How to Route Electronic Form in AMEDD:

When you are ready to send a form in AMEDD, a send form dialog box will appear.  This dialog box will contain four tabs.  They will consist of : Compose,  Route, Package , and Security.

· View the “Compose” tab.   Notice that the Subject name of the form is automatically inserted. 

Note:  When a person receives the form in their email, the subject will begin with PFM:  followed by the name of the form.  Always open your form inside AMEDD, and not in your mailer.

· You may click inside the “Subject” field at any time and rename the subject.  Here we added (Dawn Smith) to the Subject area after June 2001.  The normal default is the name of the form and date of the form.
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· In the Notes area, AMEDD has included default information on the form type.  You have the option to delete the contents, and insert your own personal note to the person you are sending the form.  Insure you select Current data record.

· Once the routing sequence has been determined, click on Address to pop-up screen to access the address book.  Obtain selection by typing in the name or selecting from the list.  An example of process is shown below. When you click on the Address you will see individual names come up as follows:
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· First select the names of the people for routing.  Once you select all the individuals, you will modify the following:

· From the “Route” tab Option, choose the routing method you wish to use.   Broadcast (sending form to all addresses at once) or Sequential (sending to each addressee in turn).  Broadcast would be an example of sending the form to many individuals as in a survey for their response. Sequential is default.  If you choose Sequential, you have the option of changing the routing sequence by highlighting a specific name, and using the move up or down arrow keys.  The names MUST appear in the sequence you want to route.  Place a check mark inside Return Receipt to be prompted by your mailer when the recipient receives your form.

Note the example in the next dialog box.  Although

there is only one name in the routing, you could have

five, for example.  Click on any name, and hit the

move up or down arrow, and arrange the sequence

before you send to the first person on the listing.

· Return Receipt field.  Recommend checking this block to be notified in your mailer when the next addressee has received and is reviewing your form.






· Note: You may remove a person from the Routing List in the Compose tab by highlighting the name and clicking on the Remove button.

· The “Package” Option – Do not make any changes.  Defaults have been set under AMEDD.  Do not click on the Include Files … button.  AMEDD has incorporated this feature in the “Send Form” command.



·  The “Security”  tab- Do NOT change the Default on this.  Default is None.



· At this point, the form is now ready to be electronically mailed.  Below in the send form dialog box Dawn has placed a special note in the Notes area for the supervisor to read before signing.  This is a good practice in routing forms to one another.  Additionally, you can include attached MS Word or whatever documents with the form.  The document would include an ApproveIt signature phrase asking concurrence or non-concurrence.   The recipient can view the note when opened or review the MS Word document attached with the form.


· Next, click OK.  The electronic form will be sent to the first person on the list.

· The form along with its database, attachments, and related files is packaged electronically for delivery. During the process, several dialog boxes will appear on the screen.   This includes generating databases, data files, etc.  You need not concern yourself with this.  When you view this action occurring on the upper left hand corner of the screen, you will know that the email process is executing.






















Click on the TO=> button to move over to the individuals name to the right side of the address book. Done, Click on OK.
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