What About Toolbar Function Buttons:

Click on any toolbar button for a definition of that button’s function.  The dialog box below displays a view of what the entire toolbar looks like when you open a form.  Click on each item to review its characteristics step-by-step.  The functions were re-designed work within FormFlow 2.23.2 filler environment.  FormFlow 2.23.2 filler is utilized within AMEDD.
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Below is a short description of each button:
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“Arrow Keys” -                               


         First, Previous, Next, Last

Clicking on the different locator arrows will allow you to browse through records.  Some will reference the keys as VCR keys.


“Down Arrow next to Arrow Keys” –                              Use the Zoom Control to adjust the magnification level at which you view the form. Select the size you want your form to appear as a percentage of its normal size.

· 200% - Displays your form at twice its normal size.

· 100% - Displays your form at its normal size.

·   75% - Displays your form at three-quarters of its normal size.

Page width - Reduces or enlarges the display of your form so that it fits within the left and right margins.

Whole page - Reduces the display so that the margins of the displayed section fit within the form window. This option is especially useful if you want to see all details on form pages with a landscape orientation without having to scroll horizontally.

Custom size - Enables you to select a certain magnification level using the Percent Control.

Percent - Reduces or enlarges the display of your form by the percentage you specify. Type a percentage of the form's real size in this field, or click the arrows to select a new percentage.

Preview - Displays an example of how the form looks with current fill information.

· This is a dynamic table that controls the size of the form displayed on the screen.   To change the size of the form, just click on the arrow within the Zoom Control panel and this will cause a drop down menu showing all the available display sizes.   

· You can select from Fit Window, Fit Sides, Enlarge, 200%, 150%, 100%, 75%, 50%, 25%, and 10%.


“New” –   Clicking on this function key creates a new record.

“Save” -   Open and Fill out your form. Click on the SAVE button.

 

This will automatically Save and Append the data 

just entered in the current record and displays a new

blank record.  

· If you try to SAVE a record after making an editing change to it, the prompt to Update, Add, or Cancel the record will appear.  Always be sure to tab out of the changed field prior to clicking on SAVE.

· Selecting ADD button will automatically append the current record with the changes just entered and display a new blank record.

· If you select CANCEL, changes to the record are still visible, but not saved.

“Update” -   Use the Update command to update changes to an 

existing record in an existing database. If you edit 

an existing record without using Update, and you 

then attempt to move to another record or database, 

you are prompted by a dialog to save or abandon the 

changes to the current record.  Click the appropriate option:

· Add - The edited version of the record will append to the end of the database. The unchanged record remains where it is in the sequence of records.

· Update - The record changes, but remains where it is in the sequence of records.

· Abandon - Discards the changes and completes the requested action.

· Cancel - Stops the requested action and stays on the current record.


Delete -    Records are marked for deletion with a symbol on the lower ribbon:

You can still view "deleted" records, which have not been purged because they are still present in the form database.  In fact, you can "undelete" a record marked for deletion.

· With your selected form open Locate to the desired record that you want to delete.

· Click the Delete button.

· Read the Warning displayed on the screen.

· Click YES because you are sure you want to delete this record.

· Read the Warning displayed on the screen.  Click NO if you would not like to purge the database at this time.

· Notice the new delete symbol on the bottom ribbon indicating this record is "marked" for deletion.

Purge - The button will delete all records selected for permanent 

deletion. Purging records will permanently remove 

records marked for deletion. A dialog box will appear

 stating that “All previously deleted records contained

 in the database will be permanently removed.  Do you 

want to purge the database?  Select yes, no, or cancel.  

If true, click on yes.

“Diskette Icon Next to Purge” - You can backup data saved on a particular form by using the Backup icon from the button bar.

· Open the desired form.

· Fill in the data in the appropriate blocks within this form and click SAVE or UPDATE.  (Locate back one record if you were positioned into a new record after saving the data.)

· Click on the Backup icon.

· Place a diskette in the PC floppy drive

· Click on the letter of the drive from the dialog box.  A, B, etc.

· If prompted to SAVE, ABANDON, or CANCEL, click on ABANDON.

· When the backup is complete, a dialog box displays with prompt 

· "Database translated successfully".  

· Click OK.

· Remove the diskette.  This is a backup copy of your data for that form.

“Restore/Import Button” – 

Restoring Your Form Database from a Floppy Diskette.

· Insert a diskette with data previously created using the BACKUP button into the floppy drive and open the appropriate form using the AEFSS menu system.

· Click once on the RESTORE/IMPORT button on the ribbon bar and select the correct floppy drive when prompted for A: or B:  

· The records for that form automatically append to the data file on the hard drive.  

· Please note that restored data backed up in a previous version of AEFSS can cause error messages and unsaved data if the data structure for the form has changed.

Importing Data from a Non-Standard Named Database or from a Different Location.

Importing an external database file into your standard named form database can be accomplished by using the RESTORE button.  The IMPORT feature enables you to append data from a non-standard named form database on any drive or sub-directory into an open form.  This feature is convenient for importing data from files with names such as MYRATING.DBF (A7222_1.DBF) or MYLEAVE.DBF (OPM71.DBF).  These non-standard named forms databases were usually created using the SAVE AS function in Filler.  To use the IMPORT feature, follow these steps:

· Open the desired form

· Click on the RESTORE/IMPORT button on the ribbon bar above the form

· Select the IMPORT button

· Click OK
· Key in or use the BROWSE function to locate the correct path and file name for the form’s non-standard database file and click OK.

· Imported records are automatically appended to the open standard-named data file for the form. 

· Clicking OK will return you to the form.

Deleting Obsolete or Corrupted Forms Databases.

· Open the desired form.

· Click on the RESTORE/IMPORT button on the ribbon bar above the form

· Select the REMOVE DATABASE button

· Click OK
A prompt will appear asking whether you are sure you want to remove the database.  Respond YES.  Responding NO will cancel the removal process.


“Display Publication or Regulation Button” -            

 If a form button has an asterisk “*” displayed in the upper right corner, a publication or regulation has been identified for that form.  This is convenient if you have questions about how to fill out a particular field in a form or need other information about the form.  You may access the publication or regulation in two ways.  This action takes a few minutes for the server to access the Internet.

· You may click on the red Help bar at the bottom of the form button, then click on the DISPLAY PUBLICATION/REG FOR THIS FORM button.  This will launch your browser and bring up the publication or regulation related to the form.

· Open the form and click on the “WALKING FINGERS” button on the ribbon bar to launch your browser and display the publication or regulation for the form.


“Printer Command” – 

 Locate to the record for the form you want to print. Click on the Print icon and notice the default settings.  This command will incorporate the ApproveIt print command to print signatures on the hard copy.  Recommend under print options, set color to Black, and speed to Regular. 

“Spell Check Command”  -           

Located next to the printer command.  Use the Check Spelling command to ensure that all text on your form is spelled correctly.  You can check the entire form, or individual objects.

· The AMEDD Electronic Forms Support System compares the text on the form with entries in the default dictionary.

· A selected word not in the default dictionary prompts a list of possible spellings for that word to display. Use the Check Spelling command to ensure that all text on your form is spelled correctly.  You can check the entire form, or individual objects.


“Field Information Command” –              

Use the Field Info command to view the different properties of a field.  To view field information for all fields on a form, use this command to display the Field Info dialog, then position the dialog in a corner of your workspace and continue filling fields. Field information for each field is displayed in the dialog as you tab through the form. The dialog stays open until you click its Close button.


“Fast Fill Command” -                 

 Fast Fill reorders all the fields on your form into a simple table format to make filling the form quick and convenient.

· On the ToolBar, click the Fast Fill button. The form display is reorganized.

· Fill out the form as you would normally. Field names and fill-in spaces are listed in the order in which you would tab the cursor through the regular form. Field names in Fast Fill are either the heading that appears on the WYSIWYG screen display of the form (if the heading and fill text occupy the same space or box), or the field name that appears on the status bar (if the fill text area on the screen does not have a heading in it).

· Fast Fill creates a new version of your form in the current window and moves the original to another window. 

· To switch between the original version of your form and the Fast Fill version, on the Window menu, click the Fast Fill button on the ToolBar.

· Save the information you have added as a new record - On the toolbar, click SAVE and ADD. The record is added to the existing database.

· To exit Fast Fill mode, click the Fast Fill Button on the Toolbar.

· Fast Fill does not change the appearance of your forms when they are printed.

· The Fast Fill options add value to processing a form quickly.  Perform this technique and see the speed at filling out a form.


“Search Command” -                

 You may locate records by matching data in any fields with a defined value or text string.  Click on the Search button. The Search on Expression dialog box opens.  Notice in the Fields column, all the names of the fields are listed in all CAPS.  Point to any data element that appears in the FIELDS Column and double click.  In the Search Criteria portion of the dialog box, the Data Element will display when successfully selected.
· Type an equal sign [=] next to the Data Element.
· [The last part of the search criteria must have beginning and ending quotes.]  Type the value that you want to search on and then click the Forward button to start the search.

· Finding a matched record will stop the search and display the matched record on the screen.

· AEFSS is not case sensitive to field names or strings placed in search expressions.  Upper and lowercase letters are equal.

Below are some examples of Search on Expression criteria:

EXAMPLE:  [LASTNAME]>="M"

Records with names starting with the letters "M" through "Z" are located.

EXAMPLE:  [LASTNAME]="Jones"&[DATE]=>"1999/04/25"

Two different fields [NAME] and [DATE] for conditions at the same time are searched.

· Once you have defined your Search on Expression criteria, clicking on either Forward or Backward will start the search.

· If you start on the first record, only Forward is available; if you start on the last record, only Backward is available.


“Search Next Command” – 

Located next to Search command. You may locate the next record matching the search criteria by using the SEARCH NEXT button.  The button continues to search for next match.

“Send Command”  –                   

 Before you send or receive an electronic form from one desktop to another make sure your mailer is open.  This is very important. You may send forms to other CC:Mail or Exchange users.  If using CC:Mail AEFSS will prompt you to sign onto your CC:Mail system before displaying the Send Form dialog box.  If you are using MS Exchange there is no need to log into the mail system.  It is important to check the mailer in Internet explorer.  Go to tools, Internet options, and programs.  The e-mail should read MS Exchange or MS Outlook.  If you show Internet express or any other mailer, call the help desk to re-install correct mailer.  You need access to your global address book in order to send a form.

· Open a form that you wish to send via E-Mail.

· Either locate to a completed record or fill in the current new form information.

· Select either the “Update” or the “Save” function from the Toolbars on the top of the screen.

· Selecting Save locates back one record to the record just completed. 

· Click the “SEND FORM” button on the Toolbar. 

· Under “Enable Forward Re-Addressing” select your option.

· Notice the default subject is the file name of the form.

· Click once on the ADDRESS button and the Address message box displays.

· Type the last name of the recipient and notice the highlight bar moves to those letters in the list. 

· When the desired recipient's name is highlighted click on the TO: button.  Notice the name displays in the TO: portion of the screen.

· The ADDRESS BOOKS are the same as in your CC: Mail or Exchange.

· Click on OK and notice the name is now in the Recipients box.

· Click in the NOTES box.  Key in a brief message.  This will appear as a normal message accompanying the form.

· The DATA RECORDS field selects the records for sending.

· Current means only the record forwarded is on the screen.  All sends all records in the database for this form.

· You will be prompted if you wish To Attach an MS Word document or MS Excel spreadsheet to this form.  Select either Yes or No.

· Select the Routing Method for this form.  Broadcast or Sequential.  Default sequential.

· Select “OK” to send the form.  FormFlow will package the form and attachments. You will see on your screen the sequence of the packaging.

· Run a test on this from your desktop to see how it works.  You can even mail the package to yourself.


“Add Personal” –                        

This function is used when adding a form to your PERSONAL MENU.  This is a great function.  You can add forms to your personal menu that you use daily without having to go to the find and locate routine.  The following steps should be used in adding forms to your personal menu:

· Open any form that you want to add to your personal menu.

· Click on the Add Personal button on the top Toolbar. 

· The Add Personal button grayed out.

· Close this form by clicking on Return to Menu.  This form will now be added to your Personal Menu.

· Return to the Main Menu and click on the Personal Menu button.  This selected form now shows in your Personal Menu.

If you wish to DELETE a form from your personal menu, load the selected form from the personal menu.  Then,

 A Remove Personal button replaces the Add personal button.

· Click on the Remove Personal button.

· Notice the Remove Personal button appears grayed. 

· Click on Return to Menu.  The selected form will now be deleted from your Personal Menu.

· You are now back into your Personal Menu and the selected form is no longer showing.

· Click on Return to Main Menu.


“Rebuild Data Command” -                          

If the database for a specific form has become corrupted or an older database has been copied into your FORMFLOW\DATA sub-directory, you will get error messages when attempting to access records or save data for the form.  To attempt to salvage the data, follow these steps:

· Open the desired form

· Click on the REBUILD DATABASE button on the ribbon bar above the open form

· YES when queried if you are absolutely sure you want to rebuild the Database

· Within a few seconds, the database rebuilds and you return to the open form.

If you still receive error messages when attempting to use the form, it will be necessary to delete the DBF, DBT, and FDS files for that particular form from the C:\FORMFLOW\DATA sub-directory.  This will delete the existing data and allow a new empty data structure to be created the next time you open the form.  You must print all the records you desire to keep for the form prior to deleting the DBF, DBT, and FDS files for that form if it is necessary to delete the data.


“Help Command” –               

This button will bring you back into the on-line help dialog boxes if you are not sure what you need to do.


“Return to Menu Command” –                      

If you need to return to the main menu at any time, click on this button.


“Whistle Button Command” –         

 If you wish to terminate the application of AEFSS, click on this button.

