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1. Snippets

A snippet is a Word document that can be reused across an unlimited number of documents. A good
example of use of a snippet is a header for a letter. If the details of the header change, all the documents in

use can be updated in one move, by updating the snippet.

11  Create a Snippet

To create a new snippet:

1. Create a new Word Document.
2. Add the content that is required in the snippet to the document. In this example, a company header
will be used.

3. Save the document as a .DOCX file.

In this example, a company header was created, as follows:

123 Fourth Street
% | [J LY | YER ) Sydney, NSW 2000
www.friendlylaw.com

Cory Bates-Rogers
Attorney at Law

Email: friends@friendlylaw.com
Phone: 0405 333 444
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12 Upload the Snippet to Smarter Drafter

This Word document can now be added to the list of snippets available in Smarter Drafter. To add the

shippet:

Click Application Settings.
Click Snippets.
Click New Snippet.

. Build

Option Sets Replacement Rules Template Sty es@ Snippets
B Fill — AN
Submissions
@ + New Snippet B New Folder
"z Companies
-~ Snippets

= Users v

34 Terms and Conditions
"% Directories

39 Terms and Conditions 2
& Groups

# E-Signatures
B Reports

Account

@ § Application Settings

The Add Snippet pop up opens.

»ow N

Give the snippet a name that can be recognised in the list of snippets.

Select the appropriate folder.
Use the Upload feature to add the DOCX file.
Click Add.

Add Snippet

Name *

@ Header friendly

Folder

@ Snippets

File Name *

Drag & drop your file here

R

Global Forms Form Settings
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1.3 Manage the Snippet

The snippet is now available in the list. To manage the snippet, click the ellipsis (three buttons):

1. Click Edit to open an Update Snippet pop up where you can change the name, update the . DOCX
file, or move the snippet to a new folder.

2. Click Download Snippet button allows you to download the . DOCX file.

3. You can also Delete the Snippst.

+ New Snippet New Folder Q. Search..
~ Snippets

34 Terms and Conditions

39 Terms and Conditions 2

44 Header friendly

7 Edit

L]

Download Snippet

B Delete Snippet

Note: When you update the DOCX file with the Edit button, the snippet is updated across all the documents
in which it is used.
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2. Use the Snippet in a Document

The snippet can now be dropped into a document template. In Microsoft Word, open one of the document

templates in which you wish to use this snippet. Ensure Design Mode is enabled.

In this example, the snippet is a header, so the header area has been opened. The cursor is positioned in the

place where the snippet content is intended to be place.

I'I'I'I'I';-I'l-l'zvl'3-I<4'I'S'I'S'I'7'I-ﬁ'l'9'l-lo'l'll'l'12~l-13'I'14'|-15<IL1'J'I'I-I'I'

[Header |  Date:finsertDate]

Open the Smarter Drafter MS Word Add-In. To find the required snippset:

1. Click More.
2. Click Snippsts.

) smarter drafter

A i)

B Forms Named Ranges More v Testing

Searct )
earen Company Fields

Personal details Firm and Office Fields v

- Formatting Controls

Contact E-Signature Fields v

Snippets

Dynamic Snippets
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21 Select the Snippet

The list of snippets is opened. The Header snippet that was created for the example is visible. Click Add.

S
A_C_1_1 E
& Forms Named Ranges Snippets v Testing
Filter by Name
Q
| M@ Snippets -
B Terms and Conditions m
B Terms and Conditions 2 ADD
B Header friendly ADD

2.2 The Snippetisin Place

With Design Mode enabled, the snippet can be identified. VWhen this document is generated, the header will be

in the position where the snippet was placed.

(~Hreaterfriewdty |+ fyHeaderfriendtyy




