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Exporting a Contract With Attachments as a Single PDF 

1. 2. 

3. 4. 

Select 
‘Export’ from 
the ‘Actions’ 
drop-down 
menu 

Hold the six-dot 
icon and drag a 
file to the top to 
have it start the 
exported PDF or 
to rearrange its 
order, or click 
the top / bottom 
icons to toggle it 
between front 
and end 

Choose your contract formatting options 

Click  
‘Proceed’ 

This option is 
automatically selected 
for PDF exports if the 
contract has 
attachments, so 
deselect it to export 
without them 

Click  
‘Export’ 

Click on the 
contract you 
want to 
export 
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