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Purpose of this document

This document describes the functionality and intended usage of MacroView
ClauseBank. Itis also a guide for Administrators responsible for the
maintenance of MacroView ClauseBank.

Legal Notice

MacroView ClauseBank and components are produced and licensed by
MacroView Business Technology Pty Limited (MacroView).

This manual contains material that is copyright to MacroView. It should not be
copied or otherwise reproduced without express permission from MacroView.

Disclaimer
Every precaution has been taken in the preparation of this documentation
however; MacroView assumes no responsibility for errors or omissions, or for
damages resulting from the use of the information contained herein.
Trademarks
Microsoft, Microsoft PowerPoint, Microsoft Word, Microsoft Outlook and
Microsoft SharePoint are trademarks of Microsoft Corporation.
Copyright

© 2004-2010 MacroView Business Technology Pty Limited.
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1 Introduction

Effective: November 2010

MacroView ClauseBank makes it easy to publish, retrieve and insert frequently
needed standard text and graphics into your Word documents, Outlook
messages and PowerPoint presentations. It also supports the retrieval and
insertion of slides into a Microsoft PowerPoint presentation. Whether you
generate sales proposals, financial plans, legal documents or general
correspondence, ClauseBank makes Word, Outlook and PowerPoint more
productive.

All organisations have standard text and graphics that are frequently required
for inclusion in documents being generated. With MacroView ClauseBank this
material is published in a convenient central SharePoint website. This site can
be accessed over any internet connection, which means that all staff,
regardless of their location, can have convenient and immediate access to the
latest standard material.

MacroView ClauseBank ensures that only up to date material is retrieved from
this central SharePoint website. The automatic Expiry Alert feature of
MacroView ClauseBank assists in maintaining the content so that it is up to
date.

MacroView ClauseBank eliminates the time wasted in searching for material in
previously generated documents and the risk of using an out-of-date copy.

Clauses can contain MacroView markup tags and can be used in conjunction
with MacroView Precedent.

MacroView ClauseBank is the result of MacroView’s extensive experience with
the development of custom document automation solutions for some of
Australia’s leading banks, law firms and many other organisations. This is
combined with leading technical skills in Microsoft Office and Microsoft
SharePoint.

MacroView was a finalist in the Microsoft 2009 Information Worker Solutions
Partner of the Year and is a Microsoft Gold Certified Partner for Information
Worker Solutions and Software Solutions.
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2 Creating a Sample ClauseBank Site

Using Internet Explorer, navigate to a SharePoint site e.qg.
http://SERVERNAME

Select Site Actions, Site Settings and the ‘Sites and Workspaces’ link.

Click on the Create link and ensure that the phrase ‘ClauseBank’ is
used within both the Title and URL name fields.

Select the ClauseBank Sample Site template (located within the
Custom tab) and then click the OK button.

JERVERNAME = Create > Hew ZHharaFoint Jike

MNew ShareFoint Site

b thet psage ba craste & nesy sika o v kspacs undsr B Sharefiont sbe, You can dpecly & btls, ‘Wb ste sddress, and Socess genmisions
Creshe Cancel
Title and Descrigtion Tt
Type a bl and deseniption For your rer ste, The e vl be dsplayed o IClauseBans:
sach page m the sk 5
Description:
Weh Site Address AL e
Users Cam navigahe bo wour ske by byping the Wb she sddress [URL) into hitpdzkal o lausaBank
thewr broweser, You can enter the Lt part of the address. You should keep i i
st and easy bo remember
For mxampls, Btp; il i sfenans
Templabe Selection Selact a bemplate
Codsboration  Modings | Custon

Figure 1. New SharePoint Site Page

Ensure that ‘read’ permissions (or higher) are granted to ALL potential
ClauseBank users.

2.1 Activate the MacroView ClauseBank Site Feature

This feature adds the Clause Library list definition to a SharePoint site and
enables the Clause Expiry event receiver. The event receiver automatically sets
the expiry date for a clause when an update frequency is specified.

Using Internet Explorer, navigate to the SharePoint ClauseBank site
e.g. http://SERVERNAME/ClauseBank

Select Site Actions, Site Settings and Site Features.

Activate the MacroView ClauseBank site feature.

SERVERMAME > Site Setbings > Sibe Features

Site Features

hame Shabus
HMacro¥iew Clauselank -
Pkt
——  This Fpakure contains the resouroes nequined by WISDOM ClauseBank,

Figure 2: Site Features Page

Effective: November 2010 2
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3 Creating a ‘Clauses’ Library

Using Internet Explorer, navigate to the ClauseBank site and add a ‘Clauses’
document library.

Select Site Actions and then Site Settings.

Under the Site Administration heading select ‘Site Libraries and Lists’
and then ‘Create New Content’.

Select the ‘Clause Library’ template

Ensure that the Name field ends with the text ‘Clauses’ or ‘Slides’ and
then select Create.

New

Hanse and Description

Type descriptive tewt that M2 S8 WEHIONS LS TN oaoumsen B2, WISDOHM Clauses

Havigation

Dincunsent Verssen Hsbory

0 & crsabed sadh Dve you ot 8 e 0 e docunsent Bbeary,

Crpcumsent Tenuplate

Figure 3: New Document Library Page

Browse to the newly created ‘Clauses’ document library using Internet
Explorer.

Select Settings and then Document Library settings.
Find and select the column named Category.

Enter the category choices for this clause library into the “Type each
choice on a separate line:’ field and select OK.

Effective: November 2010 3
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SERVERNAME > WISDOM Clauges > Setlings > Edt Columi

Change Column; WISDOM Clauses

U this page to edit 8 column of this documant bbrary
Hame and Type Sl name:

Ty & s for s coburnn, Category

The tyoe af infrmantion in s column &

Additional Colamn Settngs

Specify detaled options for the type of information you selected
Ty ach chasce of & feparate
Blu=

Red
b =T

Drcplay chowes usng:
=) Drop-Dowen Menu
() Rado Buttons

(D) Chiscicvooas (alow multiple calactions)

Figure 4: Change Column Page

Note: Categories for a ‘Clauses’ or ‘Slides’ library must be populated for
MacroView ClauseBank to function correctly.

Effective: November 2010 4
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4  Managing Clauses

4.1 ClauseBank Structure

Administration Guide

MacroView ClauseBank content is stored in Document Libraries within a
Windows SharePoint Services site. Each clause is stored as a document in one
of these document libraries. (Clause Libraries)

Each Clause Library must contain a custom column called Category.

MacroView ClauseBank displays the names of the clause documents in a two
level hierarchical menu. The top level of this menu consists of the names of the
clause libraries. The second level is populated using values of the category
column within the selected clause library.

= ﬁtﬁ ClauseBank Sydney
IEET) Do=Finikion Clauses
53] Execution Clau,
53] Financial Planning Clauses
3] Macroview Sampld Clauses
3] Marketing Clauses

i\.? e I@ All Site Content

=

MacroView > MacroView ClauseBank

@@ Macroview ClauseBank

— MacroView ClauseBank > All Site Content
| s All Site Content

View All Site Content

1| Create

Clause Libraries

Definition Clauses
= ExecMsqClauses
= Finandial Plannin

Clauses

MName

Document Libraries
Definition Clauses

Execution Clauses
= MacroView Sample
Clauses

MacroView Sample Clauses

LEET |

IEET|

(4 Finandal Planning Clauses
» Marketing Clauses LE=T}
=S|

= PowerPoint Slides Marketing Clauses

_ (@ PowerPoint Slides
2/ Recycle Bin

Figure 5: SharePoint document library list and ClauseBank Library in tree-view.

Selecting a Clause Library will show all the clauses that it contains grouped
according to their categories. See Figure 6 and Figure 7 below.

myUAT > ClauseBank Sydney > Marketing Clauses

Marketing Clauses

New = Upload ~ | Actions ~ Settings * View: All Clauses -

Type MName Content Expert Update Frequency Expiry Date Checked Out To

I Category : Brochure (5)
@ Creating and Maintaining your own Extranets Not Applicable
ﬂ_] Managing and Finding Precedents Mot Applicable
B  Managing Data for Property Matters Mot Applicable
ﬂ_] Superannuation strategy Mot Applicable
B wISDOMPrecedent Yearly

I Category : Logos (4)
B ACME Investments Logo Weekly 4{08/2009
Lrj Launch Partner Logo Yearly 20/03/2009
B wispoM Mot Applicable
ﬂ_] WISE Advisors Logo Mot Applicable

= Category : Proposal (5)
B  Flexible Reporting via EXCEL Manthly 20/04/2008
ﬂ_] Generating Documents Accurately and Productively Yearly 20/03/2009
W) Legal Technology Support Monthly 20/04/2008
B Our Approach Mot Applicable
ﬂ_] Our Expertise Mot Applicable

Figure 6: Categorised clauses in a document library
Effective: November 2010 5
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™ WISDOM ClauseBank

igwe  Favorites  Tools  Help

Administration Guide

&

= 5&}, SharePaoint Servers
L MySPO7
= =, MyUaT
El'ﬁ ClauseBank Hong Kong
ﬁtﬁ ClauseBank London
ﬁl‘ﬁ ClauseBank New York
= ﬁtﬁ ClauseBank Sydney
3] Definition Clauses
54| Execution Clauses
43| Financial Planning Clauses
53] Macraview Sample Clauses
53| Marketing Clauses
S rvuat3

|Name contains hd ” |

FHACME Investments Logo**

Creating and Mainkaining waur own Extransts
**Flexible Reporting via EXCEL*
**Generating Documents Accurately and Productively
#* aunch Partner Logo**

** agal Technology Support**

Managing and Finding Precedents

Managing Data For Property Matters

Qur Approach

Qur Expettise

Supetannuation strakegy

WISDOM

WISDOMPrecedent

WISE Advisors Logo

Show Preview
Hide Description

Cancel

Figure 7: Example Categories on the ClauseBank screen

4.2 Creating a New Clause/Slide Library

1.

Effective: November 2010

From the ClauseBank site choose Site Actions, Create. Under the Libraries
list choose Clause Library.

Type the library name ensuring that the library name ends with the word
Clauses e.g. Marketing Clauses or Slides e.g. Marketing Slides. This
will cause the new Library to be displayed by MacroView ClauseBank.

Note: A Slides library can only be seen when in PowerPoint. A Clauses
Library can be seen in both Word and PowerPoint.

The new library should have a default view that is Grouped By category.

To ensure correct operation of MacroView ClauseBank a Clause Library
must contain the following columns:

Name

Category

Content Expert
Update Frequency
Expiry Date
Checked Out To
ClauseLink

The easiest way to create a valid Clause Library is by using the library
template, Clause Library.

Once the library is created you then need to set up the categories for this
clause library as described in the next section.
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4.3 Creating a New Category

Creating a new category on a Clause Library is done within the corresponding
document library by using Document Library Settings.

MacroView ClauseBank > Marketing Clauses

Marketing Clauses

New ~ \Upload ~  Actions ~ Settings | View:  All Clauses -
Type MName Create Column ert Update Frequency Expiry Date Checked Out To
Add & column to store additional
4 Category : Brochure (5) information about each item.
. P Create View
@ Creating and Maintaining your T8} | Create a view to select columns, Mot Applicable
@ Managing and Finding Preced % | filters, and other display settings. Mot Applicable
@ Managing Data for Property —+. Document Library Settings Mot Applicable
L i Manage settings such as permissions,
40k
) sonyCanada columns, views, and policy. Not Applicable
@ WISDOM Precedent Mot Applicable

Figure 8: Modify Settings and columns

This will bring up the customize page for the document library. You will see the
‘Category’ column under ‘Columns’.

MacroView ClauseBank > Marketing Clauses > Settings

<@arke‘cing Clauses

List Information
Name: Marketing Clauses
Web Address: http:/fjtwss: 90 MacroView ClauseBank /Marketing Clauses /Forms/AllClauses,aspx
Description:
General Settings Permissions and Management Communications
@ Title, description and navigation a Delete this document library 8 Incoming e-mail settings
@ Versioning settings a Save document library as template @ RSS settings
8 Advanced settings a Permissions for this document library
@ Manage checked out files
a Workflow settings
Content Types

This document library is configured to allow multiple content types. Use content types to spedify the information you want to display about an item, in addition to its
policies, workflows, or other behavior, The following content types are currently svailable in this library:

Content Type Visible on New Button Default Content Type
Word Clause -I v
PowerPoint Clause v

8 Add from existing site content types
8 Change new button order and default content type

Columns

A column stores information about each document in the document library, Because this document library allows multiple content types, some column settings, such
as whether information is reguired or optional for a column, are now specified by the content type of the document. The following columns are currently available in
this document library:

Column {dick to edit) Type Usedin

@ Choice Word Clause, PowerPoint Clause
Figure 9: Customize page for the Marketing Clauses document library

Selecting ‘Category’ brings up an Edit page for that column, which allows you to
edit, remove or add new categories. Press OK when complete, and then in this
example ‘Go back to “Marketing Clauses” to return to the document library.

Effective: November 2010 7
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MacroView ClauseBank > Marketing Clauses > Settings > Edit Column

Change Column: Marketing Clauses

Use thiz page to edit a column of this document library.

Name and Type Column name:

Type a name for this column, Category

The type of information in this column is:
) Single line of text
() Multiple lines of text
@ Choice (menu to choose from)
) Number (1, 1.0, 100)
(@ Currency (§, ¥, €
() Date and Time

Additional Column Settings Description:

Specify detailed options for the type of information you selected.
Type each choice on a separate line;

Brochure
Logos

n ! P ial

4 F

o »

1

Display cheices using:

@ Drop-Down Menu

) Radio Buttons

) Cheddboxes (allow multiple selections)
Allow Fill-n' choices:

©) Yes @ Mo

Default value:
@ Choice ) Caloulated value

) .

As you load each clause into the clause library you choose the appropriate
value from the category list for that library.

4.4 Adding a New Clause
New clauses can be added very easily by uploading an existing document.
Locate to the appropriate document library and click ‘Upload Document’.

Macroview ClauseBank = Marketing Clauses

Marketing Clauses

MNew = | Upload | *'| Actions - Settings

Upload a document from your

Type % Upload Document
lj computer to this library.

=l Categor

@ % Upload Multiple Documents

Upload multiple documents from your
)

computer to this library.
@ Managing Data for Property Matters

Figure 10: The Upload Document button

This displays the Upload Document screen which allows you to select a file
containing the clause to be uploaded.

Effective: November 2010 8
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MacroView ClauseBank > Marketing Clauses > Upload Document

Upload Document: Marketing Clauses

Upload Document Name:

Browse to the document you intend to upload.

| Browse
Upload Multiple Files. ..
Qverwrite existing files

Figure 11: The upload document screen

Click Browse to select the document to be uploaded.

MacroView ClauseBank > Marketing Clauses > ClauseBank-Vista > Edit Item

Marketing Clauses: ClauseBank-Vista

¢ The document was uploaded successfully and is checked out to you. You must fill out any required properties and check it in before other users will be able to
© accessit

e N

X Delete Item *indicates a required field

Content Type Word Clause -
Create a new Word clause.

Name * ClauseBank-Vista -doc
Title

Description

Category *

Brochure -

foshua Tefay 8, [
Update Fregquency * Monthly -

Figure 12: The check in screen

After the document has been uploaded, you must complete the ‘Category’,
‘Content Expert’ and Update Frequency fields. The Update Frequency indicates
how often the clause content should be reviewed for possible update.
MacroView ClauseBank will automatically notify the Content Expert by email
when the clause is due to be reviewed. If you don’'t want a particular clause to
be reviewed set the Update Frequency to ‘Not Applicable”.

The Expiry Date is set automatically by MacroView ClauseBank to the Current
Date + the Update Frequency interval (if applicable).

Click ‘Check In’ and the clause is immediately available from MacroView
ClauseBank.
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4.5 Removing a Clause

Find the clause you wish to remove and select the drop down on the clause and
choose ‘Delete’. You will be asked to confirm this operation.

B | ClauseBank-vista ! HEwW =

@ Creating and Maintaining View Properties
@ Managing and Finding Pre _j Edit Properties
@ Managing Data for Proper 3_3 Manage Permissions

H.E Sony Canada @J Edit in Microsoft Office Word
85 WISDOM Precedent Delete
Send To 4

= Category : Logos (3)
B ACME Investments Logo

B wIsDoM

gy CheckOut
Alert Me

Figure 13: Deleting a clause

4.6 Removing a Library

To remove a library, first select the library. The library menu bar will display.
From the ‘Settings’ menu choose ‘Document Library Settings’. From the
‘Permissions & Management’ list choose ‘Delete this Document Library’.

4.7 Editing a Clause

In the clause library, hover over the name of the clause. Click the edit drop
down and choose ‘Edit in Microsoft Word’ or ‘Edit in Microsoft PowerPoint’ as
appropriate. Note: You may wish to check out the clause file prior to editing so
that it is reserved while you update. Alternatively if you have MacroView
Document Management Framework installed you can use SharePoint Open to
Check out and Edit the clause.

@ Creating and Maintaining your own Extranets -
@ Managing and Finding Pre View Properties

@ Managing Data for Proper _j Edit Properties

@ Sony Canada 3_3 Manage Permissions

@ WISDOM Precedent @ Edit in Microsoft Office Ward

Figure 14: Example of editing a Clause in Microsoft Office Word.

4.8 Keeping clauses up-to-date

Effective: November 2010

Each Clause has a content expert who is responsible for maintaining the
clause. If the Update Frequency chosen for a clause is ‘Weekly’, ‘Monthly’,
‘Quarterly’ or ‘Yearly’ then an Expiry Date is automatically set using the Current
Date + the Update Frequency interval. The Content Expert for that clause is
notified via email seven days prior to the Expiry Date of the clause. By default
an email will be sent every day until the clause is reviewed. Refer to
MacroView ClauseBank Server Installation Notes expiry job service section to
change the default email frequency.

Note that the Content Expert will continue to be notified when the clause has
expired.

An expired clause is no longer valid and will not be displayed by MacroView
ClauseBank.

Editing a clause or its properties will automatically reset the Expiry Date for that
clause unless its Update Frequency is ‘Not Applicable’.

10
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Creating and Maintaining your own Extranets

Managing and Finding Pre View Properties
Managing Data for Proper _j Edit Properties

Sony Canada

888 E

3_3 Manage Permissions
Figure 15: Editing properties of a clause

MacroView ClauseBank will automatically reset the Expiry Date and make the
clause valid when Save is clicked.

4.9 Virtual Clauses?

In some situations an organisation may prefer to have the same clause
appearing in multiple libraries. A typical reason for this is so that users in each
Department have the convenience of all the clauses they need appearing in the
one Clause Library for their Department, even if some of those clauses are
common across multiple Departments.

One way to achieve this is to have copies of each common clause stored in
each Clause Library. The virtual clause feature of MacroView ClauseBank
provides a better way. It allows the common clause to be stored and
maintained in a central ClauseLibrary, but to appear in the ClauseBank menu in
multiple Clause Libraries. Clauses that appear in this fashion are referred to as
‘virtual clauses’ and the common clauses as ‘real’ clauses.

The advantage of virtual clauses is that they provide convenience to the
ClauseBank user, while eliminating the need to maintain separate copies of
common clauses.

4.9.1 Creating a Virtual Clause

Each ‘virtual’ clause requires a ‘placeholder’ document to be created within a
Clause Library. The content of a placeholder document will not be visible to the
ClauseBank user, but it should be meaningful to ClauseBank administrators.

mvUJAT = ClauseBank Sydney = Marketing Clauses

Marketing Clauses

Mew | =| Upload =  Actions - Settings -

Word Clause
Create a new Word dause,

PowerPoint Clause
Create a new PowerPoint
Placeholder Clause

nets
Create a new Placeholder dause.

al - L

Select ‘New’, PlaceHolder Clause from the toolbar in the Marketing Clauses
Library. This will create a new document in Microsoft Word ready to be
completed.

! In earlier versions of ClauseBank virtual clauses were referred to as ClauseLinks. This was confusing
with the ClauseLinks inserted into documents so was renamed. If you have clause libraries containing the
ClauseLink column they are still recognised and supported by version 7 of ClauseBank for backward

compatibility.

Effective: November 2010
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" MacroView-ClauseBank-placeholder-clause-for-creating-a-Virtual Clausef

Note-this-is-a-virtual-Clause.-It-refers-to-the-following-Clause:|

Library:x

Clause-Name:d

URL:x

I

T} Document23 - Microsoft Word

i File Edit Miew Insert Format

PN EERSS R VB S B I 9

<<library>>4d
<<Clause:-Name>>H
<<Clause-Llibrary-URL>>4

Twpe a question for help

A3 G M 1w00% - @) | dRead é@.!

Help

2 435

Tools  Table Window  WISDOM

A4 Mormal + Arial, > Arial

=lE. v Al

:§'|§E =

-0 - B 7 ulE]

@ @ A A5 Q Favorites = | Go~ | 5 | Documentz3

SharePoint ~ !

} WISDOM ClauseBank. !

ONEECRRERRERRRFINRTE

MacroView Corporate Profile

Effective: November 2010

Mate this is a Wirtual Clause. It refers to the following Clause:

Library: Corporate Clauses
Clause Mame: MacroView Corporate Profile
URL: http:/#sps2003p/si

1z

[N S RIS - SO - IR B T R 1z [IERT RIS O A

tesAVISDOMelausebank/Corporate%20Clauses/MacroView%20Corporate%20Profile. doc

Figure 16: Sample ‘Placeholder’ document for Virtual Clause

Complete your new placeholder document. Choose ‘File’, ‘Save As’. Word will
automatically default to save the new document into the Marketing Clauses
Library.

MacroView ClauseBank will display the name of the virtual clause (i.e. the
name of the placeholder document) in the list of clauses for that Clause Library,
so that name should be set accordingly.

It is possible to have multiple virtual clauses in the same library all referring to
the same real document — e.g. appearing in different categories. In this case the
names of each of the placeholder documents must be different (because file
names must be unique within a document library).

When you click Save the profile will appear. Complete the profile.

12
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Web File Properties b__<|
A
ClauseBank Sydney
Marketing Clauses
Description |
Category * l—;l
Content Expert | (Nene) |
Update Frequency * -
VirtualClause Type the Web address: (Click here to test)
Ihttp://
Type the description:
| b
< | >
K ] [ Cancel

4.9.2 VirtualClause Property

The ‘VirtualClause’ property of the placeholder document is set to refer to the
‘real’ clause in a central Clause Library. If your ClauseLibrary does not already
contain a VirtualClause column, simply add a column with the name
‘VirtualClause’ of type ‘Hyperlink or Picture’.

The VirtualClause is the URL to the Real clause. An easy way to obtain the full
URL is to open the real clause in Word and have the ‘Web’ toolbar visible. The
URL of the real clause can then be copied into the clipboard and pasted as the
value of the VirtualClause column for the virtual clause.

@ @) A (4 ] Ia Favorites ~ | Go = | 5 | [[STRERE siMacroview20Corporate % 20Profile, dod !

Figure 17: Obtaining the URL of the real clause using the 'Web' toolbar in Microsoft Word

The Description you enter for the Virtual clause is displayed by MacroView
ClauseBank.

Note that any document in a Clause Library that has a non-null value of its
VirtualClause property will be treated by MacroView ClauseBank as a virtual
clause.

mvUAT > ClauseBank Sydney > Marketing Clauses

Marketing Clauses

Mew = Upload ~  Actions ~ Settings ~

vizw: Al Clauses i

Type MName

= Category : Brochure (&)
B corporate Profile

] MacroView Precedent ! Hew

Effective: November 2010

II_T'I_] Creating and Maintaining your own Extranets Mot Applicable

Content Expert Update Frequency Expiry Date  Checked OutTo  VirtualClause

Robyn Willams  Yearly

Robyn Willams  Yearly http: /fmvuatfdausebanksyd MacroView %205ample®s: 20Clauses MTSDOM %
20Precedent.doc

Figure 18: A clause library with a virtual clause — the VirtualClause column refers to the real
clause.

You can test the path of a virtual clause at any time by editing its properties in
SharePoint and clicking as circled below.

13
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@4 ClauseBank Sydney

mvUAT | ClauseBank HongKong  ClauseBank London  ClauseBank Mew York ﬁ Search  Sites

mvUAT = ClauseBank Sydney > Marketing Clauses > MacroView Precedent > Edit Item

Marketing Clauses: MacroView Precedent

[ Ok ] [ Cancel ]

| XK Delete Item | %7 Spelling... *indicates a required field ‘
Content Type Word Clause -

Create a new Word clause.
Name * ‘Macru\fiew Precedent |.duc:

Title ‘

Description Precedent software functionality

Content Expert [Robyn Williams |8 @

VirtualClause Type the Web addfess: (Click here to test)

‘ydfMa:ronew%ZO mple%20Clauses/WISDQ) a20Precedent.doc|
Type the description:
‘yd{Ma:rDView%20Samp\e%ZOCIauses/WISDOM%20Precedent.doc|

Created at 21,/09/2009 12:09 PM by Robyn Wiliams [ oK ] [

Cancel ]
Last modified at 21/09/2009 12:09 PM by Robyn Wiliams

Figure 19: Testing a virtual clause URL for real clause

4.9.3 Previewing and Retrieving Virtual Clauses

In the MacroView ClauseBank display screen Virtual Clauses are listed in
exactly the same manner as any other clause. However if the user clicks the
name of a virtual clause, MacroView ClauseBank will display the content of the
‘real’ clause, rather than the ‘virtual’ clause. Similarly if the virtual clause is
retrieved, MacroView ClauseBank will retrieve and insert the content of the
‘real’ clause, rather than that of the ‘virtual’ clause.
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® WISDOM ClauseBank X

View  Favorites  Tools  Help

= 2, sharePoint Servers |Name containg >~ || |
= MysPOF - o
= ﬁ,]—., MYUAT ACME Investments Logo
ii’ﬁ ClauseBank Hang Kong Creating and Maintaining yvour own Extranets
ﬂﬁ ClauseBark London **Flexible Reparting via EXCEL*
aﬁ ClauseBank Mew York *tGEenerating Documents Accurately and Productively
*#*Launch Partner Logo**
= aﬁ CIauseBﬁafﬂ.k Sydney #* agal Technology Support*#
3] Definition Clauses Managing and Finding Precedents
3| Exerution Clauses Managing Data for Property Matters
23| Financial Planning Clauses Our ADDFD‘?Ch E]
4| MacroWiew Sample Clauses Our Expertise
Lt | Superannuation strategy
= (53] Marketing Cau.ses The quick brown Fox jumps over the lazy dog
4l cateqaries WISDOM Message and WISDOM DMF
Brochure WISDOM
Logos WISDOMP_recedent
WISE Advisors Logo
Proposal

S mvuats

1 MacroView Company Profile
1.1 Microsoft Gold Partner

Macroview is a Microsoft Gaold Cerified Partner specializing in
solutions based on Microsoft Office and Microsoft SharePoint. w
< | 1>

Hide: Preview Wirkual Clause
Hide Description m

Figure 20: MacroView displays the content of the real clause referenced by VirtualClause and the
virtual clause description
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If you attempt to preview a virtual clause that has an invalid URL, MacroView
will display the following error message in the Preview pane.

™ WISDOM ClauseBank

Views  Favorites  Tools  Help

= 5, sharePoint Servers
2. wvspaz
= S MYUAT
ﬂﬁ ClauseBank Hong Kong
ﬂiﬁ ClauseBank Londaon
ﬂﬁ ClauseBank Mew York
=2 ﬂﬁ ClauseBank Sydney
(43| Definition Clauses
3] Execution Clauses
43| Financial Planning Clauses
23| Macrotiew Sample Clauses
(= 3] Marketing Clauses
1Al categories
! Brochure
! Logos
' Proposal
2 mvuats

|Name contains w || |

#*access from Amwhere®*
**hinese names**
#*Easy o Find**

**Easy bo Manage**

Jur Ex

Qur Expertise
**opoken Chinese®*

**hen used within European bexts*™*
#WISDOM ClauseBank makes it easy to publish**
#HWISDOM Document Management Framework*
FEWISDOM Precedent®*

FWISDOM SlideBank:**

Hide Description maintained.

Show Preview wWhen you choose this clause from ClauseBank it displays not the content of this clause but the content of the clause to
which it is linked, The same clause is accessible From multiple libraries but only one copy of the clause needs to be

Cancel

Administration Guide

X

Figure 21: Error on use of a virtual clause with invalid URL for real clause

Effective: November 2010

16



MacroView ClauseBank v7 Administration Guide

5 Creating atemplate for ClauseBank

t |
View Al Site Content
Clause Libraries
= Definition Clauses
= Execution Clauses

= Finandal Planning
Clauses

= MacraView Sample
Clauses

= Marketing Clauses

= PowerPoint Slides

@] Recycle Bin

Effective: November 2010

This section describes how to create and install a template containing your
organisations documents styles which can then be used to create a new clause.

Open your companies’ standard template for the type of document you want to
create. In this example Marketing.dot contains all the correct styles/formatting
for the marketing department.

1. Open Marketing.dot using Microsoft Word.

2.  Use ‘Edit, ‘Select All' and press Delete. This will clear out all the text. Make
sure there are no multiple blank pages.

3. Save this file as a ‘.doc’ file (Marketing.doc) or ‘.docx’ file (Marketing.docx).
Now upload this Marketing document into the appropriate ClauseBank Library
so that new documents created can be easily based on this file. To do this:

4. Navigate to your ClauseBank site and select your library. In this example
choose Marketing Clauses.

View All Site Content
Clause Libraries

= Definition Clauses

= Execution Clauses

= Financial Planning
Clauses

= MacroView Sample
Clauses

= Marketing Clause

= PowerPoint Slides

5. The library will show all the categories/clauses:

MacroView ClauseBank > Marketing Clauses

Marketing Clauses

Mew ~ Upload -  Actons = Settings - View: All Clauses -

Type Name Content Expert Update Frequency Expiry Date Checked Out To

= Category : Brochure (5)

@ Corparate Profile ! new Joshua Tefay Quarterly 31/o8/2007
E“j Creating and Maintaining your own Extranets Mot Applicable
@ Managing and Finding Precedents Mot Applicable
@ Managing Data for Property Matters Mot Applicable
E“j Sony Canada Mot Applicable
@ WISDOM Precedent Mot Applicable

= Category : Logos (3)

@ ACME Investments Logo Mot Applicable
&) wIsDoMm Not Applicable
@ WISE Advisors Logo Mot Applicable

17
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6. Then edit the document library settings.

MacroView ClauseBank = Marketing Clauses

=
IEET Marketing Clauses

View All Site Content New ~ Upload =  Actons ~ Settings = | view: All Clauses -
Clause Libraries Type Name Create Column ert Update Frequency Expiry Date Checked Qut To
= Definition Clauses At':j\; a :Ulumnbtu sturehaddihunal
information about each item.
= Execution Clauses =l Category : Brochure (8)
» Finandial Planning B  corporate Profile ! iew = g{;z‘?‘:‘:‘:’ NV v Quarterly 31/08/2007
Clauses LA " S §
@ Creating and Maintaining you filters, and other display settings. Mot Applicable
= MacroView Sample = =
Clauses @ Managing and Finding Preced Document Library Settings Not Applicable
Manage settings such as permissions,
= Marketing Clauses 5]  Managing Data for Property columns, views, and policy. Not Applicable
= PowerPoint Slides @ Sony Canada Mot Applicable
_ 0 5
& Recycle Bin @ WISDOM Precedent Not Applicable

7. From the document library ‘Customize’ page, select the type of clause you
would like to change the template for under the ‘Content Types’ heading. In
this case the Content Type is ‘Word Clause’.

mvUAT > ClauseBank Sydney > Marketing Clauses > Settings

Customize Marketing Clauses

List Information

MName: Marketing Clauses
Web Address: http: /fmvuat/dausebanksydMarketing Clauses Forms/AllClauses. aspx
Description:
General Settings Permissions and Management Communications
@ Title, description and navigation @ Delete this document library @ R55 settings
8 Versioning settings 8 Save document library as template
8 Advanced settings = Permissions for this document library
8 Audience targeting settings 8 Manage checked out files
8 Workflow settings
8 Information management policy settings
Content Types

This document library is configured to allow multiple content types. Use content types to specify the information you want to display about an item, in addition to its policies, workflows, or other behavior, The following
content types are currently available in this library:

Visible on New Button Default Content Type
~ ~

PowerPoint Clause «

Placeholder Clause ~

8. Next, on the ‘List Content Type’ page, click the Advanced Settings link. The
List Content Type Advanced Settings screen allows you to change the
document template for the selected clause content type (in this example,
Word Clause).

MacroView ClauseBank > Marketing Clauses > Settings > List Content Type

List Content Type: Word Clause

List Content Type Information
Name: Word Clause
Description: Create a new Word dause,

Parent: Word Clause

Settings

o Name and description

o Advanced setting
a8 Workflow settings

8 Delete this content type

Effective: November 2010 18
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9.

Select the ‘Upload a new document template’ radio button and Browse to
locate the Marketing file saved earlier. Click OK to upload the template.

MacroView ClauseBank > Marketing Clauses > Settings = List Content Type > Advanced Settings

List Content Type Advanced Settings: Word Clause

Use this page to change advanced settings for this content type.
Document Template

() Enter the URL of an existing document template:
Specify the document template for this content type.

(Edit Template)

@ Upload a new document template:

Read Only Should this content type be read only?
Choose whether the content type is modifiable. This setting can be changed later B
from this page by anyone with permissions to edit this type. © Yes

@ Mo

OK ] [ Cancel

Effective: November 2010
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6 Using atemplate to create clauses
This section shows how to use a clause template to create a new Clause and
add it to the Clause Library.

1. Select ‘New’, Word Clause from the toolbar in the Marketing Clauses
Library. This will create a new document in Microsoft Word.

mvUAT > ClauseBank Sydney > Marketing Clauses

Marketing Clauses

new | -], uplead—= |_actons + | settngs - view: | All Clauses E
[ Qq weord Clause ) Content Expert Update Frequency Expiry Date Checked Qut To
= ate a new Werf dause.
=] PowerPoint Clause
7= | Create a new PowerPoint dlause. Robyn Wiliams Vearly
[#]5) | Placeholder Clause Inets Not Applicable
=| | Create a new Placeholder dause,
TR AT T e Mat Applicable
'|_7|J Managing Data for Property Matters Mot Applicable
B Ssuperannuation strategy Mat Applicable
E]  wISDOMPrecedent ‘early
= Category : Logos (4)
@]  ACME Investments Logo Vieekly 4/08/2008
[B  LeunchPartrer Logo Yearly 20/03/2009
@ wrenen Rt foelic e

2. Complete your new clause document. Choose ‘File’, ‘Save As’. Word will
automatically default to save the new clause into the Marketing Clauses

Library.
Save in: | [E; Marketing Clauses on mwuat A | @ - O | Q X B - Todls -
3 ClauseBank Sydney 4
wreee || Marketing Clauses
Documents
Type  Mame Modified By Maodified
?[': Iy ACME Investments Logo Robyn Wiliams  28/07/2009 11:57 AM
Bt Iy Corporate Profile Robyn Wiliams  4/08/2009 4:09 PM
eskiop -
IEI_] Creating and Maintaining your own Extranets  System 14/07/2009 10:53 AM
: Account
_._} B Flexible Reporting via EXCEL System 14/07/200% 10:53 AM —
Account
My Documents IEI_] Generating Documents Accurately and System 14072009 10:53 AM
Productively Account
- IE_] Legal Technology Support System 14/07/200% 10:53 AM
iy Account
My Computer IE_] Managing and Finding Precedents System 14072002 10:53 AM
Account
Q it Mamzmima Nata far Dramarbe Mattare Sinctam 14/M7/MNa 1MN53 AR Z
J File: pame: WISDOM Message and WISDOM DMF. dac v | ( Save |
Iy Mebwark =
Places Save as bype: |W0rd Document (*,doc) Ad | Cancel
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After pressing the ‘Save’ button, the Clause profile will display. Complete the
profile and click OK. The clause is then immediately available from ClauseBank.
The Description you enter for the clause is displayed by MacroView

ClauseBank.

ClauseBank Sydney

Description

Category *
Content Expert
Update Frequency *

VirtualClause

Web File Properties E]
25

Marketing Clauses

Marketin
product:

clause for WISDOM Message and WISDOM DMF

Brochure -

| Robyn Williams

Yearly -

Type the Web address: (Click here to test)
|http://
Type the description:

[

b’
| >

[ o4 ][ Cancel ]

3. Alternatively you can save the clause document locally and then upload it
by choosing ‘Upload’ from the menu bar in the Marketing Clauses library
and browsing to the local copy of the file.

4. Either process will result in a new Clause being saved to the Clause library.
In this example a new clause called ‘MacroView Message and MacroView
DMF’ is now available in the Marketing Clause Library.

mvUAT > ClauseBank Sydney > Marketing Clauses

Marketing Clauses

Mew ~* | Upload + | Actions v Settings *

view: All Clauses v

ype  Name

=l Category : Brochure (7)
B]  Corporate Profile TrEw
IE_I] Creating and Maintaining your own Extranets
Iﬂ_l] Managing and Finding Precedents
Iﬂ_] Managing Data for Property Matters
W) Supcranausse
IE_|] WISDOM Message and WISDOM DMF ! Hew
B  wIsDOMPrecedent

Effective: November 2010

Expiry Date Ch

‘Yearly

Robyn Wiliams
Mot Applicable
Not Applicable
Not Applicable
Mot Applicable

Robyn Wiliams Yearly

Yearly
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If you switch back to Microsoft Word now, and use MacroView ClauseBank,
you can see the new clause.

* WISDOM ClauseBank 3

View  Favorites Tools  Help

= FL%, SharePoint Servers |Name contains hd ” |
MYSPO7
= i MYUAT FACME Investments Logo**
Corporate Profile
ﬁiﬁ ClauseBank Hang Kang Creating and Maintaining wour own Extranets
34 ClauseBank London **Flexible Reporting via EXCEL**
aﬁ ClauseBank Mew York **Generating Documents Accurately and Productively
HH) ek
= ﬁiﬁ ClauseBank Sydney Launch Partner Logo

** egal Technology Support®*

] Definition Clauses Managing and Finding Precedents

53] Execution Clauses Managing Data For Property Matkers
3] Financial Planning Clauses Qur RDDrDﬁCh B
3] Macraview Sample Clauses Cur Expertise

Superannuation strategy
The quick brown fox jumps over the lazy dog

= ] Marketing Clauses
All categories

Brochure WISDOM
Logos WISDOMPrecedent
WISE Advisors Logo
Proposal
2 mvuat3
or falder.
3. Prevent duplicate copies of an email message in any one
library.
4. Lists all files in all views of a document library, direct from
MacroView Outlook. B
5. Previews of MSG, DOC, ¥LS and PDF files stored in
Document Management .
SharePaint.

Framework

F. Keyword and meta-data based searching for files and email
messages stored in SharePoint, direct frorm Outlook.

7. High performance, backqround saving of emails and
attachmeants and efficient support for likraries with large

£ | *
Hide Preview Marketing clause For WISDOM Massage and WISDOM DMF products

Hide Descripkion Cancel

| £
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7  File types supported

Clauses are stored as documents and files in Document Libraries within
Microsoft SharePoint sites. MacroView ClauseBank allows clauses to be
stored in a range of formats.

7.1 Word and Outlook

7.2 PowerPoint

Effective: November 2010

In Microsoft Word and Outlook, MacroView ClauseBank supports clauses in a
number of file formats including:

.doc
.docx
Jpg
.gif
.png
.mhtml
.mht
Unsupported file formats will not appear in ClauseBank.

If you want to insert clauses in ‘.docx’ format into Word 2003 you must have the
Microsoft Office Compatibility Pack installed. If the ClauseBank Tools, Options,
Preferences, Allow ‘.docx’ clauses in Word 2003 setting is ticked,
ClauseBank will display clauses in ‘.docx’ format. If this option is not checked
they will not display in Word 2003. We recommend not ticking this option if the
Compatibility Pack is not installed.

When you insert a clause in ‘.docx’ format in Word 2003 the following message
will display.

Microsoft Office Word

EBecause this file was created in a newer version of Word, it has been converted to a Format that you can work with, However, the following items

1 have been affected:
+ Features that do not exist in this version of Word have been removed.
+ Layout and the ability to edit certain features have changed.

Figure 22: Warning message when insert ‘.docx’ file type into Word 2003.

In Microsoft PowerPoint, MacroView ClauseBank supports clauses of file type:
.mhtml

.mht
Jpg
.gif
.png

Note that Microsoft PowerPoint presentations cannot be inserted into a
Microsoft Word document. Clauses that have been created in Microsoft
PowerPoint not will appear in the ClauseBank screen when in Microsoft Word.

When in Microsoft PowerPoint, clauses that are in graphic format such as .jpg
will be available for selection and insertion, in addition to slides and sets of
slides created in Microsoft PowerPoint.
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8 Troubleshooting

8.1 File Type Conversion

Effective: November 2010

If the following message appears when using MacroView ClauseBank you will
need to uncheck the ‘Confirm conversion at Open’ option in Word, Tools,
Options, General.

Convert File

X

Convert file From:

Plain Text

Encoded Text

Rich Text Format (RTF)
HTML Dacurment

Single File Web Page

*ML Document

Lotus 1-2-3

Microsaft Excel Warksheet

[ £

Figure 23: Convert file message

Table Window Help
ﬂ % speling and Grammar... F7 J

Language ]

,E“ O 9 100%  x (@ | GdRead ! i Format_fix !
£ = | -8, A - ! } WISDOM Clause Bank !_

(=20 T NN - ST - B (O I & S B S |

£

=)= =

Macro ]

Templates and Add-Ins...

Customize...

Options. ..

v
— | || Speling & Grammar || Track Changes |
| || Compatibility || File Locations |

Bt |  Pint |  save |

General options
Background repagination [ allow starting in Reading Layout
[ Elue background, white text
[ Provide feedbadk with sound
Provide feedback with animation

| | TATrm conversion &

=
Mail as attachment

Recently used file list: entries

[ Help for WordPerfect users

[ Navigation keys for WordPerfect users

[ allow background open of web pages

[ Automatically create draving canvas when inserting AutoShapes

Measurement units: Centimeters W

[ show pixels for HTML features

[Ser!ice Options... ] [ Web Options... ] [ E-mail Options... ]

[ OK J[ Cancel ]

Figure 24: Confirm conversion at Open

Administration Guide
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