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Purpose of this document 

This document describes the functionality and intended usage of MacroView 
ClauseBank. It is 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). Certain portions of 
the licensed MacroView Software were developed by third parties other than 
MacroView (ñThird Party Add-onsò). The copyright for these Third Party Add-ons 
remains vested in the third party developers. MacroView warrants that it has 
rights under separate license agreements entered into with these third party 
developers to redistribute these Third Party Add-ons. 

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 Office, Microsoft PowerPoint, Microsoft Word, Microsoft 
Outlook and Microsoft SharePoint are all trademarks of Microsoft Corporation. 

Copyright 

© 2004-2010 MacroView Business Technology Pty Limited. 



   
MacroView ClauseBank v7 User Guide 

 

Effective: November 2010   

Contents 

1 Introduction .......................................................................................................................................... 1 

2 Where does ClauseBank surface? ...................................................................................................... 2 

2.1 Word 2003 ................................................................................................................................. 2 
2.2 PowerPoint 2003 ....................................................................................................................... 3 
2.3 Outlook 2003 ............................................................................................................................. 4 
2.4 Word 2007 ................................................................................................................................. 4 
2.5 PowerPoint 2007 ....................................................................................................................... 4 
2.6 Outlook 2007 ............................................................................................................................. 5 
2.7 Word 2010 ................................................................................................................................. 5 
2.8 PowerPoint 2010 ....................................................................................................................... 5 
2.9 Outlook 2010 ............................................................................................................................. 5 

3 Insert Clause ....................................................................................................................................... 7 

3.1 Display mode ............................................................................................................................ 7 
3.2 Selecting a Clause Library and Category in Browse Tree-view Mode ..................................... 7 
3.3 Selecting a Clause Library and Category in Details Mode ..................................................... 11 
3.4 Clauses List ............................................................................................................................. 12 
3.5 Previewing a Clause ............................................................................................................... 12 

3.5.1 Preview Pane........................................................................................................... 12 
3.5.2 Preview Window ...................................................................................................... 13 

3.6 Displaying the Clause Description .......................................................................................... 15 
3.7 Filtering Clauses in the Clauses list ........................................................................................ 16 

3.7.1 Filter by óName containsô ......................................................................................... 16 
3.7.2 Filter by óClause containsô ........................................................................................ 16 

3.8 Selecting Clauses to Insert ..................................................................................................... 16 
3.9 De-Selecting Clauses ............................................................................................................. 17 
3.10 Changing the Order in Which Clauses Will Be Inserted ......................................................... 18 
3.11 Inserting Clauses .................................................................................................................... 19 

4 Insert ClauseLink ............................................................................................................................... 20 

5 Expand ClauseLinks.......................................................................................................................... 21 

6 Right click menus on the Tree-view nodes ....................................................................................... 22 

6.1 Refresh .................................................................................................................................... 22 
6.2 Add ClauseBank source ......................................................................................................... 22 
6.3 Edit / Remove ClauseBank source ......................................................................................... 23 
6.4 Open in browser ...................................................................................................................... 23 
6.5 Add to favorites ....................................................................................................................... 24 

7 Favorites menu .................................................................................................................................. 26 

7.1 Add .......................................................................................................................................... 26 
7.2 Organise .................................................................................................................................. 26 

7.2.1 Delete ...................................................................................................................... 26 
7.2.2 Rename ................................................................................................................... 27 
7.2.3 Create Group ........................................................................................................... 28 
7.2.4 Delete Group ........................................................................................................... 29 

7.3 Group ï Drag and Drop .......................................................................................................... 30 

8 Tools menu ........................................................................................................................................ 31 

8.1 Create ClauseBook ................................................................................................................. 31 
8.2 Options .................................................................................................................................... 32 

8.2.1 Preferences ............................................................................................................. 33 
8.2.2 Content .................................................................................................................... 35 
8.2.3 Support .................................................................................................................... 36 

8.3 Refresh .................................................................................................................................... 37 

9 Help menu ......................................................................................................................................... 38 

9.1 ClauseBank Help .................................................................................................................... 38 



   
MacroView ClauseBank v7 User Guide 

 

Effective: November 2010   

9.2 About ....................................................................................................................................... 38 



   
MacroView ClauseBank v7 User Guide 

 

Effective: November 2010  1 

1 Introduction 

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

MacroView ClauseBank is the result of MacroViewôs extensive experience with 
the development of custom document automation solutions for some of 
Australiaôs 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.  

MacroViewôs Document Management Framework won the 2005 MSD2D 
Peopleôs Choice Award for best SharePoint based document management 
software.  
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2 Where does ClauseBank surface? 

If the MacroView ClauseBank facility has been installed, the MacroView 
ClauseBank toolbar is available in your Word, PowerPoint and Outlook 
environments. In Office 2003 ClauseBank is available from the MacroView 
ClauseBank toolbar. In Office 2007 ClauseBank is available from the Insert tab 
on the Ribbon. 

2.1 Word 2003 

In Word 2003 MacroView ClauseBank provides a dropdown menu (Figure 1). 

 

Figure 1: The MacroView ClauseBank dropdown menu in Microsoft Word 2003 

From this menu you can choose to insert a Clause, insert a ClauseLink or 
expand a ClauseLink (Figure 2). 

 

Figure 2: The MacroView ClauseBank dropdown menu expanded in Microsoft Word 2003 

From the Word Insert menu you can also choose to insert a Clause, insert a 
ClauseLink or expand a ClauseLink (Figure 3) 
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Figure 3: The MacroView ClauseBank functions on the Insert menu in Microsoft Word 2003 

If there is no document open when you choose one of these menu items either 
from the ClauseBank toolbar or the Word Insert menu, a warning message will 
display (Figure 4). 

 

Figure 4: The warning message when no document is open in Microsoft Word 2003 

Note that when in Microsoft Word, you cannot Clauses/Slides created in 
Microsoft PowerPoint. 

2.2 PowerPoint 2003 

In PowerPoint 2003, MacroView ClauseBank provides a button to click to 
display the ClauseBank screen (Figure 5). 

 

Figure 5: The MacroView ClauseBank button in Microsoft PowerPoint 2003 

If there is no presentation open when you click this button, a warning message 
will display (Figure 6). 
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Figure 6: The warning message when no presentation is open in Microsoft PowerPoint 2003 

Note that when in Microsoft PowerPoint you can also Document Libraries with 
ñSlidesò in the name. 

2.3 Outlook 2003 

MacroView ClauseBank surfaces in Outlook 2003 as a dropdown menu when 
you are creating a new message (Figure 7). This functionality is only present if 
you have checked the box in Outlook, Options, Mail Format to Use Microsoft 
Word 2003 to edit e-mail messages. 

 

Figure 7: The MacroView ClauseBank dropdown menu in Microsoft Outlook 2003 

From this menu you can choose to insert a Clause, insert a ClauseLink or 
expand a ClauseLink to be added as an attachment (Figure 8). 

 

Figure 8: The MacroView ClauseBank dropdown menu expanded in Microsoft Outlook 2003 

2.4 Word 2007 

MacroView ClauseBank adds the ClauseBank group to the Insert tab on the 
Word 2007 Ribbon from where you can insert a Clause, insert a ClauseLink or 
expand a ClauseLink (Figure 9). 

 

Figure 9: The MacroView ClauseBank functions in Microsoft Word 2007 

Note that when in Microsoft Word, you cannot Clauses/Slides created in 
Microsoft PowerPoint. 

2.5 PowerPoint 2007 

MacroView ClauseBank adds the ClauseBank group to the Insert tab on the 
PowerPoint 2007 Ribbon from where you can insert a Clause (Figure 10)  
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Figure 10: The MacroView ClauseBank button in Microsoft PowerPoint 2007 

If there is no presentation open this button will be greyed out. 

Note that when in Microsoft PowerPoint you can also Document Libraries with 
ñSlidesò in the name. 

2.6 Outlook 2007 

MacroView ClauseBank adds the ClauseBank group to the Insert tab on the 
PowerPoint 2007 Ribbon from where you can insert a Clause when you are 
creating a new message (Figure 11). 

 

Figure 11: The MacroView ClauseBank button in Microsoft Outlook 2007 

2.7 Word 2010 

MacroView ClauseBank adds the ClauseBank group to the Insert tab on the 
Word 2010 Ribbon from where you can insert a Clause, insert a ClauseLink or 
expand a ClauseLink (Figure 12: The MacroView ClauseBank functions in 

Microsoft Word 2010). 

 

Figure 12: The MacroView ClauseBank functions in Microsoft Word 2010 

Note that when in Microsoft Word, you cannot Clauses/Slides created in 
Microsoft PowerPoint. 

2.8 PowerPoint 2010 

MacroView ClauseBank adds the ClauseBank group to the Insert tab on the 
PowerPoint 2010 Ribbon from where you can insert a Clause (Figure 13: The 
MacroView ClauseBank button in Microsoft PowerPoint 2010)  

 

Figure 13: The MacroView ClauseBank button in Microsoft PowerPoint 2010 

2.9 Outlook 2010 

MacroView ClauseBank adds the ClauseBank group to the Insert tab on the 
PowerPoint 2010 Ribbon from where you can insert a Clause when you are 
creating a new message (Figure 14: The MacroView ClauseBank button in 

Microsoft Outlook 2010). 
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Figure 14: The MacroView ClauseBank button in Microsoft Outlook 2010 
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3 Insert Clause 

When you click on the option to insert a clause, the MacroView ClauseBank 
screen displays. This screen is populated by retrieving clauses from a central 
SharePoint site (the ClauseBank site). Clauses are organised into Libraries and 
within each library by Category. 

Using the MacroView ClauseBank screen, you can preview any clause and 
select either a single clause or a number of clauses for insertion into the current 
Word document, Outlook message or PowerPoint presentation. 

MacroView ClauseBank automatically remembers your most recently selected 
ClauseBank Library the next time that you use MacroView ClauseBank. 

3.1 Display mode 

This screen can display in two modes: 

 Browse Tree-view  

 Details 

When in either display mode, you can readily switch between these two modes 
by choosing View and clicking the button displaying the name of the other 
mode. The button will be labelled Details while in Browse Tree-view mode and 
Browse Tree-view while in Details mode. 

3.2 Selecting a Clause Library and Category in Browse Tree-view Mode 

Browse Tree-view mode shows a tree-view of all ClauseBank sites that you 
can access ï potentially on multiple SharePoint servers (Figure 15). The 
Browse Tree-view also depicts the Clause Libraries available in each 
ClauseBank site and the Categories in each Clause Library. 

 

Figure 15: The MacroView ClauseBank screen in Browse Tree-view mode. 
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The first time you use MacroView ClauseBank you will be in Browse Tree-
view mode so that you can choose your ClauseBank site (Figure 16). 

 

Figure 16: When you first use ClauseBank you will need to select a server 

Click the ó+ô sign to expand the server node. MacroView will then display the 
ClauseBank sites that you have permission to access within that server. Only 
those sites whose names contain the word ClauseBank will be displayed 

(Figure 17). 

 

Figure 17: Four ClauseBank sites displayed 

Click the ó+ô sign to expand the ClauseBank site node. MacroView will then 
display the ClauseBank libraries that you have permission to access within that 
site. Only those document libraries whose names end in Clauses (and also 
Slides in PowerPoint), will be displayed (Figure 18). 
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Figure 18: Five Clause Libraries in óClauseBank Sydneyô site 

Click the ó+ô sign to expand the ClauseBank library node. MacroView will then 

display the ClauseBank categories within that library (Figure 19). 

 

Figure 19: Categories in óExecution Clausesô library 

If you click on the Clause library rather than the ó+ô the library is highlighted 
causing all the categories in that library to be displayed and all clauses in that 
library to appear in the Clauses list (Figure 20). Note that an All Categories 
option appears as the first category for all libraries so that all clauses available 
in the library can be viewed in one list. 
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Figure 20: A selected clause library with three Categories. 

If you click on a particular category only the clauses in that category will display 
in the clause list (Figure 21). 

 

Figure 21: A selected category with clauses displayed. 
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3.3 Selecting a Clause Library and Category in Details Mode 

Though you can use ClauseBank entirely in Browse Tree-view mode, you may 
prefer to focus on one particular ClauseBank site particularly if all the reusable 
content you use is available from a single ClauseBank site. If this is the case 
then the ClauseBank Details mode may be preferred. 

In Details mode the Clause Libraries in the current ClauseBank site can be 
selected from a drop-down list. The Categories within the currently selected 
Clause Library are shown, together with the Clauses in the currently selected 
Category (Figure 22). 

 

Figure 22: The MacroView ClauseBank screen in Details mode. 

The Libraries drop-down list shows the document libraries that are contained in 
the ClauseBank site. Similarly to the libraries in the Browse Tree-view, only 
those libraries whose names end in Clauses (and also Slides in PowerPoint) 
will be displayed (Figure 23).  

 

Figure 23:  An example Libraries drop-down list 

Each Clause Library can contain multiple categories. When you select a Clause 
Library its categories are displayed in the Categories list. Note that an All 
Categories option appears as the first category for all libraries so that all 

clauses available in the library can be viewed in one list. 



   
MacroView ClauseBank v7 User Guide 

 

Effective: November 2010  12 

3.4 Clauses List 

When you click on a Category, the valid clauses in that Category are displayed 
in the Clauses list. Valid clauses are those clauses that have not exceeded their 
Expiry Date. If there are no valid clauses for a particular Category and the 
option to Display Expired Clauses is not selected then that Category will not 
appear in the list. If there are no valid clauses for any category the All 
Categories will display No clauses foundé in the clauses list (Figure 24). 

 

Figure 24: The relationship between Categories and Clauses list 

3.5 Previewing a Clause 

You can preview clauses before selecting them to check that you are selecting 
the appropriate clause by using the Preview Pane or the Preview Window. 

Note that clicking a hyperlink contained in the preview text will not work if the 
selected clause is stored in the Clause Library as a Word document. 

3.5.1 Preview Pane 

When you click on a clause in the Clause list, the Preview pane shows a fully-
formatted display of the currently selected clause (Figure 25). Clicking on the 
Show Preview / Hide Preview toggles the pane open and closed. 

If the clause is longer than a page click the left and right arrows at the top of the 
Preview pane to page through the clause. 

Prev /Next page buttons 
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Figure 25: Multi-page clause displayed in Preview pane  

3.5.2 Preview Window 

Clicking the Preview Clause button will cause the preview to be displayed in a -
full-screen window (Figure 26). This is useful for reading through longer 
clauses. 

If the clause is longer than a page click the left and right arrows at the top of the 
Preview window to page through the clause. 

Prev /Next page buttons 

Preview Clause button 
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Figure 26: Multi-page clause displayed in Preview window 

Clicking the Close cross at the top right of the window will close the Preview 
Clause window (Figure 27). 
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Figure 27: MacroView ClauseBank with Preview window and Preview Pane closed 

3.6 Displaying the Clause Description 

When you click on a clause in the Clause list the Description pane displays 
any description text that has been created with the clause. This text is useful in 
assisting you to know when to use this particular clause. 

Clicking on the Show Description / Hide Description toggles the pane open 

and closed (Figure 28). 

 

Figure 28: Multi-page clause containing accent symbols displayed in Preview pane with 
description  
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3.7 Filtering Clauses in the Clauses list 

To restrict the list of clauses in the Clauses list, type text in the filter box and 
then click the filter button. You can filter clauses based on text found within the 
name of the clause or by text found in the content of the clause. 

Note that the Filter by Clause option is only available if you have MOSS. 

3.7.1 Filter by óName containsô 

By default the filter type is Name contains. Type part of the clause name in the 
Filter box that appears above the list then click the Filter button (Figure 29). 

 

Figure 29: Only those Clauses whose names contain the Filter characters ósoleô are listed 

ClauseBank will automatically restrict the list of Clauses to be only those whose 
names contain the characters that appear in the Filter box. 

To clear the filter, click the Clear Filter button. 

If the Capitalise filter argument setting is ticked, ClauseBank will display the 
filter characters in UPPER CASE within the names of the clauses in the 
Clauses list. See Section 8.2.1 for more detail about this setting. 

3.7.2 Filter by óClause containsô 

Select the filter type Clause contains. Type the text that you want to search for 
in the contents of the clause in the Filter box that appears above the list then 

click the Filter button (Figure 30). 

 

Figure 30 Only those Clauses that contain 'planning' in their body are listed 

ClauseBank will automatically restrict the list of Clauses to be only those whose 
content contain the characters that appear in the Filter box. 

To clear the filter, click the Clear Filter button. 

3.8 Selecting Clauses to Insert 

You need to select each clause and move it into the Selected Clauses list. You 
can choose a combination of clauses from various libraries and categories if 
you so desire. To move clauses into the Selected Clauses list, double-click on 
the clause in the Clauses list or alternatively click to select the clauses and then 
click the Select button (Figure 31). 

 

Figure 31: After clicking the Select button 

If Allow duplicate clauses is ticked in Tools, Options, you will be able to select 
and move each clause into the Selected Clauses list multiple times (Figure 32). 

See Section 8.2.1 for more details of this setting. 

Filter button 

óSelectô button 

Clear Filter button 
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Figure 32: Multiple copies of the clauses can be selected. 

3.9 De-Selecting Clauses 

To remove a clause from the Selected Clauses list, click to select the clause in 
your Selected Clauses list then click the Remove Clause button (Figure 33 

and Figure 34). 

 

Figure 33: Before clicking the Remove Clause button. 

Remove clause 
button 
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Figure 34: After clicking the Remove Clause button the clause no longer appears in the Selected 
Clauses list. 

3.10 Changing the Order in Which Clauses Will Be Inserted 

Clauses will be inserted into your document in the order in which they appear in 
the Selected Clauses list. To change the order of clauses in the Selected 
Clauses list click on a clause in that list and click the Move clause up or Move 
clause down buttons until the clauses are in the order that you require (Figure 

35). 

 

Move clause up 
Move clause down 

buttons 
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Figure 35: Adjusting the ordering of your Selected Clauses list 

3.11 Inserting Clauses 

When you have selected and ordered the clauses that you want to insert, click 
the OK button (Figure 36). 

 

Figure 36: Clicking the OK button will insert selected clauses into your document. 
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4 Insert ClauseLink 

When you click on the option to insert a ClauseLink, the MacroView 
ClauseBank screen displays. The functionality of this screen is as described in 
section 3 above. When you click OK instead of inserting the clauses in the 
clause list, links to each of the clauses are inserted in the document, message 

or presentation (Figure 37). 

 

 

 

Clause Link: Business 
Clause Link: Commissioner 

 
Figure 37: Inserted ClauseLinks 

The advantage of inserting ClauseLinks in certain documents rather than 
inserting actual clauses is that the clauses can be expanded when the 
document is being prepared to issue guaranteeing that the latest version of the 
clause is included. This is important for clauses that may update regularly with 
legal or fee information for instance. 
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5 Expand ClauseLinks 

When you click on the option to Expand ClauseLinks, every ClauseLink in the 
document will be replaced by the latest version of appropriate clause stored in 
the Clause library. 

You will be prompted to confirm that you want to expand all ClauseLinks in the 
document (Figure 38 and Figure 39). 

 

Figure 38: Dialog to confirm expansion of all ClauseLinks in the document 

 

Clause Link: Business 
Clause Link: Commissioner 
 
 

Business means the business and operations of the Principal and its 

related bodies corporate. 

Commissioner means the Federal Privacy Commissioner.   

 
Figure 39: Expanded ClauseLinks 

 

In Outlook 2003 messages, the clauses are added as attachments when they 
are expanded. 

http://mvuat/clausebanksyd/Definition%20Clauses/Business.doc
http://mvuat/clausebanksyd/Definition%20Clauses/Business.doc
http://mvuat/clausebanksyd/Definition%20Clauses/Business.doc
http://mvuat/clausebanksyd/Definition%20Clauses/Business.doc
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6 Right click menus on the Tree-view nodes 

6.1 Refresh 

Refresh (or pressing F5) updates the current node of the tree and everything 
below. So for example if you have selected a server node, Refresh updates all 
ClauseBanks, libraries, categories and clauses on that server. If you have 
selected a library node Refresh updates all categories and clauses in that 
library. 

6.2 Add ClauseBank source 

From the root node called óSharePoint Serversô in this example you can add 
ClauseBank sources (Figure 40). MacroView ClauseBank will prompt for 
information about your Microsoft Office SharePoint Server (MOSS) or your 
individual Windows SharePoint Server v3 website. If you have a MOSS server 
or Search Server 2008, ClauseBank will perform a search and will return all 
sites with 'ClauseBank' in the site title. If your ClauseBank source settings 
change, ClauseBank will refresh your ClauseBank tree-view and clear your 
ClauseBank tree-view cache. 

ClauseBank sites servers will have been configured by an Administrator. Refer 
to the MacroView ClauseBank Installation Guide for more detail. 

 

Figure 40 Add ClauseBank source and Refresh from root node 
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6.3 Edit / Remove ClauseBank source 

From the server node you can edit or remove ClauseBank sources (Figure 41). 
Refer to the MacroView ClauseBank Installation Guide for more detail. 

 

Figure 41 Edit/Remove ClauseBank source and Refresh from server node 

6.4 Open in browser 

MacroView ClauseBank allows quick and easy access to the SharePoint sites 
and libraries that contain the clauses (Figure 42). 

If Allow open in browser is ticked in Tools, Options, ClauseBank will display 
the Open in browser option in the menu when you right click a site or a library. 

See Section 8.2.1 for more details of this setting. 

If you click the Open in browser option the selected site or library will be 
opened in SharePoint. 

 

Figure 42 Open in browser, Add to Favorites and Refresh from site node 
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6.5 Add to favorites 

Right click a Clause library and click on the Add to favorites option to add a 
Clause library to your favorites list (Figure 43). 

 

Figure 43 Open in browser, Add to favorites and Refresh from library node 

You will be prompted to add a name for your Favorite which will default to the 
current site or library name (Figure 44). 

 

Figure 44 Enter Favorite name 
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When you click OK your Favorite will be added to the Favorites menu (See 

Figure 45). 

 

Figure 45 Favorites menu with your favorites added 
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7 Favorites menu 

From the Favorites menu you can click on items in your Favorites list and be 

positioned at that particular ClauseBank site or Library. 

7.1 Add 

When you click on Add the current ClauseBank site or Library is added to your 
Favorites list as described in section 6.5 above. 

7.2 Organise 

If you choose Organise, the Favorites tree-view displays. 

You can click the red cross to close this screen. 

7.2.1 Delete 

If you select a ClauseBank site or library and right click you can choose to 
Delete the selected Favorite (Figure 46). 

 

Figure 46 Organise Favorites right click menu to delete your Favorite 

You will be prompted to confirm the deletion (Figure 47. 

 

Figure 47 Prompt to confirm deletion of Favorite 

If you click OK that Favorite will be deleted. 
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7.2.2 Rename 

If you select a ClauseBank site or library and choose right click you can choose 
to Rename the selected Favorite (Figure 48). 

 

Figure 48 Organise Favorite right click menu to rename your Favorite 

You will be prompted for the new name of the Favorite. Enter the new name 
then click OK (Figure 49). 

 

Figure 49 Enter new name of your Favorite 
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7.2.3 Create Group 

If you right click the SharePoint Favorites node or a Group node you can create 
a group (Figure 50). 

 

Figure 50 Create Group option 

You will be prompted for the name of the Group (Figure 51). To name the 
group, enter a name and then click OK. 

 

Figure 51 Enter new name of your Favorite 
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7.2.4 Delete Group 

If you right click a Group node you can choose to delete that group (Figure 52). 

 

Figure 52 Delete Group option 

You will be prompted to confirm the deletion of the group (Figure 53). 

 

Figure 53 Prompt to confirm deletion of Group 



   
MacroView ClauseBank v7 User Guide 

 

Effective: November 2010  30 

7.3 Group ï Drag and Drop 

Once you have created a new group, you can drag and drop favourite 
ClauseBank sites and libraries into that Group and rename as desired (Figure 
54). 

 

 

Figure 54 Drag and Drop to re-order Favorites in Groups 
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8 Tools menu 

 

Figure 55: ClauseBank, Tools menu. 

8.1 Create ClauseBook 

To create a ClauseBook for a Clause Library, select the library then click Tools, 

Create ClauseBook (Figure 56). 

 

Figure 56: Tools, Create ClauseBook option. 

A ClauseBook is a Word document that contains the content of and information 
about all the clauses in a selected Clause Library.  

The ClauseBook will start with the Library name, Library URL and the date. This 
is followed by the clause name, clause category and clause content for each 
clause in alphabetic order. 
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A sample ClauseBook is shown in Figure 57. 

 

Figure 57: A ClauseBook for the Definition Clauses library 

The ClauseBook is written to the current Word document. This document can 
be based on a template that controls the layout of ClauseBooks so that the text 
complies with the formatting requirements of your organisation. 

8.2 Options 

If you click the Tools, Options on the MacroView ClauseBank screen, the 

ClauseBank Options screen will display (Figure 58). 

 

Figure 58: ClauseBank Options from the Tools, Options menu 

Settings in the ClauseBank Options dialog are implemented through user-based 
registry settings but can also be set and locked by IT administrators. 

The ClauseBank Options dialog consists of three main areas: 

 Preferences 

 Content  

 Support 

 




