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Combine and Complete Contract Document
(Demo Part 3/3)
Complete your personalized contract document using APTA's automated White Book.

1 Welcome to the last part of the APTA automated White Book demo.

You should have completed both Excel input files (as shown in the Demo Part 1)
and created your contract templates with mail merge (as shown in the Demo Part
2).
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2 After generating the two customized Word documents, save them with your
desired file names.

3 Then, combine the documents by copying the entire content of the technical
specification document.
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4 Paste the text into the commercial terms document at the end of Section 5, just
before Section 7. I found the correct location here by searching with control-F for
Section 7.
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5 Now paste the technical specifications.
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6 Use Merge Formatting when pasting to maintain consistent style.

7 Next, review and finalize the document.

All content imported from Excel will appear in red font.
Review each red entry and change the font color to Automatic or black once
confirmed.

Check for formatting consistency—make sure symbols, lists, and indentation
appear as expected.

Some parts of the document may require images, logo, tables, or additional
forms or appendices. These are noted throughout the document and-or listed in
the checklist. Use the checklist to ensure all content is correctly inserted and all
required elements are present.
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8 Once everything is complete, update the Table of Contents to reflect the final
structure. Delete the current table of contents and use the References tab to
create a new one.

9 Your contract document is now ready for submission or internal review.
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