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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). Certain portions of

the licensed MacroView Software were developed by third parties other than
MacroView (ATHinsd)Parmthe Adedyri ght -dnor t he
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.
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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 ClauseBanki s t he result of MacroViewds e
the development of custom document automation solutions for some of

Australiads |l eading banks, law firms and 1
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.

Ma c r o V bawiéest Management Framework won the 2005 MSD2D
P e o p ICloizesAward for best SharePoint based document management
software.

Effective: November 2010 1
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2 Where does ClauseBank surface?

2.1 Word 2003

Effective: November 2010

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.

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

I Document4 - Microsoft Word
File Edit Wew Insert Formak  Tools  Table  Window  WISDOM  Help

NG HRAG R TR G B S0 o8

4_1 Morrnal = Times Mew Roman = 12 1r| B 7 U |§ = = =

| WISDOM ClauseBank » !
Figurel: TheMacroVievClauseBankropdown menu in Microsoft Word 2003

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

'@i Document? - Microsoft Word

! Fle Edt Wew Insert Format  Tools  Table  window  WISDOM  Help

NS H RS GRITE L B 08

: A4 Mormal » TimesMewRoman - 12 ~ | B & U |

[ WISDOM ClauseBank = !

Insert Clause. ..

Insert ClauseLink. ..

Expand ClauseLlinks
Figure TheMacroVievClauseBankropdown menu expandédicrosoft 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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Insert | Formak Toaols Table  Win

Break. ..

Page Murmbers. .,

Date and Time. ..

AutoText 3
Field. ..
Symbal. ..

N

Comment

Reference 3

\Web Component. ..

Pickure 3
Picture From SharePoint. ..
Link to a File in SharePaint. ..

Text File from SharePoint. ..

Clause, ..

ClauseLink. ..

Expand ClauseLin

f,4 Diagram...
Figures: TheMacroViewlauseBankunctions on the InserturiarMicrosoft 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).

WISDOM ClauseBank

- | ) &n open document is required For this operation. WISDOM ClauseBank Functionality cancelled.

Figurel: 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

Effective: November 2010

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

EE Microsoft PowerPoint - [Presentation1]
EL] File Edit Wiew Insert Format  Tools  Slide Show  Window  Help

FRNG=R" RERNE RENE A« W R - A RN R W=h
: WISDOM ClauseBank !
Figures: TheMacroVievClauseBankutton 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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WISDOM ClauseBank

1 ) An open docurment is required For this aperation, WISDOM ClauseBank functionality cancelled.

Figures: The warning message when no presentation is open in Microsoft PowerPoint 2003

Note that when in Microsoft PowerPoint you can also Document Libraries with
ASlidesd 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.

E¥ Untitled Message

! Fle Edit Wew Insert Format  Tools  Table  Window  WISDOM  Help

: WISDOM ClauseBank = ||
Figureér: TheMacroVievClauseBankropdown menu in Micr@utioo2003

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).

E¥ Untitled Message

! File Edt Wiew Insert Format  Tools  Table  window  WISDOM  Help

:[wISDOM ClauseBank = | i
Insert Clause. .. LY 3w |L§’

Insert Clauselink. ..

] Options... = | HTML

Expand Clauselinks

Figure3: TheMacroVievClauseBankropdown menu expanded in Micosioh2003

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).

;/l;'!,-,\\ [ RN X AN Documentl - Microsoft Word -
da
Home Insert Page Layout References Mailings Review View Developer Wisdom Markup ‘WISDOM
|£) Cover Page ~ j BEE LEP lj ni &, Hyperlink 3 _j j; 2| Quick Parts ~ % Signature Line ~ | TT Equatio Eh Clause =9 Text File
| [ = = =] £ |
_] Blank Page EE Ak Bookmark = = = Al wordart - [5} Date & Time £2 symbolf~ 2% Clauselink Link to a File
= Table Picture Clip Shapes SmartArt Chart Header Footer Page Text - . P ) )
4= Page Break - Art - ' Cross-reference - +  Mumber~ || Box+ == DropCap b3 Object ~ ~\ Expand ClauseLinks & Picture

Pages Tables Ilustrations Links Header & Footer Text Symbols ClauseBank SharePoint

Figured: TheMacroVievClauseBankunctions 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)

Effective: November 2010 4
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ﬁ i Presentationl - Microsoft PowerPaint

_/ H. [ Dn Anions Slidow Tﬁw V Dev ioper .
3 |l B8 B8 [P P il x,,_eJ_Jj,ﬁﬂ- 0w &

Table Picture Cllp Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Mavie Souhd
- At Album~- - Box & Footer v G Time Number = =

Tables Ilustrations Links Text Media Clips

FigurelQ TheMacroVievClauseBankutton in Microsoft PowerPoint 2007

E:Clause

|24 Picture

< / ShareFoint

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

Note that when in Microsoft PowerPoint you can also Document Libraries with
iSlideso 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).

Do)\ 962+ )7 Untitled - Message (HTML) _ =
1
—/ Message Insert Options Format Text Developer ]

@ J J ﬂ j j u I._]_a] 'L? Shapes ~ | @, Hyperlink Texf: Box~  AS Drop -Ca|.3 TT Equation ~ = dause

JSmartArt A& Bookmark || |5 Quick Parts ~ %Date &Time | £ Symbol -
Attach Attach Business Calendar Slgnature Table Picture  Clip X = X X
File ftem Card~ - Art '.hChar‘f ﬂWordAr‘r' *gd Ohject 3= Haorizontd Line

Include Tables Iustrations Links Text Symbals ClauseBank

Figurell TheMacroVievCluseBanlbutton 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).

W= U 4= 05 Document2 [Compatibility Made] - Microsoft Word (==
Home Insert Page Layout References Mailings Review View & Q
] Cover Page ~ EE 1 SmartArt & Hyperlink =S| Header - =2 Quick Parts = - TT Equation &=\ Clauselink [y Text File
Bil } J == A ’ﬁ a
] Blank Page hChart A Bookmark 5 Footer ~ ﬂWurdArt N i—!) £2 Symbal ~ @, Expand Clauselinks ‘)’,) Link to a File
= Table | Picture Clip Shapes .. Text - Clause )
+= Page Break - Art + [ Screenshot + [} Cross-reference | (2] Page Humber ~ | goy~ 25 Dio by - t@ Picture
Pages Tables Nlustrations Links Header & Footer Text Symbols ClauseBank SharePoint

Figurel2 TheMacroViewClauseBankunctions 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)

|E‘ = Q&= Presentationl - Microsoft PowerPoint [o] B [
Home Insert Design Transitions Animations Slide Show Review View & e

=N % i:!) Date & Time & % j 18l Picture
j Vil 4- @ P_J h J :_ Tc &27 =
u _]‘J (et } n L#] Slide Number
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Hype Action Text Header WordArt . Equation Symbo Video Audio

- Art - Album * - Box &Footer v '8 Object - - -
Tables Images Tllustrations Links Text Symbols Media

Figurel3 TheMacroVievClauseBankutton iiMicrosoft PowerPoint 2010

Clause

ClauseB...| SharePoint

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).

Effective: November 2010 5
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HH9™ e s

Message Insert Options

0§ =4 ® m 2 O

Table

Attach Outlook Business Calendar Signature

File Item Card ~ -
Tables

Untitled - Message (HTML)

Format Text

> @
TC Egquation ﬂ Attachment
£ 2 Symbol E Picture
2 . . Clause
%= Horizontal Line
ClaseBink SharePoint

Symbols

Include

Effective: November 2010

Figurel4 TheMacroVievClauseBankutton in Microsoft Outlook 2010



MacroView ClauseBank v7

3

3.1 Display mode

User Guide

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.

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 i 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.

13| CVs Clauses

A-K
Company
Examples

13| Support Clauses
3] Training Clauses

3] Deed Agreement Clauses
= 3] Definition Clauses
All categories

13| Execution Clauses

3] Finandal Planning Clauses
53| Invoicing Clauses

3] MacroView Sample Clauses
13| Marketing Clauses

3] PreSales Email Clauses

r 3
' MacroView ClauseBank @
View Favorites Tools  Help
= % SharePoint Servers = | |Name contains A
= r"!.la Intranet
=) ﬂ'ﬁ Internal ClauseBank AgreementPortalSoftware AgreementPortalSoftware2
AgreementPortalSoftware2

**AgreementPortalSoftwareno section™*
*Privacy Act™

This is landscape

yWwogsas

m

Hide Description

- OK

- Cancel

Effective: November 2010

Figurel5 TheMacroVievClauseBankcreennBrowse Tregiewmode.
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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).

[S5c)

W MacroView ClauseBank

View  Favorites  Tools  Help

= 5, SharePoint Servers Name contains '
2, Intranet

BN mvUAT]

Show Preview -

Hide Description —

FigureL@ When you first use ClauseBank you will need tseseierct a

Click the 6+6 sign tMacreWawawiil thentdiplaytlseer ver n¢
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).

[S5c)

! MacroView ClauseBank

View  Favorites  Teols  Help

= 5, sharePoint Servers Name contains '
2 Intranet
SN
ClauseBank Hong Kong
ﬂﬁ ClauseBank London
ﬂﬁ ClauseBank MNew York
ﬂﬁ ClauseBank Sydney

~
Hide Description -

Figurel 7. Four ClauseBank sites displayed

Cl i ¢c k ighteexgarddhe €lauseBank 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).

Effective: November 2010 8
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! MacroView ClauseBank lﬁ

View Favorites Tools  Help

= b%, SharePoint Servers MName contains s
ﬁ-‘-ﬁ!ﬁ Intranet
Bl &, mvUAT
ﬂ.’r_ﬁ ClauseBank Hong Kong
ﬂﬁ ClauseBank London
ﬂ’r_ﬁ ClauseBank New York
= 34
13] Definition Clauses
3| Execution Clauses
43| Finandal Planning Clauses » x
13| MacroView sample dauses
23] Marketing dauses
13| Test Clauses

:
Hide Description —

Figurel8 FiveClause Libiasi n 6 Cl| Sy d m&Byadh k

Click the 06+6 sign to expavadoVieh willtich auseBal
display the ClauseBank categories within that library (Figure 19).

w0 MacroView ClauseBank lﬁ

View Favorites Tools Help

= ﬁ!, SharePoint Servers MName contains s
&, Intranet
Bl &, mvUAT
ﬂ’r_ﬁ ClauseBank Hong Kong
#4 ClauseBank London
ﬂ}_ﬁ ClauseBank Mew York
= 3

3] Definition Clauses

(= 3] Execution Clauses -
' All categories » x
! Company
) Firm/Partnership
! Individual

3] Finandial Planning Clauses
13| MacroView sample dauses
3] Marketing dlauses

3] Test Clauses

'
Hide Description —

Figurel9 Categorieis Exedution Clausiisrary

If you click on the Clause libraryr at her t thalibrary ik lEghlighted
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.

Effective: November 2010 9
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! MacroView ClauseBank

S50

View Favorites Tools  Help

= 5, sharePoint Servers
ﬁ% Intranet
Bl &, mvUAT
ﬂﬁ ClauseBank Hong Kong
aﬁ ClauseBank London
aﬁ ClauseBank MNew York
= aﬁ ClauseBank Sydney
13] Definition Clauses
=@
) All cateqgories
! Company

) Individual

53] Marketing dauses
23] Test Clauses

FEEE

) Firm/Partnership

3] Finandial Planning Clauses
23] MacroView sample dauses

MName contains hd

Director and Secretary

Firm Partnership Execution

Individual

Joint Borrowing Motice

Sole Director and Sole Company Secretary
Sole Director

Hide Description

- K

— Cancel

FigureQ A selected clause librarytiiuige Categories.

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

w0 MacroView ClauseBank

S

View Favorites Tools Help

Bl & SharePoint Servers
&, Intranet
Bl &, mvUAT
aﬁ ClauseBank Hong Kong
#4 ClauseBank London
aﬁ ClauseBank Mew York
= aﬁ ClauseBank Sydney
3] Definition Clauses
(= 3] Execution Clauses
1 All categories

8] Corper]

) Individual

13| Marketing dauses
23] Test Clauses

EEEE

) Firm/Partnership

13| Finandal Planning Clauses
23] MacroView sample dauses

Mame contains -

Director and Secretary
Sole Director and Sole Company Secretary
Sole Director

Hide Description

- K

— Cancel

Figurel A selectechtegorwyithclauses displayed

Effective: November 2010
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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).

' MacreView ClauseBank

[S5)

View Favorites Tools Help

[Execuﬁcn Clauses '] [Name contains hd
Director and Secretary

Cormpany Firm Partnership Execution

Firm/Partnership Individual

Individual Joint Borrowing Motice

Sole Director and Sole Company Secretary
Sole Director

Hide Description

-

o Cancel

Figure22 TheMacroVievClauseBankcreen iDetais 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).

W' MacreView ClauseBank

=]

View Favorites Tools Help

MacroView Sample Clauses
Marketing Clauses
PreSales Email Clauses
Support Clauses

Training Clauses

[Deﬁniﬁm Clauses '] [Name contains hd
g;zé:!:rs::ment Clauses AgreementPortalSoftware
Defnition Clases AgreementPortalSoftware2
: = *=agreementPortalSoftwareno section™

Execution Clauses =*5ai r

A ; usiness
Finandial Planning Clauses =+ ommissioner =*
Invoicing Clauses =2 onatitution ™=

F*Privacy Act™*
This is landscape
yWwogsas

Hide Description

-

o Cancel

Effective: November 2010

Figure23 An examplebrariesdropdown 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.

11
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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 willdisplayNo ¢ | a u s e sinthecclausas #st (Figure 24).

! MacroView ClauseBank

[S5c=)

View Favorites Tools  Help

[Test Clauses

v] [Name contains hd

No dauses found...

Hide Description

- Cancel

Figure4 The relationship betw€ategorieandClausedist

3.5 Previewing a Clause

(>

Prev /Next page buttons

Effective: November 2010

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.

12
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' MacroView ClauseBank

S5

View Favorites Tools Help

Bl &, SharePoint Servers
&, Intranet
Bl &, mvUAT
ﬂﬁ ClauseBank Hong Kong
aﬁ ClauseBank Londan
ﬂﬁ ClauseBank New York
= ﬂﬁ ClauseBank Sydney
3] Definition Clauses
3] Execution Clauses
= | 3] Finandial Planning Clauses
' All categories
' Planning
' Products
23] MacroView sample dauses
= |&] Marketing dauses

»

Mame contains -

m

' All categaries The quick brown fox jumps over the lazy dog
) Brochure WISE Advisers Logo
' Logos S

FFACME Investments Logo™™

Corporate Profile

Creating and Maintaining your own Extranets
**Flexible Reporting via EXCEL**
**Generating Documents Accurately and Productively
** egal Technology Support™*

MacroView Precedent

Managing and Finding Precedents

Managing Data for Property Matters (docx)
Managing Data for Property Matters
MacroView Message and MacroView DMF
MacroView

Our Approach

Qur Approach

Qur Expertise

Superannuation strategy

MacroView

MacroView

—t— . —" 8l
MacroView Precedent
Automated Document Assembly with the Power of SharePoint

The name MacroView Precedent reflectsits origins in the legal industry where
the 'best of breed’ documents (precedents) are marked up with special
codes so that they become the basis of future documents.

¥ N

ol fi Dir, oot 1o o tonael do by EYT

anel tnbiitines forlbuioin

13

m

Hide Description

-

- Cancel

Figure25 Multipage clause displayelrgvievpane

3.5.2 Preview Window

Preview Clause button

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

Effective: November 2010
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® Clause preview

MacroView

MacroView Precedent
Automated Document Assembly with the Power of SharePoint

MacroView
Precedent

The name MacroView Precedent reflectsits origins in the legal industry where
the 'best of breed’ documents (precedents) are marked up with special

codes so that they become the basis of future documents.

MacroView Precedent is designed to be easy and intuitive for business users

but it can handle the automation of the most demanding documents and

document packages. WISDOM Precedent is more powerful than other
document automation tools because it uses Microsoft SharePoint as a
business-user-friendly store forthe variable content required in documents.

Works in Microsoft Word

A major Australian

orgamisation with 1,500

users gained a 50%

improvement in productivity

Eliminates Re-Keying of Data

Microsoft
l:%.’) SharePoint

| - Products and
[+ Technologies

MacroView Precedent runs within the user's Microsoft Word environment,
both fordocument assembly and for precedent markup. All the familiar
Word features forformatting and document structure are available.

A maior Australian organisation has 1,500 users around Australia using
MacroView Precedent to automate the generation of its commercial
lending agreements. MacroView Precedent improved productivity by 50%.

A further advantage of this Word-based operation is integration with your
existing document management system. Documents assembled by
MacroView Precedent are Word documents and can be profiled and saved
automatically in line with your organisational standards.

MacroView Precedent recognises when variable data is required to
assemble a document and determines whether that data can be
retrieved froman existing database or froma collaborative web site
created with Microsoft SharePoint. This eliminates the effort (and risk of
error) associatedwith users re-keying that data and enables business
users to manage the datathat is required fordocument generation.

MacroView Precedent can be configured to retrieve data frommost
Practice Management and Client Relationship Management systems.

MacroView Precedent Remembers

Only use up-to-date Clauses

Effective: November 2010

Like any good document automation system, MacroView Precedent
supports Answer Files, which record all responses made by the user as
documents are assembled. Answer can then be recalled and re-used to
make the generation oflater documents significantly more efficient

MacroView Precedent stores its Answer Files on a central database.
Suitably authorised staff can view, edit and archive Answer Files using a
SharePoint web part in their web browser. They can also generate
summary and detail reports of Answer file activity.

MacroView Precedent has been designed to minimise use of network
bandwidth when accessing the central Answer File database.

The Clause Link feature allows you to retrieve standard clauses froma
central SharePoint site at the time you create a new document fromthe
precedent. This minimizes the risk that your precedents will contain out-

Figurea Multpage clause displayed in Preview window

User Guide

| »

m

Clicking the Close cross at the top right of the window will close the Preview
Clause window (Figure 27).

14
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! MacroView ClauseBank

S5

View Favorites Tools  Help

= 5, sharePoint Servers
ﬁ'-f—ﬁ Intranet
Bl &, mvUAT
ﬂﬁ ClauseBank Hong Kong
ﬂﬁ ClauseBank London
aﬂ ClauseBank MNew York
= ﬂﬁ ClauseBank Sydney
13] Definition Clauses
3| Execution Clauses
43| Finandal Planning Clauses
13| MacroView sample dauses
= || Marketing dauses
1 Al categories
| Brochure
! Logos
! Proposal
3] Test Clauses

MName contains hd

**Flexible Reporting via EXCEL**

**Generating Documents Accurately and Productively
**_ egal Technology Support™*

Managing Data for Property Matters {docx)

Qur Approach

Qur Expertise

The guick brown fox jumps over the lazy dog

o s o
Hide Description

-

— Cancel

Figure7 MacroVievClauseBakwith Previewindovand Preview Pariesed

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).

! MacroView ClauseBank

S5

View Favorites Tools Help

Bl & SharePoint Servers
&, Intranet
Bl &, mvUAT
ﬂﬂ ClauseBank Hong Kong
ﬂﬁ ClauseBank London
ﬂﬂ ClauseBank New York
= ﬂﬁ ClauseBank Sydney
3] Definition Clauses
113] Execution Clauses
3] Financial Planning Clauses
23] MacroView sample dauses
(= 3] Marketing dauses
' All categories
| Brochure
! Logos
! Proposal
3] Test Clauses

Mame contains -

**Flexible Reporting via EXCEL™

**Generating Documents Accurately and Productively
*#_ egal Technology Support™*

Managing Data for Froperty Matters {docx)

Cur Approach

Our Expertise

The quick brown fox jumps over the lazy dog

Qur Approach

WWe take a creative, fresh approachto legal practice. We value a high
level of communication between our teams and clients. We are
continually seeking new and innovative ways to deliver superior
outcomes forour clients.

We have a solid understanding of leqgal practice, our clients’ businesses,

and the industries in which they operate. We are frequently selected by
clients to work on many high-value, complex transactions. We are

m

O omont Eoc)
Hide Description

-

- Cancel

Figure8 Multpage clause containing acgembals displayed in Previewygitime
description

Effective: November 2010
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3.7 Filtering Clauses in the Clauses list

&)

Filter button

Clear Filter button

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 Name containsd

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).

Mame conkains w || zole

Director and Secretar
Firm Partnership Exectltion SOLE Direckor and SOLE Company Secretary

Individusl # SCLE Direckar

Joink Borrowing Mokice
Sole Director and Saole Company Secrekary
Sole Direckar

Figure29 Only those Clauses whose names contain the Filter éharadtdistéd

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.

372Fi Il ter byontdisbause ¢

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).

Clause contains + ||planning]

Acme Retirement Pension Flan - Cash

Acme Retirement Pension Flan - Equities
#cme Retiremnent Pension Plan - International
Asset allocation strategy

Acrne Retirement Pension Plan - International
Asset allocation strategy
Supetannuation strabegy
Reasonable Benefit Limit

Introduction Acme Retirement Pension Plan - Cash
Marvel Investments — Global Fund Acrme Retirement Pension Plan - Equities
Reasonable Benefit Linik Recormmended products

Recommended products Introduckion

Superannuation strategy
Top 20 holdings

Figure800nly those Clauses that contain 'planning’ in their boady 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

&Sel

Effective: November 2010

)

euttond

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).

Figure31 After clicking tBelectbutton

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.
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! MacroView ClauseBank ﬁ

View Favorites Tools  Help
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Intranet
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v Firm Partnership Execution Joint Borrowing Motice
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= 4 ClauseBank Sydney Sole Director
23] Definition Clauses
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) Company
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0 Individual
23] Finandial Planning Clauses
3] MacroView sample dauses
3] Marketing dauses
23] Test Clauses

»E]

Individual execution "
Hide Description —

Figure82 Multiple copies of tteuss can e selected

3.9 De-Selecting Clauses

To remove a clause from the Selected Clauses list, click to select the clause in
x | your Selected Clauses list then click the Remove Clause button (Figure 33
and Figure 34).

— Remove clause

| button =5

View Favorites Tools  Help

= ,.-"51“ SharePoint Servers Mame contains -

Intranet
= i mylJAT Director and Secretary Individual

Firm Partnership Execution Sole Director and Sole Company Secretar
aﬁ ClauseBank Hong Kong Individual

ﬂﬁ ClauseBank London Joint Borrowing Motice
aﬁ ClauseBank New York Sole Director and Sole Company Secretary
= ﬂﬁ ClauseBank Sydney Sole Director
3] Definition Clauses
= |la] Execution Clauses E]
1 All categories
! Company

) Firm/Partnership
) Individual
23| Finandal Planning Clauses
3] MacroView sample dauses

13| Marketing dauses
23] Test Clauses

:
Hide Description —

Figure33 Beforeclicking theRemoveClausebutton

BEEEE
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! MacroView ClauseBank ﬁ

View Favorites Tools  Help

= 5, sharePoint Servers Name contains A

2 Intranet

o B o Drector and Secretary fgvicea |

Firm Partnership Execution
ﬂﬁ ClauseBank Hong Kong Individual

ﬂﬁ ClauseBank London Joint Borrowing Motice
aﬁ ClauseBank MNew York Sole Director and Sole Company Secretary
= ﬂﬁ ClauseBank Sydney Sole Director
13] Definition Clauses
= |3 Execution Clauses
Al categories >
! Company
) Firm/Partnership v
) Individual
3] Finandal Planning Clauses
23] MacroView sample dauses
3] Marketing dauses
3] Test Clauses

Individual execution L
Hide Description

— Cancel

Figured4 After clicking tRemoveClausebuttontteclausenolonger appearstieSelected
Clausedist.

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
Yy | ﬂ the Selected Clauses list. To change the order of clauses in the Selected
M Clauses list click on a clause in that list and click the Move clause up or Move
ove clause up . : ) .
Move clause down clause down buttons until the clauses are in the order that you require (Figure
buttons 35).
[ ! MacroView ClauseBank M

View  Favorites  Tools  Help

B &, sharePoint Servers Name contains -

2, Intranet

Director and Secretary Individual
= E‘L}!ﬂ' mvUAT Firm Partnership Execution

Joint Borrowing MNotice
§fi clauseBank Hong Kong Individual Sole Director and Sole Company Secretar
ﬂﬂ ClauseBank London Joint Borrowing Motice
aﬁ ClauseBank New York Sole Director and Sole Company Secretary
= ﬂﬁ ClauseBank Sydney Sle Director
23] Definition Clauses
= |3 Execution Clauses
1 All categories

4
' Company
) Firm/Partnership

) Individual
43| Finandal Planning Clauses
13| MacroView sample dauses
23] Marketing dauses
13| Test Clauses

,
Hide Description

— Cancel
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= 5, sharePoint Servers
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Bl &, mvUAT
ﬁﬁ ClauseBank Hong Kong
ﬁﬁ ClauseBank London
ﬁﬁ ClauseBank Mew York
= ﬂﬁ ClauseBank Sydney
23] Definition Clauses
= |3 Execution Clauses
1 All cateqgories
) Company
) Firm/Partnership
0 Individual

3] Marketing dauses
23] Test Clauses

HFREEE

23] Finandial Planning Clauses
3] MacroView sample dauses

MName contains b

Director and Secretary

Firm Partnership Execution

Individual

Jeint Borrowing Motice

Sole Director and Sole Company Secretary
Sole Director

Individual

Sole Director and Sole Company Secretar

Joint Borrowing Motice

MEE

Hide Description

s aK

— Cancel

Figure35 Adjusting the ordering of $elactedClausedist

3.11 Inserting Clauses

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

w0 MacroView ClauseBank

S

View Favorites Tools Help

B &, SharePoint Servers
2, Intranet
B &L myuaT
ﬂﬁ ClauseBank Hong Kong
ﬂﬁ ClauseBank London
ﬂﬁ ClauseBank New York
= ﬂﬁ ClauseBank Sydney
23] Definition Clauses
(= 3] Execution Clauses
) All categories
) Company
) Firm/Partnership
) Individual
13| Finandal Planning Clauses
3] MacroView sample dauses
13| Marketing dauses
3] Test Clauses

FEEE

MName contains hd

Director and Secretary

Firm Partnership Execution

Individual

Joint Borrowing Motice

Sole Director and Sole Company Secretary
Sole Director

Individual

Joint Borrowing MNotice
Sole Director and Sole Company Secretar

[P

Hide Description

1

Figure3a Clicking theKbutton wilhsert selected clauses into your document.

Effective: November 2010
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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).

w0 MacroView ClauseBank ﬁ
View Favorites Tools  Help
Bl & SharePoint Servers Name contains hd
2 Intranet : -
= 2, mUAT Business Business
Commissioner
ﬂ.‘r_ﬁ ClauseBank Hong Kong Constitution

ﬂtﬁ ClauseBank London

ﬂﬁ ClauseBank New York

= ﬂtﬁ ClauseBank Sydney

3| Definition Clauses

13| Execution Clauses

3] Finandial Planning Clauses
23] MacroView sample dauses
53] Marketing dauses

23] Test Clauses

MR

FEEREEBE

Commissioner means the Federal Privacy Commissioner X 0K
Hide Description = Cancel

Clause Link: Business
Clause Link: Commissioner

Figure7. Inserte@lauseinks

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.

Effective: November 2010 20
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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).

r

MacroView Claus=Bank I&'

l . This will expand all Clauselinks in the current document.

Ok ] ’ Cancel

e

Figure38 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.

Figure89 Expanded ClauseLinks

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

Effective: November 2010 21
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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 O0Shomcae&®di nt Ser
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.

==

W MacroView ClauseBank

View Favorites Tools Help

= f‘-Jﬂ | [hizme contains T
2. Intranet ’_ Add ClauseBank source
Bl 43 mVUAT Refresh
ﬁﬁ Claw:
ﬁtﬁ ClauseBank London
g4 ClauseBank New York
= ﬁi‘ﬁ ClauseBank Sydney
23] Definition Clauses
3] Execution Clauses
3] Finandal Planning Clauses
3] MacroView sample dauses
23] Marketing dauses
3] Test Clauses

,
Hide Description =

Figuret0Add ClauseBank souraadRefresifrom 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.

! MacroView ClauseBank ﬁ

View Favorites Tools Help

= b'—-% SharePoint Servers Mame contains e
b'—-é. Intranet
5 [

Edit ClauseBank source
Remove ClauseBank source

Refresh

0 ® @&

53| Definition Clauses
53] Execution Clauses
53| Finandal Planning Clauses b
53] MacroView sample dauses
53| Marketing dauses v
53] Test Clauses

'
Hide Description —

Figuret1Edit/Remove ClauseBank sowandRefrestfrom 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.

! MacroView ClauseBank ﬁ
View  Favorites Tools Help
= L, sharePoint Servers Name contains -
B Intranet B
usiness
) 435 mUUAT Commissioner
ﬂﬁ ClauseBank Hong Kong Constitution

ﬂﬁ ClauseBank London
ﬂﬁ ClauseBank New York
[=] ﬂﬁ ClauseBank Sydney

&l

3] Exe Open in browser )
LEB] Finary Add to favorites 4 ®
53] Macr

3] Mar Refresh =

3] Test Clauses

,
Hide Description —

Figuret20pen in browseAdd to FavorésandRefresirom 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).

! MacroView ClauseBank ﬁ

View  Favorites Tools Help

= L, sharePoint Servers Name contains -
B Intranet B
usiness
B "% mvUAT Commissioner
ﬂﬁ ClauseBank Hong Kong Constitution
ﬂﬁ ClauseBank London
ﬂﬂ ClauseBank New York
[=] aﬁ ClauseBank Sydney
Open in browser -
Add to favorites 2 x
Refresh -
3] Test Clauses

Hide Description —

Figuret30Open in browseAdd to avoritesandRefresHromlibrarynode

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

W MacroView ClauseBank | 28 |

View Favorites Tools Help

= ﬁ% SharePoint Servers Mame contains -
ﬁ% Intranet -
& 2 muar B e -
ﬂﬂ ClauseBank Hong Kong -
aﬁ ClauseBank London MacroView ClauseBank ﬁ
§4 ClauseBank New York
=] aﬁ ClauseBank Sydney Please enter the new name of the favorite:
13| Definition Clauses
53] Execution Clauses 4
53] Finandal Planning Clauses x
23] MacroView sample dauses
53] Marketing dauses v
13| Test Clauses

Hide Description —

Figurel4Enter Favorite name
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When you click OK your Favorite will be added to the Favorites menu (See
Figure 45).

' MacroView ClauseBank ﬁ

View | Favorites | Tools Help

= ,,% Add Mame contains -

q Organise
B 4

Business
Commissioner

Definition Clauses Constitution

gl ClauseBank New York
= ﬁﬂ ClauseBank Sydney
&
=3] Execution Clauses
3] Finandial Planning Clauses »
53| MacroView sample dauses
3] Marketing dauses
53] Test Clauses

EEEEEBH

Show Preview = oK
Hide Description —

Figuret5Favorits menu with yoawbrites added
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From the Favorites menu you can click on items in your Favorites list and be
positioned at that particular ClauseBank site or Library.

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 Favorites menu
7.1 Add
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).

s

W MacroView ClauseBank

’ 52 ||
W Faverites @ |—|

View  Favorites  Tools  Help

= ¢ SharePoirt Favortes

= E"hln SharePoint Servers
L. Intranet
B F, mUAT
ﬂﬁ ClauseBank Hong Kong
ﬂﬁ ClauseBank London
§4 clauseBank New York
= ﬂﬁ ClauseBank Sydney
53] Definition Clauses
53| Execution Clauses

23] Marketing dauses
3] Test Clauses

53] Finandal Planning Clause
53] MacroView sample dause

[E&T] Definition Clauses:

Delete

Rename...

Hide Description

Effective: November 2010

*x
v
,
Figurel6Organise Favostght click menu to delete your Favorite
You will be prompted to confirm the deletion (Figure 47.
MacroView ClauseBank ﬁ
; Ix Are you sure you want to delete the 'Definition Clauses' favorite?
[ Ok ] ’ Cancel
Figuret7Prompt to confirm deletion of teavori
If you click OK that Favorite will be deleted.
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7.2.2 Rename

User Guide

If you select a ClauseBank site or library and choose right click you can choose

to Rename the selected Favorite (Figure 48).

[ W MacroView ClauseBank [ N Favorites ﬂ )
View Favorites Tools Help O - SharePeint Favorites
Bl &, SharePaint Servers —"'1‘
ﬂ-l-n Intranet Elete
Bl & myAT | Rename... |
ﬁﬁ ClauseBank Hong Kong
ﬁﬁ ClauseBank London
ﬁﬁ ClauseBank Mew York
= ﬁﬁ ClauseBank Sydney
53| Definition Clauses
53] Execution Clauses =
53] Finandal Planning Clause s
53] MacroView sample dause
53] Marketing dauses v
3] Test Clauses
:
Figuret8Organis€avorite 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).
MacroView ClauseBank ﬁ
Please enter the new name of the favorite:
Figurel9Enter new name of your Favorite
Effective: November 2010 27



MacroView ClauseBank v7

7.2.3 Create Group

User Guide

If you right click the SharePoint Favorites node or a Group node you can create

a group (Figure 50).

W MacroView ClauseBank

r
Wl Favorites

View  Favorites  Tools

Help

=508

El £, SharePoint Servers
,.—"E—ﬂ Intranet
S
ﬂﬁ ClauseBank Hong Kong
ﬂﬁ ClauseBank London
ﬂﬂ ClauseBank New York
= m ClauseBank Sydney
3| Definition Clauses
13| Execution Clauses

23] Marketing dauses
& Test Clauses

HEREREEE

23] Financial Planning Clause
23] MacroView sample dause

SR ShareFoirt Favorites

43| Definition Clause Create group

Delete group

Hide Description

Effective: November 2010

Figures0Create Group option

. oK

- Cancel

You will be prompted for the name of the Group (Figure 51). To name the

group, enter a name and then click OK.

F

MacroView Claus=Bank

o]

Please enter a group name:

Defintions

Figures1Enter 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).

User Guide

W MacroView ClauseBank

View Favorites Tools  Hel

B 5, SharePoint Servers
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2 &, mvuaT
aﬁ ClauseBank London
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53] Finandial Planning

HEREEEE

4] Test Clauses

ﬂﬁ ClauseBank Hong Kong |
ﬂﬂ ClauseBank New York

:a| Definition Clauses
53] Execution Clauses

53] MacroView sample dause
53| Marketing dauses

W Favorites ﬁ
P Bl ¢ SharePoirt Favorites
53| Definition Clauses
i
Create group
Delete group
Clause

Hide Description

Figure&s2Delete Group option

- Cancel

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

F

MacroView Claus=Bank

(S

& Areyou sure you want to delete the 'Definitions' favorite group and all

L& favorites and sub-groups it contains?

oK | [ Cancel

Effective: November 2010

Figuréb3Prompt to confirm deletion of Group
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7.3 Group i 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

Effective: November 2010

54).

r

i Favortes

S5c)

= ¢ SharePoint Favorites
§4 ClauseBank London
ﬂﬁ ClauseBank Sydney
= ||, Definitions
za] Definttion Clauses
z&] Execution Clauses
za] Financial Planning Clauses

¢ Favorites

= -y SharePoint Favortes

= ) ClauseBanks
ﬂiﬁ ClauseBank London
ﬂiﬁ ClauseBank Sydney

= | Definitions
z&| Definttion Clauses
& Bxecution Clauses
z&| Financial Planning Clauses

Figurex4 Drag and Drop teareler Favorites in Groups

User Guide
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8 Tools menu

Tools | Help

Create ClauseBook :J

Options 3

Refresh F5 C
o

User Guide

' MacroView ClauseBank

View

Favorites | Tools | Help

= &, SharePoint Se

Create ClauseBook

t‘dame contains

ﬂﬁ ClauseBank London

ﬂﬂ ClauseBank Mew York

= ﬂﬁ ClauseBank Sydney
53] Definition Clauses
43| Execution Clauses
53] Finandal Planning Clauses
53| MacroView sample dauses
53] Marketing dauses
13| Test Clauses

er"éa Intranet i
; b.__% mylIAT Options Business
Refresh F5 Commissioner
3 Clause onstitution

Hide Description

Figuress ClauseBank, Tooignu.

8.1 Create ClauseBook

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

Create

ClauseBook (Figure 56).

' MacroView ClauseBank

(S

B &, SharePoint Se
. Intranet
Bl &, mvUAT
ﬂﬁ Clauss

View  Favorites | Teols

Help
Create ClauseBocok & contains -

Options
Refresh

F5

Business
Commissioner
onstitution

ﬂﬁ ClauseBank London

ﬂﬁ ClauseBank New Yark

= ﬂﬁ ClauseBank Sydney
53] Definition Clauses
53] Execution Clauses
53] Finandal Planning Clauses
53] MacroView sample dauses
53] Marketing dauses
3] Test Clauses

Hide Description

-

- Cancel

Effective: November 2010

Figuréb@ 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.

Library Mame: Definition Clauses
Library URL: http:/fmwwssp/sitesiwisdomelausebank/definition clauses
Date: 14 Sep 2006

[Clause Name: Business]
[Clause Category: & - K]

Business means the business and operations of the Principal and its related hodies
carporate

[Clause Mame: Commussicner)

[Clause Category: & - K]

Commissioner means the Federal Privacy Commissioner.

[Clause Mame: Constitution]
[Clause Category: & - K]

Constitution means the constitution of the ==Company/Managed Investment Scheme==, as
arnended from time to time

[Clause Mame: Privacy Act]
[Clause Category: L - Z]
Privacy Act means the Privacy Act 1988 {Cth) as amended from time to time

Figure 7. AClauseBookortheDefinition Clausdibrary

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).

Figureéb8 ClauseBanptionsfrom th& oolsOptionsnenu

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
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