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The very FIRST [image: image1.wmf] thing you will need to do is create a folder that you will use when saving your information from different forms.  

1.  Open Windows Explorer

2.  Click on the x next to C:\

3.  Highlight My Documents 

4.  Click on File/New/Folder

5.  Name the new folder ELECTRONIC FORMS DATA (or another name more meaningful to you)

NEVER save data to the FormFlow Directory.  Save it to a disk or on your c:\drive.  When saving the information to your c:\drive you will be saving it to the directory you created in My Documents.  You are now ready to continue.

(return to top)
1.  OPENING THE FORM:   

1. Access the Forms and Publications web site

https://home.ria.army.mil/riahome/Forms&Pubs/main_fp.html
2. Click on Forms
3. Click on  Electronic Forms
This brings up a search box.  

Top of Form

	Form Type (DD, DA, SMARI, RIA etc):
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	Form Number Only:
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	Form Description:
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To see an entire list of the forms, click in any one of the fill boxes and press enter.  

To see all the forms for one Form Type, enter only the form type (e.g. RIA).  Press enter and you will see all the forms beginning with RIA.

Perhaps you know only the numeric sequence of the form number.  Enter that number in the Form Number Only fill box.  Press enter and you will see all the forms available with that number (e.g. SF 38 and RIA 38).

Typing words or phrases in the Form Description will bring up a list of possible forms with those words in the title.  For example - typing in the word Leave and pressing enter brings up the following list. [image: image5.png]/3 RIA FORMS AND PUBLICATIONS - Microsoft Intemet Explor... JH|
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When you get a list of forms to chose from you click on the form number of the form you want to open.  Doing this will open the form with the FormFlow Filler software.  (NOTE: Some forms are available in .pdf format.  In that case clicking on the number will open the form using the Adobe software.  Unless specified as .pdf fillable, the form will open as a hard copy only). 

If this is the first time you have opened the software you might get a window asking if you want to open it or save it to disk.  Click Open From this Location.  Your FormFlow will automatically open with the form.

(return to top)
2.  FILLING OUT THE FORM:  Fill out the form.

(return to top)
3.  SAVING THE INFORMATION ON THE  FORM:  When you have finished filling out the form you will want to save the information to a database.  

1.  Click on the "Save Data As" icon or go to Data on the tool bar and select Save Data As.  In the Save Data As window select dBase next to Format and enter C:\MY DOCUMENTS\ELECTRONIC FORMS DATA\filename.dbf next to Database file.
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Click OK

You might get a message saying 
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Click Yes.

Another window pops up saying:
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Click OK

Your data is saved.

A blank form will be on the screen.  In the upper left of the form are left and right arrows.

Click the arrow pointing left and you will see your  filled in form.  The information you entered on the form has been saved.  You can continue here by making changes to the information and adding records. 

(return to top)
3.  TO RETRIEVE THE DATA AFTER OPENING THE FORM

Open the form as described above.

4. Place you curser (arrow) over the yellow folder at the top.  When the arrow is on the folder it will say Open Data.  Click on it to bring up the Open Form Databases pop-up window.   OR Click on Data, Open Data.
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You can browse to the directory on the c:\drive under My Documents and select the data file.  Click OK and data will populate the form. 

(return to top)
ADDING A RECORD TO A DATABASE
 The first thing you do is open the form and load the data using instructions above.   
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Open the filename.dbf file by typing in the location and name or use the Browse button.  Click OK

The database is now loaded on the form.

The form should show that you are on the last record.  Click in the various fields and make changes.

Place the curser on the Add Record Icon.
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Click on Add and the record is added.

(return to top)
SENDING A FORM IN FORMFLOW 2.23.2
For these instructions I've used DD Form 67 and I have two records in the database.

With the form open 


Click on File and slide down to Send Form
You will see the window below.
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The subject line will already have the form number in it.  

The To: line is where you will enter the email address of the recipient. After you enter the email address click on Add.  

Clicking on Address will open the Microsoft Outlook address book.  You can select an address just as if you were in email.  Doing this automatically adds the address to the Recipients list.

In the Notes: area you can type a message that will be seen in the recipients email.

Under Data records, you have a choice.  Since I had two data records I selected All.
Click on the Package tab.  
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In most cases, this is how this window should look.

Click on the Receive tab.
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This is how it should look.  Under Usage, don't forget to click on Unpack on load.
Click on Options
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Under Execute, click on Open packaged form.
Click OK.

Click OK again and the form is sent.

You might get a window like the one below after you click Send.  Click Yes to finish sending the form.
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(return to top)
SENDING A PACKAGED FORM  AS AN ATTACHMENT THROUGH OUTLOOK

If a user is in Formflow and sends a form directly from the program, the recipient can open the form package directly from Outlook.  However, if up save the form package (FPK), then send it as an attachment, it might not open directly;  instead, you can right click on the attachment, select "Open" or "Save To Disk" 

(return to top)
OPENING A FORM RECEIVED IN OUTLOOK

You have received a packaged form via e-mail.  
In Microsoft Outlook, Double Click on the e-mail to open it.

The package will start to open and the FormFlow - Form Package Details pop-up window appears.

Click on the  Open Form button.
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The package continues to open and brings up the window below.
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Type in the location or browse to where you want the packaged form to be opened.

Select the three options shown here.  You can also elect to mark the first option.

If the form was designed in a previous version of FormFlow you might get a screen like the one below.
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Click on Save button to continue.

The form and data are now on your screen.  

(return to top)
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USING MICROSOFT ACCESS TO INSERT DATA IN A FORM

Customer wanted to fill the DD 1844 out in an access database and then pull the data back into the form.  This is what I did.

1.  Opened up the DD 1844.frz

2.  Filled in data for one record.  

3.  Saved data as dd1844.dbf

4.  Closed the form

5.  Opened Acess

6.  Clicked on File open

7.  Double click on the dbf file

8.  This brings up the select index files window.  Click on cancel.

9.  This will put a db file on the screen like this
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Double click on the ->dB file.

10.  Create your records. and save and close the database.

11.  Open the FormFlow form.

12.  Click on Open Data

13.  All the records will be there.

(return to top)
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When you have problems opening an old dbf data file.  Error Message:  "Invalid data format".

1.  open the form

2.  open data 

3.  browse & highlight the dbase

4.  click on OK

Click on create

click on overwrite

click on retain

You should now see your data on the form.

(return to top)
(return to top)
ENHANCED FONTS

Always have Enhanced Fonts on Screen and Enhanced Fonts on Printer turned on.  This option is found on the toolbar under TOOLS and OPTIONS.  If this feature is not turned on you may experience overlapping or dropping off of words or sentences.

 (return to top)
APPENDING DATABASES (make one database from two using the same form)

PROBLEM:  There is one form and two databases created using the same form. 

   Database 1:  385-8a.dbf

   Database 2:  385-8ab.dbf

These are the steps to append one database to another, thus creating one database with all the records.

Open the form.

Load database one.

Click on File, Append to
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Next click on browse and select the database you will append to
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In this example you already have 385-8a.dbf open.  

You now want to click on 385-8ab.dbf and click OK.

Click OK again.
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Select All Records 

Your records are now appended to 385-8ab.dbf

The original database is still open.  Click on Data, Open data and open the 385-8ab database.  You will see a bigger and better database.

(return to top)
(return to top)
PACKAGING A FORM AND SENDING THE PACKAGE AS AN E-MAIL ATTACHMENT

Open the form and fill in the data.

When you have finished filling in the data you can package the form.

Either click on the package icon (4th icon - looks like an envelope) or click on Tools, Package Form.
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This will bring up the Package Form Window. 
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I have selected Current under Data records.
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Next select the Form tab.  Mark Include Form. 
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Select the Database tab and mark Include matched.
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Select the Execute tab and check Open packaged form.
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Select the Usage tab.  Make the desired selections.  I always select Unpack on load.
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Click okay to save the Form Package.  Be sure to remember where you have saved it.

Now open your email and attach the package.  The person you are sending it to must have the same version of FormFlow that you have.  When the packaged is received, you can double click on the package or save it to your hard drive and double click on it there.  In either case the form will open with the data.

I've attached a package here for you to try out.  
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