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Creating and Sharing Affinitext Links: 
 
 
Introduction: 
 
When communicating with others about specific parts of your contract, the most efficient way 
in which to do this is by sharing a link to the clause in the Affinitext library. 
 
This ensures that they are looking at the same version you are looking at, it directs them to the 
clause in the context of the rest of the agreement, any references to other clauses will be linked 
and the pop-up definitions will operate. 
 
It is also saves you time in not having to provide a bread-crumb trail reference to the clause 
and, because sharing a link is just a click away, the recipient is much more likely to respond, 
and, respond more quickly. 
 
This function is also useful if you want to create a Note at one clause to direct to another 
clause, or to add a clause link to a Task. 
 
 
How to Share a Link: 
 
In the Affinitext book, go to the clause you want to share and click on the Table of Contents 
(TOC) at the clause or the lowest granularity available, so that the reference clause is at the top 
of the right-hand panel. 
 
Eg to reference ‘Ending on Change of Control’ click on that clause in the TOC on left hand side 
to show this clause heading on right.  This is also the location for 5.10.1 within this clause as 
Ending on Change of Control is the lowest granularity available within the TOC. 
 



 

 

 
 
Then click on the ‘Email Link’ or ‘Copy Link’ buttons found on the top grey menu bar: 
 

 
 
 
‘Email Link’ will create an email for you.  The subject title will contain the name of the clause 
and the body of the email will contain the location and link to the clause.  Add your recipient 
and any additional text to the email and send. 
 
‘Copy Link’ will simply pick up the URL of the clause for you to paste into a document, Note, 
Task, etc. 
 



 

 

Upon clicking on the link, the user is linked directly to the clause identified.  If the user is not 
already logged into Affinitext, they will firstly be directed to the login page. 
 
If you have received an Affinitext link and have opened the link, you can obtain information on 
the book by noting the book name on the top black bar, the breadcrumb trail to identify the 
section of the book and the TOC on the left hand panel.  For further information, click on the 
blue ‘Information’ button to the left of the breadcrumb trail to display information on the 
project name, parties and date of execution. 
 
To show the book in relation to the rest of the project, click the ‘Show in Folder’ button which 
will create a home page tab and show where the book is in the context of the rest of the 
project. 
 

 
 
 
For more information, contact support@affinitextgroup.com. 
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