How To Find a Form by Category or Keyword:
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To Access a Form by a CATEGORY Type: 

1.
Click once on the Find Forms by Category or Keyword button on the main menu, 

2.
Click once on the desired category, and double click on the number of the form you wish to use.  

To Access a Form by a KEYWORD Search:

1.
Click once on the Find Forms by Category or Keyword box on the Main Menu.

2.
Key in a word, letters, or phrase in the KEYWORD SEARCH BOX and depress the Enter key.  

For example, if you wish to search for all the forms containing the word "Nurse" or Nursing" in the title, enter the letters nurs and depress Enter. 

3.
A scroll list of all the forms containing that string in the form title will appear.  

4.
Double click the desired form number to use the form.  

 To Access a Form by a NUMERIC Search:

Allows you to search for a form based on numerals contained in the form number.  For example, you know a form number contains the number 1610, but you don’t know if it is a DA or DOD form.  

1.
Click once on the Find Forms by Category or Keyword box on the Main Menu.

2.
Click once in the Numeric Search Box.

3.
Key in the numeric portion of the form number, i.e. 1610.

4.
Depress the Enter key.

5.
A table will display all the forms, including local forms, with the number (1610) in the form number. 

6.
Double-click on the desired form number in this table to launch the form.

This also works with partial numbers such as 16, but more forms would be identified matching the search criteria.
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