LEXZUR for Word

Objectives

® Setup the integration with LEXZUR
® Use the Addon:
© Add Clauses
Add Variables
Add Contracts
Upload Documents

o O O

Steps

LEXZUR word add-on allows you to easily create and manage document templates to improve efficiency and increase productivity. This Add-on is used to
create and automate contract templates and streamline your document workflow.

This Add-On can be installed from the app source store from Microsoft Word per user and also can be installed per Organization in Microsoft

1
Word Web or Desktop application.

@ Learn more about how to install the add-on here.

Getting Started:
After you have added the add-on, you have to Log in to connect Word to your LEXZUR account.

You will be asked to enter the credentials of your LEXZUR account for the integration to happen.

After the integration is made, you will be able to Insert or Add/Insert Clauses, Add Variables, Add Contracts, and Upload Documents to the system.
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NON-DISCLOSURE AGREEMENT

PARTIES

- This Non-Disclosure Agreement (hereinafter referred to as the “Agreement”™) is entered into
on (the “Effective Date”), by and between .
with an address of . (hereinafter referred to as the “Disclosing Party™) and

. with an address of . (hereinafter referred to as the
“Receiving Party”) (collectively referred to as the “Parties™).

CONFIDENTIAL INFORMATION

- The Receiving Party agress not to disclose, copy. clone, or modify any confidential
information related to the Disclosing Party and agrees not to use any such information without & Pass d o
obtaining consent.

- “Confidential nformation” refers to any data and/or information that i1s related to the @ Data Center (UK) ~

Disclosing Party, in any form, including, but not limited to, oral or written. Such confidential
information includes, but is not limited to, any information related to the business or industry

of the Disclosing Party, such as discoveries, processes, techniques. programs, knowledge “
bases, customer lists, potential customers, business partners, affiliated partners, leads, know- gt vour ,

how. or any other services related to the Disclosing Party. [+]
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Add Clauses:

The add-on allows you to either insert predefined clauses into your contract document or add a new clause to the system directly through the Word app.

Click on Insert Clause, to add predefined clauses. You can choose from the clauses that you've already added to the system.


https://documentation.lexzur.com/display/A4L/How+to+Install+Lexzur+for+Word+Addon

From the Insert Clause section, search for the name of the clause, and click on it.
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< Add Clause

General Employment Contract Type
THIS AGREEMENT (the "Agreement”) is entered into on this ___day of by and between All
. located at ( the” Disclosing Party”). and
with an address at (the “Receiving

e — _— Name *
Party”).
fGeneraI Emp\oymenﬂ

The Receiving Party hereto desites to participate in  discussions regarding

(the “T: fon”). During these diseussions. Disclosing Party may e
share certain propristary information with the Receiving Party. Therefore, in consideration of the mutual
promises and covenants contained in this Agreement, and other good and valuable consideration, the
receipt and sufficiency of which is hereby acknowledged. the parties hereto agree as follows:

1. inition of Confidential Information.
(a)  For purposes of this Agreement. “Confidential Information” means any data or ___dayof  byand
information that is proprictary to the Disclosing Party and not generally known to the public. whether in between .
tangible or intangible form. in whatever medium provided, whether unmodified or modified by locatedat
Receiving Party or its Representatives (as defined herein), whenever and however disclosed, S LRSS )
including. but not limited to: (i) any marketing strategies. plans, financial information, or projections. A
div> div>div> p>span Y

operations, sales estimates, business plans and performance results selating to the past, present or fiture
business activities of such party, its affiliates, subsidiaries and affiliated companies: (if) plans for products

or services. and customer or supplier lists: (iii) any scientific or technical information. invention, design,

process. procedure. formula. improvement. technology or method: (iv) any concepts. reports, data, know=

how. works-in-progress. designs. development tools. specifications. computer software, source code.
The content of this clause will be added to your document, thus reducing the effort and time in adding repeated and common contract clauses.
Additionally, you can add your document as a new clause directly from the word add-on.

Choose Add Clause, the whole document text will be added as the new clause’s content, of course, you can manage this by adding or deleting sentences.

You just need to specify if the new clause is for all contract types or choose one type and give it a name.
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General Employment
. X . Ref
THIS AGREEMENT (the "Agreement”) is cntered into on this ____day of by and betwesn
. located at ( the” Disclosing Party”). and
with an address at (the “Receiving Label .
Party”) a
The Receiving Party hercto desires to participate in  discussions regarding Language -

(the “Transaction™). During these discussions, Disclosing Party may
share certain proprietary information with the Receiving Party. Therefore, in consideration of the mutual ;
promises and covenants contained in this Agreement, and other good and valuable consideration, the
receipt and sufficiency of which is hereby acknowledged, the partics hereto agres as follows:

8allg=ll 4l -

1. inition of Confidential Information.

()  For purpeses of this Agreement, “Confidential Information” means any data or
information that is proprietary to the Disclosing Party and not generally known to the public. whether in
tangible or intangible form, in whatever medium provided, whether unmodified or modified by
Receiving Party or its Representatives (as defined herein), whenever and however disclosed,
including, but not limited to: (i) any marketing strategies, plans, financial information, or projections,
operations, sales cstimates, business plans and performance results relating to the past, present or future
business activities of such party. its affiliates. subsidiaries and affiliated companies: (ii) plans for products
or services. and customer or supplier lists: (iif) any scientific or technical information. invention, design.
process, procedure. formula. improvement. technology or method: (iv) any concepts. reports. data. know-

how, works-in-progress, designs, development tools, specifications, computer software, source code,

SET AS PUBLIC
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You can also set this clause as private and allow some users to edit it.
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Once done press Submit. You can now view your new clause within the Clause library in LEXZUR.

| List Clauses|/ Add

NDA Clause- Obligations of Receiving Party /‘ ﬁ
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Confidentiality-sales agreement 7 i}
General Employment / ﬁ
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Add Variables:

To add a new variable inside your document, click on Variables from the Add-on menu.




1 Variables might be added to create Templates from the Word add-on. These are the fields that will be filled in by the user later on when filling
out the questionnaire. Learn how to create Contra Templates in this guide.

Place the cursor in your document where you want the variable to be inserted, then from the Word Addon page, give this variable a name, type, and press |
nsert Variable.

The variable is added to your document with special characters to be readable by the system.
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<
General Employment AGREEMENT
THIS AGREEMENT (the "Agreement”) is entered into on this ___dav of by and between App Variable >
. located at lthe" ${VariablsFirst Pmy}:{GREEMENT”).
and with an address at Tthe ivi
Party”). Replace >
The Rccciving Party hereto desires to  participate in  discussions regarding . » .
(the “T ion”). During these discussions. Disclosing Party may New Variable  Existing Variable
share certain proprictary information with the Receiving Party. Therefore, in consideration of the mutual
promises and covenants contained in this Agreement, and other good and valuable consideration, the "
receipt and sufficiency of which is hereby acknowledged. the parties hereto agree as follows: First Party
1. Definition of Confidential Information.
E ariable name

(@)  For purposes of this Agrecment. “Confidential Information” means any data or
information that is proprietary to the Disclosing Party and not generally known to the public. whether in
tangible or intangible form. in whatever medium provided, whether unmodified or modified by
Receiving Party or its Representatives (as defined herein), whenever and however disclosed.
including, but not limited to: (i) any marketing strategies. plans, financial information, or projections.
business activities of such party. its affiliates. subsidiaries and affiliated companies: (ii) plans for products
or services, and customer or supplier lists: (iii) any scientific or technical information. invention, design.
process. procedure. formula, improvement, technology or method: (iv) any concepts, reports, data, know-

DN dan a et beale e PRS- L aan

You can customize these characters from the App Variable option, specify the start and end characters and update your changes.

All the variables could be then listed in the Existing Variable tab so that you can choose to add them again within the document.


https://documentation.lexzur.com/display/A4L/How+to+Create+Contra+Template+using+the+Word+Add-on
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Add Contracts:
Furthermore, you can generate a new contract and create a contract template:

To Create a new contract, you can either generate a contract from a template or upload contracts.



Lexzur for Word App X Lexzur for Word App X
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< Generate Contract

=
Add Clause Approval Center ‘
.

Generate Contract

= | (x)

Insert Clause Variables Create contract from a questionnaire —

—
E/ ﬁ Create/Upload a new Contract

Add Contract Upload Document
Add Contract Template —

@ 7]

Settings Contact Support

® The “Create contract from a questionnaire” option is just the same as adding a contract using a predefined template from the system.



Lexzur for Word App X

£ Generate Contract

Type *

Commercial Lease Agreement v
Sub type

None v

Choose template *

None v

Document name

Commercial Lease of ABC docx

So, choose the document type, and based on this type, select the template that you will use, name this document, and press on Next.

The following page is the questionnaire that you should fill out.

® For the “Create/Upload a new contract” option, you will be asked to fill in some mandatory and optional fields: such as the contract type, name,
requester, Date, priority, and many others.
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NON-DISCLOSURE AGREEMENT (NDA)

This Nondisclosure Agreement or ("Agreement") has been entered into on the date of 2023-03-
02 and is by and between:

Contract Details ~

Party Disclosing Information: Branding Company with a mailing address of (*Disclosing
Party’). Type * — —

Non-disclosure Agreement v
Party Receiving Information: Lauren Travis with a mailing address of ("Receiving Party”). 9

Name ~p—

For the purpo: NDA-Lauren

.of preventing the unauthorized disclosure of Confidential Information as defined
to a confidential relationship concerning the disclosure of
certain proprietary and confidential information ("Confidential Information").

1. Definition of Confidential Information. For purposes of this Agreement, "Confidential
Information” shall include all information or material that has or could have commercial value or
other utility in the business in which Disclosing Party is engaged. If Confidential Information is in
written form, the Disclosing Party shall label or stamp the materials with the word "Confidential"
or some similar warning. If Confidential Information is transmitted orally, the Disclosing Party
shall promptly provide writing indicating that such oral communication constituted Confidential
Information.

2. Exclusions frem Confidential Information. Receiving Party's obligations under this
Agreement do not extend to information that is: (a) publicly known at the time of disclosure or
subsequently becomes publicly known through no fault of the Receiving Party; (b) discovered or
created by the Receiving Party before disclosure by Disclosing Party; (c) learned by the
Receiving Party through legitimate means other than from the Disclosing Party or Disclosing

Party's representatives; or (d) is disclosed by Receiving Party with Disclosing Party's prior °
written approval.

Requestel v

Document name

1 Incase you have variables added to your document, you will be asked to fill in these variable fields while uploading the contract.

Once done, a new contract will be created and added to the list of contracts in the system. The Word document will be saved in the related Attachments
tab of the contract.

® Asforthe" Add Contract Template", read this guide to know more.

Back to Top
Upload Documents:

Moreover, the Word add-on enables you to upload this document directly to LEXZUR, you can either upload it to the IDocs Module, or other modules.


https://documentation.lexzur.com/display/A4L/How+to+Create+Contra+Template+using+the+Word+Add-on

« Lexzur for Word App v %

Lexzur for Word App v
Document name
< Upload Document e @ NDA-Lauren Travis docx
Document name Keywo ds
NDA-Lauren Travis g .docx

Upload To Docs Upload To Other

Select Module
Upload To Dacs Upload To Other

Select Directory O Contract
4 Contract Templates 27 © Matter —
4 Document Generator 1
O Intellectual Property
4 Documents 2
» Hearing Templates 4 O Client
4 Supporting Documents 4
» Templates 2 Search for Matter - v

& 2024-01-05_12-05-34pg

& UPLOAD & UPLOAD

Therefore, name the document, and select the destination folder or the name of the Matter/Contract/IP/Client.

Back to Top

For more information about LEXZUR, kindly reach out to us at help@lexzur.com.

Thank you!
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