compare the open template’s wording to the wording of a previous version of the template:
1. Click onthe Tools dropdown.
2. Select View template versions from the dropdown.

3. Select the version you’d like to compare and select the Compare button.
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A comparison of the two template versions will open in a new Word window, with the differences shown as
tracked changes. This comparison is a temporary file only.

20.2.2 Compare the template’s dictionary to a previous version
To compare the open template’s dictionary to a previous version of the template:
1. Click on the Tools dropdown.
2. Select View template versions from the dropdown.
3. Select the version to compare and select the Compare dropdown.

4. Select Compare Dictionary.

Compare -
" Compare Wording I

Compare Dictionary

A comparison of the dictionaries in the two template versions will open in a new Word window, with the
differences shown as tracked changes.

The comparison will highlight the differences between questionnaire pages, groups (and their variables), variables
and their definitions, user defined functions, and warnings.

21. Template Suite Viewer

Template Suite Viewer is a tool that allows you to inspect a template suite, as captured in a snapshot. It shows
the relationships between templates, displays the consolidated dictionary, and allows discovery of templates that
use a particular variable.

In Contract Express, templates can be linked to each other so that one questionnaire generates multiple
documents or the same clause is re-used in multiple templates but maintained as a single template. Such linked
templates are called Template suites.

21.1 Launching Template Suite Viewer

Click on the Tools dropdown in the Contract Express ribbon and select Template Suite Viewer. The two options
you can chose from are:

e View for current template

e View from snapshot

THOMSON REUTERS
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S|
Tools Options Help

_L Convert template

& Template Suite Viewer > T view for current template
—« Report I::I View from snapshot

@ Markup Wizard

Yiew template versions

¢ Settemplate categories

If you have the parent template open in Word, you can choose the first option. Contract Express will look up this
template on the server, generate a snapshot from it and display the template suite data. In this scenario the
current template will be treated as the top template (template that is used to start the questionnaire) and the
template suite will show all sub-templates referenced in this template or its sub-templates. The relevance
expressions will not contain any answers.

For the second option, you can browse to a snapshot that has been downloaded from the document details page
or from the questionnaire. In this case, the top template will be the one that was used to start the questionnaire
and any answers saved in the session will appear in the relevance expressions displayed in the Template Suite
Viewer.

21.2 Tree view of the Template Suite

When the Template Suite Viewer window opens, on the right-hand side you will see the template hierarchy
starting from the top template. Different icons will indicate how the sub-template has been referenced in the

parent template:
e Include template
e Attach template
e Using template
e Multiple references of various types

You can hover over the icons to check the meaning of the icons.
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EI Template Suite Viewer

Source: Snapshot_TemplateSuite_Transport_Transport.zip, [07 Jun 2021]

=] E TemplateSuite_Transport
=] TemplateSuite_Air

TemplateSuite_Plane

Il TemplateSuite_Wing

Iig TemplateSuite_Rudder

Ifgg TemplateSuite_Flaps

Il TemplateSuite_Elevator

= & TemplateSuite_Land

= @ TemplateSuite_Bus

E— @ TemplateSuite_Wheel

& TemplateSuite_Nut

& TemplateSuite_Cap

Select a template to open the details panel at the bottom of the window with information about the template
version, document name and generated documents, if the snapshot contains them. Hover over the document
name to see information on the document's completeness, and right-click to open the document.

= @& TemplateSuite_Land
bs E— & TemplateSuite_Bus
= @ TemplateSuite_Wheel
& TemplateSuite_Nut
@ TemplateSuite_Cap
=] @ TemplateSuite_Car

@ TemplateSuite_Wheel [
B & TemplateSuite Bike

€Ul | Relevance

Template Name

‘ TemplateSuite_Wheel

Template Version

2021-04-29.1037
Document Name
TemplateSuite_Wheel_{ParentWheelName}

Generated Documents

TemplateSuite_Wheel_Bus
TemplateSuite_Wheel_Car
TemplateSuite_Wheel_Bike

In the same way, you can also open any of the templates in the tree view list by using right click menu.
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The Relevance tab contains the relevance expression. Where the snapshot contains answers, templates that are
not relevant based on the answers provided in the answer set will be greyed out in the tree view list.

B 5] TemplateSuite_Sea
51 TemplateSuite_Boat

= @Templa‘.eSu'ne_Ur.dergrc-und
TemplateSuite_Train

General XaEEN 6

Relevant if:
Number = 5

Templates that are referenced in the template suite multiple times will have the sub-templates listed only on the
first occurrence and all other occurrences will be marked with a special icon. Use the right-click menu to highlight
all occurrences or to go to the first template.

= & TemplateSuite_Land
= @ TemplateSuite_Bus
- & TemplateSuite_Wheel
@& TemplateSuite_Nut
@ TemplateSuite_Cap
BE— @ TemplateSuite_Car
@& TemplateSuite Wheel [
= @ TemplateSuite_Bike
@ TemplateSuite Wheel [

= 5] TemplateSuite_Sea

21.3 Consolidated Dictionary

On the right-hand side of the Template Suite Viewer window is the consolidated dictionary displaying all
information in read-only format. You can review the questionnaire, the variable list, and check the variable usage
details.

Click on a variable to highlight the templates which use this variable. The template in bold font contains the
definition of the variable that is used across the template suite.
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| Template Suite Viewer - %
Source: Snapshot_TemplateSuite_Transport_Transport.zip, [07 Jun 2021] ° far .D _,D—l
All Variables .
= [E TemplateSuite_Transport
= TemplateSuite_Air A AirType ~
= TemplateSuite_Plane A BikeName
|I——n TemplateSuite_Wing A BusName
|—|—n TemplateSuite_Rudder A CarName
i@ TemplateSuite_Flaps A Ciy
Mg TemplateSuite_Elevator A Country
= @ TemplateSuite_Land #  Number
= @ TemplateSuite_Bus 4 Number2 L\\)
= @ TemplateSuite_ Wheel #  Number3
@ TemplateSuite_Nut A ParentWheelName
@ TemplateSuite_Cap (] Testvar
B @ TemplateSuite_Car A TransportName
@ TemplateSuite Wheel [ A TransportType .
= @ TemplateSuite_Bike Guidance | Constraints | Document | Usage
@ TemplateSuite Wheel [ e R
B aTempIateSuite_Sea -
5] TemplateSuite_Boat \-ountry
B @ TemplateSuite_Underground Type
TemplateSuite_Train Text N

In a similar manner, clicking on a Warning in the Warnings list will highlight the template where this warning has

been added.
[ Template Suite Viewer & O *
Source: Snapshot_TemplateSuite_Transport_. . . (1).zip, [03 Feb 2022] ° w P -»D—I

Warnings v
g [E) TemplateSuite_Transport

= TemplateSuite_Air
=} TemplateSuite_Plane
l—rﬂ TemplateSuite_Wing

A Conflicting data entered, please check.
A\ Check the destination city

l—’i TemplateSuite_Rudder
i@ TemplateSuite_Flaps
i@ TemplateSuite_Elevator
= @ TemplateSuite_Land
= @ TemplateSuite_Bus
= @ TemplateSuite_Wheel

@ TemplateSuite_Nut Condition

@ TemplateSuite_Cap

Message
= (Q TemplateSuite_Car 9
1 o 4 - A | == =
@ TemplateSuite Wheel [ BIUS®EX X - = s
= @ TemplateSuite_Bike Conflicting data entered, please check

@ TemplateSuite Wheel [
= 5] TemplateSuite_Sea
5] TemplateSuite_Boat
= @ TemplateSuite_Underground
TemplateSuite_Train

The bottom section of the consolidated dictionary contains the Issues list which are the issues that have been
found during the template suite consolidation. Some of these errors may have been caused by the interaction of
the template logic within the template suite, therefore it is a good idea to review this list to address any

consolidation issues.
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@ Syntax Error: line 1 character 1 '«heres=" -
Found in the guidance for group ‘New Group' on page 'New Page’.
@ Syntax Error: line 1 character 1 '«here=="

Found in the guidance for group ‘New Group' on page 'New Page’.

@ Syntax Error: line 1 character 1 '«heres="
Found in the guidance for page 'New Page'.
@ Syntax Error: line 1 character 1 '«here=='
Found in the guidance for group ‘MyGroup’ on page 'Mew Page’.

@ Warning condition is not specified.

@ Syntax Error: line 1 character 1 '«heres="
Found in the expression defining the lookup table contents. -

() Idie

21.4 Additional Information

Snapshots have been enhanced in Contract Express 8.9 to contain additional information that is used by the
Template Suite Viewer.

Template Suite Viewer can still be used to review template suites running on earlier versions of Contract Express
but there are some limitations:

e Where templates running on earlier versions do not contain the necessary usage analysis information,
Template Suite Viewer will run this analysis. There may be a delay before the Template Suite Viewer
window opens.

e In cases where the additional usage analysis is necessary, it is derived using the current version of the
Contract Express engine. In most cases the logic used will not differ significantly from the version in which
the template is running but there is a chance that, in some cases, the logic of the earlier versions of
Contract Express engines will not be reflected with 100% accuracy.

e Document names and associations with specific templates are not available for templates running on
Contract Express 8.8 and earlier. In these cases, all generated documents will be listed under the top
template.

22. Contract Express Chat

22.1 What s the Contract Express Chat?

The Contract Express Chat (beta) is an Al powered tool designed to assist with any Contract Express related query.
The Chat is tailored specifically to Contract Express Authors and Admins, offering comprehensive guidance and
resolution for your natural language queries. All Contract Express-related content and information is consolidated
in the Chat, it can be used to get help with markup, troubleshooting, setting a particular document automation
flow, or exploring specific features. To launch the Al Chat, click the following icon from the Author toolbar:
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Chat

The sources section allows access to the articles used to formulate each response so you can get further details if
needed. The links will automatically open the relevant Author Help article, Knowledge Base article or Community
forum thread.

Contract Express Chat v x Contract Express Chat v X
To calculate an end date, you can use the -

"MonthsAfter” or "DaysAfter” functions in Contract
Express, depending on the units the term is
measured in. For example, if the term is measured in
months, you can use the "MonthsAfter" function with
the start date and the term value. If the term is
measured in days, you can use the "DaysAfter”

function.
Welcome to the Contract Express Here's an example of how to use the functions:
Chat! - MonthsAfter(StartDate, Term) for term measured in
months
This new feature provides answers to your product-related - DaysAfter(StartDate, Term) for term measured in
questions. Here are some examples to get you started: days

Remember to break down the calculation into
smaller pieces and use brackets as necessary for
complex calculations.

G "How canlcalculate a date?”

[ "whateSignature fields can | use?" Hide sources A oy 0Q | 1524pm

(7 Date Calculations
E2 "Iwantto use data from external tables” (4 Skipping weekends in 3 Date + Days calculation
(3 YearsBetween Function

(® DaysBetween Function
Help us improve. Share your feedback Here, {4 Date.in Years, Months and Days

Enter a message Enter a message

22.2 Frequently Asked Questions
How does Contract Express Chat work?

Contract Express Chat uses OpenAl’s GPT-3.5 technology paired with a RAG (Retrieval Augmented Generation)
mechanism to access data from our own Contract Express documentation. When you pose a question to the chat,
it will retrieve the most relevant data from the database and generate a personalized response using GPT-3.5,
ensuring that the information is relevant and tailored to your query.
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The database includes information from the Contract Express Author Help manual, the Knowledge Base, the
Author and Admin manuals as well as some quick guides.

How can | get access to Contract Express Chat?

Contract Express Chat will be available to all Contract Express cloud customers on v9.15 and above. Make sure
you have the latest version of the Author tool installed, and that you are pointing to your production server on
the latest version.

| am hosted on-premises, can | get access to Contract Express Chat?

Contract Express is not available through on-premise production environments. Customers who want to
experiment with Contract Express Chat can create a trial account on one of our sandbox environments. Please
contact support for details at contractexpress-support@thomsonreuters.com.

What Azure OpenAl services are used by Contract Express Chat?

Where possible, each Contract Express instance is routed to an Azure Open Al service in the region where it is
hosted. If the necessary Azure OpenAl service is not available in the same region, it is routed to the nearest
available Azure OpenAl service (e.g., Al requests from instances hosted in the Germany region are routed for
processing to France region). This process does not involve data storage.

How can | get the most out of Contract Express Chat?

See below for some quick tips to help you maximise your experience with Contract Express Chat:

e Ensure that you are clear and concise in your queries, providing relevant detail and context where
possible.

e Questions do not need to be written in technical language, but if you know certain terminology, that will
help narrow down the search for relevant material.

e Previous questions posed in the same chat are included as additional context to help guide a response.

e If you wish to explore a new topic, start a new chat to reduce the context of your previous queries and
maximise accuracy in the responses.

e Make use of the feedback options to help us refine our service. Click thumbs up or down on each response
to help us improve and enhance the Chat's capabilities.

How do | know the answers are correct?

The chat will provide answers that reflect the database linked to the server that you are connected to in the Author
tool (see Options > Servers). That means that if you are connected to a server on v9.15, the information will be up
to date with information up to v9.15.

Validity is important to us, which is why we included the sources that were used for each answer provided. While
we believe the chat is extremely useful, we can’t guarantee it’s not missing anything. It will still be important for
you to test your templates to ensure you are building the experience you want. If you do notice something that is
wrong or missing, please let us know by contacting support at contractexpress-support@thomsonreuters.com.
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Will OpenAl be able to use my data?

No, Thomson Reuters’ use of Generative Al is via dedicated APl access through trusted partners such as Microsoft
Azure and Amazon Web Services. Thomson Reuters expressly prohibits any vendor from retaining or using
customer data to train their Generative Al models.

Will my questions be reviewed for product improvement?

Yes, the Contract Express product team will have access to the question prompts, responses and feedback. This
information will be stored in the same database corresponding to the Contract Express instance you are connected
to. We will review the questions, responses and feedback to improve the Chat’s capabilities.

23. Al-Powered Field Detection-Beta

The Detect fields tool is engineered to help you reach a first draft of an automated template faster than ever
before. This feature was released as Beta with v10.0. We will be collecting your feedback to further refine and
enhance the tool to make the process of automation more efficient and streamlined.

Here's how it works: The tool analyses the contents of your document, identifying points of variable information
that are likely to require a field. It then creates a corresponding variable for each identified data point and replaces
it with a field in the document. The variable name, question prompt and data type will be automatically added for
you to review in the dictionary.

Most importantly you, as the Author, are in complete control so you can decide whether the Al’s suggestions are
accurate. The Al Markup Review panel allows you to navigate to the field in the document, go to the definition of
the variable in the Dictionary Editor and accept or reject each detected field. Our goal is to make novice users
confident with automation and give expert Authors back time to focus on what matters most.

To give you a better understanding of how this works, here's a step-by-step explanation:

1. Open the document you want to create a template from. We have built this tool to work on both model
and executed documents. To maximize the accuracy of the tool, make sure your document doesn’t
contain any existing Contract Express markup and that it has fewer than 15,000 words.

2. Inthe Contract Express ribbon, click the new “Detect fields” icon. D
+I

Detect
fields

This will open the Al Markup Review panel. Click the “Detect fields” button in the panel.
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Detect fields-Beta
Speed up your Authorng usieg Al!

Uise this 1004 10 detect lields and virlables within pos

document 10 generate the first dak of your template

For best resuits, vse a document that

o Doesn't akready contaln any Contract Express markup
and

o Has fewer then 15,000 words

Try R now

3. This will begin to analyze your document. It will take a couple of minutes to do so, you can continue to
work in other Word documents in the meantime. Once complete, the fields will be inserted to your
document with track changes enabled and the detected fields will display in the Review panel.

4. Click View to navigate to the field in the document:
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5. Click the Go to definition icon to open the definition of the variable in the Dictionary editor and make

any necessary changes:
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6. Click Accept to accept the insertion of the field in the document and Reject to reject the insertion and
return the original text. Fields that are accepted or rejected will appear in a summary list in the panel:
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7. Once you have reviewed all the fields, you can carry on with the automation of the template as usual:
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We encourage you to try out this new feature and share your thoughts with us by filling out this quick survey. Your
insights will be invaluable in helping us refine and enhance the tool. Together, we can create the future of
document automation.

Find out more about Advanced Al Features here.
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