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Tagging Data in a Table 

1. 2. 

6. 

Click on the luggage tag icon at 
the top of the column to open the 
‘Tag Table Column’ box 
 

Each entry in the column is tagged, and each 
row is assigned a page of tags as shown at 
the top of the tag section 

Confirm 
whether 
the table 
has an 
existing 
header 
row or not 
and then 
click 
‘Proceed’ 

Select the tag to apply to the first column for 
tagging and click ‘+ Add’ 

When you have finished, click ‘Save’ to 
save the tags. 

Open the contract containing the table you 
wish to tag and click ‘Edit’ on the heading 
holding it 
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