WEST KM® QUICK REFERENCE GUIDE

Using West km for Transactions

Use West km for Transactions to search, view, and print your organization’s internal transactional )
For search assistance,

documents. Search results include summaries, comments by colleagues, and exemplar indicators to call West km Technical
help you quickly identify relevant content. You can also access West km for Transactions in West Support at
BriefTools®, which allows you to search for model agreements, forms, and filings, and then copy text 1-888-Westkm1

(1-888-937-8561),

from them into your draft documents in Microsoft® Word or Corel® WordPerfect®. option 3

Searching Transactional Documents

You can search your internal transactional documents, clauses, and defined terms. If you are searching
by title, West km for Transactions applies concept searching* to broaden your search by automatically
retrieving synonyms and related concepts for your search terms. For example, a search for loan
agreements might also retrieve credit and debt agreements.

Running a Search
To run a search, complete these steps:
1. Click the tab for the type of content you want to retrieve, e.g., Search Documents.

2. Type your search terms in the Title or Text text boxes, e.g., credit agreement, depending on whether
you want to search by text, title, or both. By default, the and connectort is used between terms.

3. Torestrict all or part of your search to specific library groups, such as office locations or practice
areas, click the Library Groups panel and then select or clear the library group check boxes to
include or exclude them from the search.

4. Click Search.
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The Search Documents tab

* Concept title searching is turned on when the Use Fuzzy Logic check box is selected on a search tab. If you do not see the Use
Fuzzy Logic check box, this feature is not available at your organization.

T You can also use other connectors and special characters to change relationships between your search terms and retrieve
variations of search terms. For more information, see the West km for Transactions User Guide.
WEST.



Using Field Restrictions

Use the Fields panel on a search tab when you know details about the transactional documents you
want to retrieve, such as document analysis and DMS field criteria, e.g., party name, matter ID, abstract.
Enter as much or as little information as you know in the fields. By default, the and connector is used to
connect terms in a field and to connect multiple fields*.

To run a search that uses field restrictions, click the Fields panel on a search tab. Then type information
in one or more fields and click Search.

West km Documents

Lgaton | Transactons
[ Sewn bovumens || Ssanoiuses | SeanhoaeaTas |
Thie: [t agreament  use ruzzy Looie IEEREN
Text: [secured Help
To restrict your search, type information in one or more fields on the ——| @ rieus
) Clear Al Fels
Fields panel.
Document Filds Prai Fods
Defined Term Tie | pstract |
ClauseTite | Author I
Atomeys [ cientio |
ooveningLow  [rew yare clertame [
Law Firm [ @ [No date restriction -
Partes [ CreateDate AT
PP —
Wost kanFielis
commerts | DS Dos Type |
I Exemplar Document DM Nurnber |
Limts [ Exemplar Form Flename [
I Results with Comments
vatero [
VatterName |
@ |No date restriction [
ModifedDate  © Aer
PP —
@ LraryGrow
© woicome

The Fields panel

Viewing the Result List

The result list displays the documents, clauses, or defined terms retrieved by your search. The first three
search terms and surrounding text are shown in the result list to help you find relevant content. To view
the full text of a document, clause, or defined term, click its title.
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The result list for a document search

* You can also use other connectors and special characters to change relationships between your search terms and retrieve
variations of search terms. For more information, see the West km for Transactions User Guide.
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Viewing a Document, Clause, or Defined Term

After you click a title in the result list, the section of text containing the first occurrence of your search
terms is displayed in the right frame. Options for working with the document, clause, or defined term
are displayed under Tasks in the left frame. Exemplar documents, clauses, and defined terms and

exemplar forms are marked with anicon (El or E‘Ea); click anicon to read comments that can help
you evaluate the model language, clause, or definition.
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A transactional document

Viewing a Summary

To view a summary of a document, clause, or defined term, click Summary next to the title in the result
list or click the View Summary link (e.g., View Document Summary) in the Tasks list. The summary
includes profile metadata about the document and an outline, as well as links to defined terms,
referenced documents, and sections of the summary.
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To view a section of the summary, click a link in the footer. \
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Abstract:

Author: Ahmed, Saleh

Client ID:
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DMS Doc Type: DOC
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A transactional summary

* Comments and exemplar markings that have been added to a document by a colleague with annotator rights are attached to the

document. As a result, they are viewable from the document, as well as from all clauses and defined terms originating from the
document.

 The file that is stored in your organization’s document management system (DMS) is loaded and e-mailed in its original format,
e.g., a Microsoft Word document, when you click Load Copy or Email File.
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Using West km for Transactions with Your Word Processor

With West km for Transactions in West BriefTools, you can search your organization’s transactional
documents while working on a draft document in Microsoft Word or Corel WordPerfect.

To access West km Transactions in West BriefTools, complete these steps:

1. Open a draft document in Microsoft Word or Corel WordPerfect.

2. Open West Solutions by doing one of the following:

* On your word processor’s toolbar, click the West Solutions button.

* In your word processor, click the West Solutions menu, and then choose West Solutions.

* In Word 2007, click the West Solutions tab, and then click the West Solutions button.

3. Inthe West Solutions window, click Select Product, and then choose West km Transactions.

The Search pane is displayed.

In the Search pane, click a content type, select a search option, type
one or more terms in the text boxes, and click Search.

To change search templates, click Basic Search or Advanced Search. —
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Purchase Agreement

AGREEMENT made this day of 20__, between [specify
seller] (hereinaster referred to as "Seller”), a [specify state] corporation having its offices at
[specify address], [specify buyer] (hercinafter referred to as "Buyar’), a [specify state]
corporation having its offices at [specify address], and [specify guarantor], (hereinafter referred
to as "Guarantor”), a [specify state] corporation having its offices at [specify address].

FIRST: Seller is hereby selling and Buyer is hereby purchasing the following assets ("Assets”}
Seller at the price, temms and conditions hereinafter set forth

A. Al accounts recelvable owned by Seller as of [specify date] as listed on "Schedule A"
annexed hereto and made a part hereof.

B. Allright, title and interest in and to the name [specify name], which name Seller warran
and represents to be the only trade name and trademark used by Seller in the course of |
business.

Allinventory listed on "Schedule B annexed hereto and made a part hereof. Seller
represents that said inventory provides certain of the parts, supplies and other items
necessary to fill the orders listed on "Schedule C” hereof.

D._All of Seller's orders from customers as listed on "Schedule C," annexed hereto and mad

o

The Search pane in the West km for Transactions window

From a result, you can easily copy and paste text from an existing document, clause, or defined term
into your draft document. Select the section of the text you want to copy and drag the text selection into

your draft document.

To display the full text of the document in the pane below, click a title —_}
in the result list. To view all sections of the document, click Summary.

To print the result list, click Print Doc.

To print the document, to e-mail or open the DMS file, or to view

comments about the document, click Options.

To use text from a retrieved document, clause, or defined term, drag/

selected text into your draft document.

Published 4/10. West km version 4.6.1. L-357136.
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Purchase Agreement
AGREEMENT made this dayof 20__, between [specify

seller] (hereinafter referred to as "Seller’), a [speciy state] corperation having its offices at
[specify address]. [specify buyer] (hereinafter refemred to as "Buyer’), a [specify state]
corporation having its offices at [specify address], and [specify guerantor], (hereinafter referred
toas "Guarantor”), a [specify state] corporation having its offices at [specify address]

11 itions Tn this A . orin any hereto, the following capitalized
temms shall have the respective meanings set out below and grammatical variations of such terms.
shall have corzesponding meanings:

®
WEIRST: Seler is hereby selling and fouver s hercby purchasing the following assets ("Assets”)
of Seller at the price, terms and conditions hereinafter set forth

A All accounts receivable owned by Seller as of [specify date]as listed on "Schedule A."
annexed hereto and made a part hereof.

B. Allright, title and interest in and to the name [specify name], which name Seller wamants
and represents to be the only trade name and trademark used by Seller in the course ofits
business

C. Allinventory listed on "Schedule B" annexed hereto and made a part hereof. Seller
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