Jul 04                        FORMFLOW GUIDE 

For the purpose of these instructions, A7222-1.fro is used as the example. 

1.  The most common problem users have is not being able to find & retreive forms data after saving it.  To avoid this, always save your data to the same place.  Before opening FormFlow, recommend you go to MY DOCUMENTS & create a folder (click File, New, Folder, & give it a name like MY EFORMS), & save all forms data to this folder every time.     

2.  Open FormFlow & turn on the Form Library if it doesn't already appear at left side of your screen (right-click in gray area next to toolbar icons & check Form Library; this remains on until you turn it off the same way).  At left, double-click on STANDARD FORMS then scoll down to form number A7222-1.fro & double-click on it).   

NOTE:  All the blank forms are stored in the Form Library on the server O:\fflow21\forms and the data you fill in is stored separately in databases you save to the MY EFORMS folder you created under MY DOCUMENTS.  When you want to e-mail a form with the data filled in, you must "package" it first--this is discussed in para 6 below.

3.  With the blank form on your screen, fill in the data.  When done, click Data, Save Data As, dbase is already in the Format block, click Browse, at the right under Directories, double-click on folders until path points to your MY EFORMS folder you created in step 1:  

[image: image1.png]s .
z b o

ez Tob o imetart]

T2 DR o ==

72515 06F - I

ATC OB & o =

& woocyt
5 HYEFORT




4. At left, assign a name to the dbase data you are saving.  In above snapshot, I assigned filename 7222-1ab (for all of Abe Brown’s TAPES info; 7222-1sb for all of Suz Brown’s TAPES info, etc.)  Or you could name it

TAPESab, TAPESsb, etc., whatever makes it easier for you.  FormFlow only allows 8 spaces for filenames so you have to be creative sometimes.  

5.  Another common problem is that users create a filename.dbf every time they fill out the same form instead of just adding new records to an existing dbase.  If you filled out TAPES form last year & saved the data as 7222-1ab.dbf, this year, all you need to do is open the form, click DATA, OPEN DATA, enter path under MY DOCUMENTS where you saved the 7222-1ab.dbf data, type over the text, click DATA, ADD RECORD, then ADD again. (If you don’t want to keep the old TAPES data, you would click UPDATE RECORD instead of ADD RECORD & it will overwrite the data).  In the following snapshot, the [image: image2.png]


 buttons are used to move between multiple records you’ve saved in a dbase.   At the bottom of the screen, you will be able to see which record you have open [image: image3.png]Recoid 1/3



 (first record out of 3 in the dbase).  Use the [image: image4.png]


 buttons to move between pages of a form (if more than one page).  You can see how many pages a form is also at bottom of screen [image: image5.png]
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6.  To send a form with the data filled in, first ensure you’ve saved data to your dbase filename, then with form & data open on your screen:

click TOOLS

click PACKAGE FORM

click USAGE tab & check the ALLOW UNPACK box (other tabs are already correct)

click OK

give the package a name for example TOMTAPES.FPK (.FPK is the extension   

  FormFlow assigns to form packages)

click OK & exit out of FormFlow 

now just open a new e-mail message 

click INSERT

click FILE

enter the path to the TOMTAPES.FPK file under MY DOCUMENTS 

click INSERT & send your message

7.  Please contact VISTA x22565 (e-mail VISTA-TEAM if you encounter problems using the FormFlow software).  

YOUR USERID








