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Appending Data to a Table 

1. 2. 

4. 5. 

3. 

Ensure that the data to be added is arranged in rows 
within an Excel worksheet or a Word table. The column 
structure must be identical to that of the destination table, 
with no header row. Select and copy the data to append as 
if you were pasting it as normal. 

6. 

If your table includes validated data tags, the new rows are 
tagged and validated. Tagged data that fails validation is 
shown in red, with a yellow cell border. 

Correct any failed validations and click the ‘Save’ button.  
 
Please note that this functionality allows users to include 
blank header-row only tables in templates that can later be 
populated in live contracts, ensuring standardised tables. 

Click on the ‘…’ button to the left of any table row. 

Click on the clipboard icon that pops up from the ‘…’ button. 
Whichever row you append from, the data is appended at 
the bottom of the table. 

Open the contract, navigate to the contract heading with the 
table to append data to, hover over the contract heading 
text, and click ‘Edit’. 
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