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[bookmark: _Toc45714832]Overview
The nFORM system supports the ability to design custom forms for submission by the regulated community. These forms are highly configurable and the system provides much flexibility for form designers. 
Effectively representing an agency’s forms electronically will often result in a much different presentation than on paper. There are many different approaches and techniques for implementing form elements in nFORM. Designing these forms can sometimes be an artistic expression, requiring implementation, trial, feedback and refinement based on real-world use.
This document covers the primary standard form design activities, including 1) the Form Creation Process and 2) Refining a Form Design.
As with any system, the more flexible the capabilities of a system, the more sophisticated the system will be to support the dynamic nature of the system. Windsor established this document with the standard form design process and features in mind. The more advanced features are described in the Advanced Form Design Guide document.
[bookmark: _Toc45714833]Form Creation Process
Forms are established in a dynamic manner providing each agency with the flexibility to customize form for their specific needs. This section describes, in detail, the four key steps used to create a new form. These steps include:
1. Create and Configure the Form Attributes
2. Design the Form Content
3. Define the Default Form Submission Workflow
4. Test and Publish the Form
This section of the document will describe the process following these steps.
[bookmark: _Toc45714834]Step 1: Create and Configure the Form Attributes
The first step to form creation is establishing a new draft form and specifying the basic attributes of the form.  In this step, a new form is added to nFORM and the high-level properties for the form are defined, including the form name, description, instructions, and the organization that will be responsible for the form.
Add a New Draft Form to nFORM
This step will create a new nFORM form, in a draft state.
· Select Forms link from the top menu.
[image: ]
· Select the Add New Form link in the top right hand of the Form Manager.
[image: ]
· A new form with the status of “Draft” will be created.
Assign Form to an Organization
This step will assign the parent organization which determines under what organization the form will be listed and enables public users to easily find the forms they need to submit. The setting also determines which internal users have access to maintain the form and process form submissions. Typically, the agency/program that owns the processing of the form is the Responsible Organization.  
Note: This setting can be updated later from the Forms Designer Form tab.
Use the following step to assign the responsible organization to the form:
· From drop-down list, select the Responsible Organization that is responsible for and is associated to the form.   [image: ]
Configure the Form Attributes
This step will allow the user to configure the form details and high-level attributes for the new draft form. 
The form designer consists of three main steps; 1) Form Details, 2) Sections and Controls and 3) Processing Steps and Actions. Online applications will require that all three steps be completed. Offline forms will only require Step 1 – Form Details be completed. This section describes what is considered Step 1 of the form design process. This step is includes the configuration of all high-level form attributes, or Form Details.  
There are many configuration attributes available for use for a form. The Form Details page is separated in to a number of tabs. Each tab is organized by similar data points and has information that will need to be filled out before a form can be published and made publically available. Information that is required for a form to be published will be marked with a red asterisk.
[image: ]
Many useful settings for form setup are listed below.
· Form Overview – For configuring the form information that is shared across all versions of the form.
[image: ]
· Responsible Organization (described above)
· Tag – uniquely identifies the form. Form tags must be unique across the entire application.  Used to map any exporting/importing or use of data back to the original form.  Important when an external system or database needs to access submission data outside of the nFORM system (i.e. for data integration).   See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
· Identifying Keywords - for the Finder search capability.  List of words that users can enter in the Finder that would result in this form being included among the matching results.  Matching on identifying keywords is in addition to matching on the form name, form reference number, and form short description, all of which are already automatically searched when using the Finder.  
· Form for Internal Use Only - Identifies if the form will be available for selecting and viewing by the public. If this attribute is checked, the public will not have the ability to find this form.
· Form Details – For configuring the main form information.
 [image: ]
· Status
· Statuses
· Published: Current version of the form is available to be submitted and is not editable.
· Draft: Current working version of the form is not yet available to be submitted.  The most recent published version (if one was available) will continue to be available to be submitted.  New forms are initially set to Draft.  
· Inactive: Inactive version of the form, is not editable and is no longer available to be used for new submissions. Used for reference only.  Forms with this status can later be updated.
· Change Status Buttons
· Publish: Publishes the current version of the form for use by users of the system. Note: Only Draft versions of the form can be published.
· Deactivate: Deactivates a version of the form. Note: Only Draft or Published versions of a form can be inactivated.
· Draft: Establishes an editable, draft version of the form that can be used to adjust the configuration of a form. Note: Only Published or Inactive version of a form can be made to draft and only one version of a form can be a draft.
· Tip: When an existing, published form needs to be edited, you will need to press the Draft button to create a new draft version of the form which can support modifications to that form. If there is already a draft version of the form, that version must be used, or it can be inactivated and then a new draft can be established based on the current master published version. There may only be one draft version of a form at a time.
· Form Information:
· Form Name – Public name/title of the form that is displayed throughout the system.
· Reference Number – A reference number used to identify the form. This is often used to reference an old paper form number.
· Short Description - Text displayed to support the user in understanding the purpose of the form and its intended audience.  Helpful to the public user when deciding if this form is applicable for the user’s situation.  
· Alternative Identifier – Activate Display of Alternative Submission Identifier – If checked, an Alternate Identifier will be enabled allowing the form designer to collect data from the submitter, which will then be displayed on the Processing Dashboard, and submission headers as a way to associate a meaningful name that the application can remember and search on. See Alternative Identifier section of the Advanced Form Design Guide for details on this feature.
· General Instructions – Text displayed on the form’s home page intended to provide initial instruction for using and completing the form.
· Form Type Selection: 
· Default Form Type Value on Form – The default form type (e.g. New, Renewal, Modification, etc.) for this form type.  When the submitter/user submits a form, the first step is referred to as the “Processing Info” step and the user is prompted to select the reason for submission.  This setting determines the default reason for this form type.
· Lock Form Type Field on Form – Selecting “Yes” for this attribute will lock the Reason field value based on the configured default value, forcing this value to be consistent for the form.
· Copy as New – Enable Copy as New – If checked, specifies that the submitter will have the ability to copy existing submissions for this form, as a new submission, from the Submission View page.
· [bookmark: _GoBack]Confidential Attachments – Label for Confidential Attachment Justification Field (if enabled): The label that will be displayed above the confidential attachment justification field to inform the user to provide a reason if they wish to keep an attachment confidential. Note: this will only be utilized if the submitter identifies an attachment to be confidential.
· Reminders and Deadlines – Reminders and deadlines allow agency staff to assign target benchmarks for processing submissions as well as to support configurable notifications. Once configured, these benchmarks can be utilized in custom reports, as desired.
· Reset Steps on Revision: If checked, the timelines and benchmarks for processing the submission will be reset following a revision of a submission.
· Reminders: Specifies when notifications will be sent and establishes benchmarks for completion of the form.
· Send NN days prior to target date: Specifies the number of days prior to a given process steps target date that "Near Target Date" notifications should be distributed. These Notifications are configured in the Trigger Action field (i.e., Action: "Near Target Date") of the Workflow Notifications area of the Form designer. Note: notifications will only be sent to the users who are configured to receive such alerts on the processing step notifications area. See Processing Step Notifications below for further details.
· Complete form within NN days of submission: Species the number of calendar days the agency is targeting to have completed the form (e.g., assigned a finalizing status such Issued or Denied status).
· Complete form within NN days of being deemed complete: Specifies the number of calendar days, after a submission is deemed complete (i.e., assigned the "Deemed Complete" status), that the agency has targeted to have completed the form (e.g., assigned a finalizing status such Issued or Denied status). Note: this benchmark is only relevant if the "Deemed Complete" Submission Status is enabled.
· Date Tracking (read-only) – View recent activity on the form: Last Updated, Published By, and Inactivated By.  
· Use – For configuring the manner in which the form will be utilized.
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· Promote Form Version for Submissions on Publish? – If checked, indicates that published updates to a form, should be automatically applied to any previously started draft submissions of the form, when the submitter reopens the submission. If this configuration is enabled, when a user opens their submission, they will be notified that the draft submission will be promoted to the latest form definition in order to continue with the submittal process. Please note that in order to take advantage of this feature, this setting will need to be turned on prior to a submission being started. Essentially, activating this feature enables the "tracking" of any form design changes.
· Online Submission Available? – If checked, indicates that the form can be completed using the online submission.
· Allow Contact Re-Use? – If checked, indicates that submitters will have the ability to re-use entered contact information within a form submission.
· Offline Form Available? – The Offline Form Available? checkbox specifies whether the user can download an electronic copy of the submission and submit this form outside of the system. These can be utilized for forms that are not suitable for online submission or as an offline alternative. If this value is selected, additional fields will be available, and Allow to Print Blank Form? feature will not be available:
· To view the existing form, click here: If an electronic version of the form was previously uploaded, this document can be viewed and downloaded by clicking on this link.
· To upload a new form, please click here: This link allows the user to select and upload an electronic version of the form. Files will be virus scanned on upload.
· Allow to Print Blank Form?: If checked, users will have the ability to print a blank version of the form for reference purposes. If checked, Offline Form Available? feature will not be available.
Note: this value will only be available if configured to be enabled in the system.
· Pre-Fill – For configuring the data importing processes, if and when utilized. See the Data Integration section of the Integration Guide for details on this feature.
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· Certification – For configuring what will be presented to the user during the certification and signature process. [image: C:\Users\klyons\Projects\nform\documentation\img\FormDesignCertificationTabNoSignature.jpg]
[image: C:\Users\klyons\Projects\nform\documentation\img\FormDesignCertificationTabSignature.jpg]

· Create Copy of Record: If checked, a Copy of Record (PDF archive) will be created for each submission. This option is mandatory when signatures are required.
· Enable Review Step: If checked, the form will include a Review step on the form, which displays a summary of all entered information. Submitters will be required to view it before submitting. This option is mandatory when signatures are required.
· Signature(s) Required: Requires one or more signatures at submission time. 
· Digital (in-app) Signature: If checked, users can certify their submission directly in the application, with a digital signature, as the final step of submission. Users who wish to sign must obtain electronic-signatory permissions by registering with the agency. 
· Digital Signature Options: 
· Enable Signing Invitations: Allows the submitter to invite other individuals to sign the submission, in addition to (or instead of) themselves. 
· Enable Multiple Signatures: Allows the submitter to invite multiple individuals to sign the submission.
· Role-Based Signing: The submitter will request specific title-holders to sign the submission (e.g., Engineer, Supervising Officer, Owner, Operator, etc.).
· Enable Role-Based Signing: 
· Signing Roles: Specific signing roles (e.g., Engineer, Supervising Officer, Owner, Operator, etc.) can be requested and configured here. For each signing role, the user can provide the following: 
· Role Name: A name for the signing role (e.g., Engineer, Supervising Officer, Owner, Operator, etc.). This role will be presented to the external users.
· Certifying Statement: The certification text will be presented when prompting the user for the signature for this role. This text can describe what the user is certifying and agreements the submitter are making by signing the form. Each role can have a unique certification statement.
· Help Text: Any supporting text that should be presented with the signing role to give users further direction as to the role being requested for signing (e.g., "At least one owner must sign this form.").
· Certification Statement: The certification text will be presented when prompting the user for certification or signature. This text can describe what the user is certifying and agreements the submitter are making when certifying/signing the form. Note: this configuration field will be presented with individual roles if Enable Role-Based Signing is checked.
· Hard-Copy Signature: If checked, users can certify their submission by printing a signature form, which they (and any other signers) will sign, and mail to the agency. If this option is selected, the form designer will need to select the default template or can upload a custom hard-copy signature form using the "Use Custom Template" option in the Hard Copy Signature Form area.
· Access: Allow only users who meet the following criteria to submit this form: Note: these options are only available is Signature(s) Required is disabled. 
· Unrestricted (user registration not required): If this option is selected, anyone can submit the form.
· Registered Users: If this option is selected, any person that has self-registered an account can submit the form.
· Verified Registered Users (including Electronic Signature users): If this option is selected, any person that has self-registered an account and who's user information has been verified to be correct by the agency can submit the form. 
· Fees – For configuring any fees that are associated with submitting this form online. 
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· Fee Options 
· Account Number – The primary account number for where the processing fee will be distributed within the agency's accounts. This is for reference and reporting purposes only.
· Payment Processing – There are multiple options for allowable payment methods for a form. These options include:
· Online Only: If this option is selected, online payments will be enabled for this form. Online payments allow the submitter to pay any fees via a 3rd party payment processor, if feature is enabled and configured.
· Offline Only: If this option is selected, offline payments will be enabled for this form. Offline payments allow the submitter to print a remittance slip, write a check and send a payment to the agency, for any fees due.
· Online or Offline: If this option is selected, Both online or offline payment methods are supported. The user can decide which method best suits their needs.
· Payment Remittance Address – The address where form fee payments should be remitted.
· Use Default Payment Voucher? – If checked, the system default payment voucher will be presented to the submitter. If unchecked, a customized payment voucher template can be uploaded (on the setting following this option) and utilized for submissions of this form and additional fields will be available under the Payment Voucher Template heading. See Payment Voucher Design Guide for details on this feature.
· Fee Schedule
· Fee Type – There are multiple options for allowable fee types for a form. These options include:
· Flat Fee: The initial fee assessed for the submission will be a standard amount.
Tip  If your form does not require a fee, edit the Default Fee Description to change the Fee Description to “No Fee Required” and verify that the Fee Amount is set to $0.
· Calculated: The fee will be calculated based on the properties of the submission.
· Flat Fees – Any flat fee(s) specific to the form can be configured here. For each flat fee, the user must provide the following:
· Fee Description: Describes the fee. This value will be presented to the submitter
· Fee Amount: Specifies the amount of the flat fee.
· Display After/Order: Specifies a custom sort order for the list of values.
Note: If "Flat Fee" is selected as the Fee Type, at least one fee must be provided.
Note: One or more flat fees can be established, allowing the user to select the appropriate flat fee (e.g., Small Quantity Generator or Large Quantity Generator), when appropriate.
· Calculation Based Fees – The details of the calculated fee that will be charged to process the form. See the Calculated Fee section of the Advanced Form Design Guide for details on this feature.
· Contacts – For configuring contact information for the form. This contact information will display to the submitter on the Form View page as well as the Submission View page.
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· Contact Address – The contact address associated to the form. 
· Other Contact Methods – Other contact methods for the form (e.g., phone, mobile, email, etc.). When adding/editing an Other Contact Method, the following attributes are available:
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· A Type can be selected to identify the type of contact method being described.
· A Form Label can be provided to provide a custom name for the Other Contact Method.
· The Display After value is used to specify a custom sort order for the list of values.
· To support regional offices and grouping of other contact methods, space can be added between other contact methods checking the Add space below this element.
· Supplemental Links – For configuring links related to a form (e.g., statutes, regulations, user guides, organization websites, etc.). These links will display to the submitter on the Form View page.
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· Add/Edit Link – When adding/editing an additional link, the following attributes are available:
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· A Form Label can be provided to control the way the link will be presented to the user. This label will function as the hyperlink on the organization.
· The Link field will specific the web address of the web resource (e.g., document or web site).
· The Display After value is used to specify a custom sort order for the list of values.
Note: The Link value must be a fully qualified web address (e.g., http://... for a website).
· FAQs – Frequently asked questions for the form can be configured here. These Frequently asked questions will be presented to the public on the Form View page.
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· Add/Edit FAQ – When adding/editing an additional FAQ, the following attributes are available:
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· A Question is the FAQ question that will be presented.
· The Answer is the answer to the question that will be presented to the user for the question is selected.
· Display After value is used to specify a custom sort order for the list of values.
· Standard Text Templates – Standard text templates can be established for a form to enable an organization to provide consistent communication with the submitter. These standard text templates will be available for selection by the processing staff when processing a submission (e.g., Correction Requests, Informational Messages, etc.). 
[image: ]
· Add/Edit Standard Text Template – When adding/editing an Standard text Template, the following attributes are available:
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· A Standard Text Template Title will describe the standard text template in simple terms. This will be the value that is presented to a user when selecting the standard text template.
· The Standard Text Template Definition is the standardized text that will be imported in to the note when selected.
· The Display After value is used to specify a custom sort order for the list of values.
· Document Templates – Templates that can be utilized within the form (e.g., Step Actions) to generate documents to support the submission process. See Document Generation Design Guide for details on this feature.
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· Internal Data - Internal data controls/fields are available to allow additional internal only data points to be added to a form to support the submission process. This area is for the setup of these internal data controls (for collecting additional information, by internal staff). See the Internal Data Controls section of the Advanced Design Guide for additional details on this feature.
Continue to Step 2
When satisfied with the initial property settings and details for the form, click Next in the lower right hand of the Form Designer to proceed to Step 2, the Form Sections and Controls designer in the Form Designer, where the form content can be configured. 
[image: ]
Navigation Tip: Clicking the tabs on Step 1 of the Form Designer allows you to navigate to the different form attribute tabs. Clicking the Next button advances the Form Designer to Step 2 where Form Sections and Controls will be managed.

[bookmark: _Toc45714835]Step 2: Design the Form Content
The second step to form creation is to design the sections and controls that will be presented to the submitter on the form. This step is used to view and manage the logical sections of a form as well as the controls included in each section and includes the configuration to define logical sections of an on-line form as well as instructions and input controls to each section. Forms can include multiple sections to allow the information on a form to be distributed in logical and consumable groupings of questions and answers. 
Plan Your Form Layout
Consider the design of your online form and how form fields should be grouped in to sections and the order in which these sections should be displayed. The organization of an online form should enable users to easily understand and quickly fill out the form.  
Many online forms are initially based off existing paper-based forms. While some sections from the paper-based forms may be appropriate to model in your online form, others may no longer be necessary or helpful. Keep in mind that online controls have the additional capabilities to display helpful text to the end user and validate what the user types and selects.  
See Appendix A: Controls for additional details on available controls types and configuration options.
Once a determination has been made as to how the form will be organized, sections and controls can be added to the form. This is done in Step 2 of the Form Designer.
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Note: If you had previously exited out of nFORM, you will need to return to the Form Designer: Click Forms in the top menu bar, locate your form in the list, and click the Edit Action button [image: ] to edit the form. Click Next in the lower right hand of the Form Designer to proceed to Step 2.  The form must be in Draft mode in order to update the form.
Add Sections
[bookmark: admin-sections]This portion of the document describes how logical sections are viewed and managed on a form. These sections provide a means to break a form into smaller, more consumable components. This is the second of a three step process to design a form. The Sections allow the user to identify the name of each Section as well as an introduction for the Section.
To add a section to a form:
· Continue from Step 1: Create and Configure Form Attributes step described above.
· From Step 2 of the Form Designer, click Add section +
[image: ]
Note: To edit an existing Section, click on the Edit icon [image: ] to the right of the Section in question.
· The Section dialog box will be displayed.
[image: ]
· Provide the properties of the section:
· In the Section Name field, type a name that will help the users understand the purpose/organization of the section.  The name will appear as a header at the top of the section on the form.  For example, “Applicant Information” or “Owner Identification”.
Other optional settings include:
· Instructions - type instructions or information that will be helpful to users filling out the form section.  The Instructions text will appear immediately below the Section Name and above any controls within the section.
· Conditionally Display Section – If the section will be allowed to display conditionally, during submission process, check the Section is conditionally displayed checkbox.  When checked, the Display Formula text field will be enabled for configuration. See Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Show Section Auto-Fill Control – if the section will support automatically populating data fields, during submission process, check the Show Section Auto-Fill Control checkbox. See the Data Integration of the Integration Guide for details on this feature.
Note: The Auto-Fill option on the Contract Control works independently of this setting.
· Enable Repeater for this Section – check if the section requires the submitter to have the ability to repeat the questions in this section for multiple items.  For example, the same information asked in this section needs to be supplied for each tank onsite, or for each panel installed.
· Disable Repeater-Item Add/Duplicate – If the Repeater should not allow the ability to add/duplicate the section, check the Disable Repeater-Item Add/Duplicate checkbox. This feature is helpful when a Repeater is automatically prepopulated with data.
· Disable Repeater-Item Delete – If the Repeater should not allow the ability to delete sections, check the Disable Repeater-Item Delete checkbox. This feature is helpful when a Repeater is automatically prepopulated with data.
· Dynamically Name Repeater Items – If the Repeater should be dynamically assigned a name based on a value on form, check the Dynamically Name Repeater Items checkbox. The Repeater-Item Name Formula field will be enabled. See the Display a Dynamically Assigned Name to a Section Repeater in the Advanced Form Design Guide for additional details on this feature.
· Repeater-Item Name Formula – Enter the formula for deriving the repeating section name in the Repeater-Item Name Formula field. This formula field allows for specifying the text to display for each item in the list. A great deal of flexibility has been provided with this formula which supports very simple and very complex derivations. See the Fee Calculation section of the Advanced Form Design Guide for details on format of formulas used in this area.
· This Section is Optional – check if the section will be considered optional (e.g., validation only applied if values are entered on the section).
· [bookmark: _Toc2172990]Tag - uniquely identifies the section within the form.  Used to map any exporting/importing or use of data back to the original form field.  Important when an external system or database needs to access submission data outside of the nFORM system i.e. for data integration.  See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
· Click the OK button to continue. If an error is presented, resolve the issue presented and click the OK button to continue. Repeat step as necessary.
· Continue to add sections as needed by repeating these steps.
· Drag the section boxes up or down to adjust the order in which the sections will be displayed on the form.
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Tip: To save time, use Add existing section + link to copy an entire section and its controls from an existing form. The existing section must be in “Published” form in order for it to appear in the list of available forms for copying. The existing section (the original form section from which the copy was created) will not be affected by any changes made to the section in the new form.

Add Controls
Once the form has at least one section, individual controls can be placed on the form to capture the user’s input.  Controls allow form designers to configure the questions and information that will be presented and captured within each section.
To enter the Controls component where you will add and view controls, 
· Click the Controls button in the Section where you wish to add controls. 
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To add a control to the form:
· In the Available Controls area, click the tab names to navigate between the different Control Types: Simple, Formatted and Advanced. 
· Locate the appropriate control type for the user input/question on your form.  
· Click on the control type to add it to the section container.  The control will automatically be added to the bottom of the current section.
[image: ]

Note: To edit an existing Control, click on the Edit icon [image: ] to the right of the Control in question.

· In the Control dialog displayed, fill in the information for the particular control type, as appropriate.  Fields with a red asterisk are required.
 [image: ]
· Some of the fields that are common across control types include :
· Label: Field name/question that will be presented to the submitter.
· Error/Help Tip: Text that is displayed when a user hovers the mouse over the user input field. Also used to provide additional information in the case of an incompliant value being entered for a field e.g. a character is entered in a number-only field.
· Read-Only?: If the control will be considered read-only, this attribute will be set to “Yes”. If the control will be considered read-only, only if prepopulated, this attribute will be set to “If prepopulated”.  If the control will not be considered read-only, this attribute will be set to “No”.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Autopopulation Value: When appropriate, some information can be auto-populated in based on information found in a users profile (e.g., user’s name, email address, etc.).
· Default Value: As needed, a control's value can be defaulted to a particular value using this attribute.
· Maximum Value: The maximum number of characters that a user can enter in this field.
· Required?: Check this if the user is required to fill in this field.
· Tag: A tag value is a unique name assigned to an a control to allow the control to be identified. This attribute is essential for facilitating the data importing and exporting processes. Used to map submission data back to its originating control element within the form. Referenced in formulas (e.g. fees) and when exporting/importing submission data.  Only form fields that are "tagged" will be exported. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
Tip: See Appendix A: Controls for a completed list of available controls types and configuration options.
· Continue to add controls as needed by repeating these steps.
· Click and drag a control up or down within the section container to adjust the order in which the controls will be displayed within the section. 
When satisfied with the controls and layout of this section, click Next Section in the lower right hand of the Form Designer to proceed with adding controls to the next section of the form.
Below is an example of section container with Short Text, Instruction and Contact Controls added to the form: 
[image: ]

Continue to Step 3
When satisfied with all sections and their controls, click Return to Section List button.  
[image: ]
When satisfied with the configuration of the form content, click Next in the lower right hand of the Form Designer to proceed to Step 3, Default Form Submission Workflow, in the Form Designer.
[image: ]

[bookmark: _Toc45714836]Step 3: Define the Default Form Submission Workflow
The third step to form creation is to define the default form submission workflow that the form will facilitate the processing of a form submission. This step is includes the configuration of the form workflow steps and any associated step actions (e.g., notifications sent, documents generated, etc.), or Processing Steps and Actions. 
Note: this default workflow can be adjusted after submission, to meet the unique needs of each form submission.
Determine Processing Procedures/Steps
Workflow Processing steps in nFORM typically follow an organizations operating procedures for processing an application/form submission.
Below is an example of an agency’s operating procedure for processing an application as reflected in nFORM.
[image: ]
Note: If the user previously exited out of nFORM, then will need to return to the Form Designer: Click Forms in the top menu bar, locate the form in question from the list, and click the Edit Action button [image: ] to edit the form. Click Next in the lower right hand of the Form Designer until you reach Step.
Configure Processing Steps
This section describes how the designer views and manages the default processing steps that a form will follow. These processing steps can be adjusted as required to meet the needs of the specific form. Processing steps can be assigned to Processing levels. Levels are used to represent steps that can be done in parallel. When two or more processing steps are set at the same level, the next level of steps will not be started until the final processing step on the level is completed.
Note: an initial “Form Submitted” workflow step will automatically be established for each form to support the recording of the initial submission in the workflow process.
To add a new processing step to a form:
· Continue from Step 2: Configure Form Content step above.
· Click Add step + in the top right hand of Step 3 of the Form Designer wizard. The Step dialog box will be displayed. 
[image: ]
Note: To edit an existing Step, click on the Edit icon [image: ] to the right of the Step in question.

· Enter a name for the Step in the Step Name field. This will represent the name of the processing step as it will appear in the process and in any notifications. For example, “Administrative Review”.
· Configure the optional step settings if applicable to this step in the workflow:
· Target Completion NN Days After Previous Step Completed – targeted number of calendar days to complete this Processing Step once it is activated (i.e. the previous step is completed). Used to determine if alert notifications should be sent.  To learn more about notifications, see the next topic, Configure Actions.
· Default Assignment – Person the step will be automatically assigned when a form submission reaches this step in the processing of the form.
· Suppress Step from View for External Users – the progress of processing the submission is visible to the submitter, by default that includes current and completed Processing Steps.  Check this box if the step should not be listed in the submitter’s view of the Processing Steps history.
· Click OK
· If an error is presented, resolve the issue presented and click the OK button to continue. Repeat step as necessary.
· Continue to add Processing Steps that reflect your workflow by repeating these steps. Typically, forms will have a Processing Step each time the processing of the form requires another individual or team to perform a business activity.
· Click and drag a step level up or down to a new position to adjust the default order in which the steps will be activated and completed during submission processing. 
· Click and drag a step up or down to a new position in a different step level (next to another step) to allow for parallel step processing. 
Configure Actions
Each Processing Step supports actions for a step to inform staff, submitters or other interested parities of developments in processing as well as to automate processing. Each processing step can support custom step actions based on a steps, activation, completion, nearing of a target date, passing of a target date, or fees being satisfied. Examples of these actions include sending an email notification, marking a step as complete, automatically changing submission status, or generating a document.
To add a new step action to a form:
· On an existing processing step, click the Step Actions button [image: ] to open the Step Actions dialog. All step actions that are currently configured for that step are listed.
[image: C:\Users\klyons\AppData\Local\Temp\SNAGHTML5d28b97.PNG]
Note: To edit an existing Section, click on the Edit icon [image: ] to the right of the section in question.
· Click add step action link to open the Manage Step Actions dialog.
[image: C:\Users\klyons\AppData\Local\Temp\SNAGHTML5d39b22.PNG]
· Select the Action to Perform value. Based on the selected value, the fields presented on the form will change to based on the attributes necessary to support the selected action type. Available Action Types and associated attributes include:
· Autocomplete this Step – Automatically marks the current processing step as completed based on the occurrence of the selected Activate when the following Occurs value.
· Activate when the following Occurs – Used to determine the activation trigger for this action. See Shared Attributes below for more details on this field.
· Change Submission Status – Automatically changes the status of the submission to the selected Change Status To value based on the occurrence of the selected Activate when the following Occurs value.
· Activate when the following Occurs – Used to determine the activation trigger for this action. See Shared Attributes below for more details on this field.
· Change Status To – The status that will be assigned to the Submission.
· Generate Document – Automatically generates a document based on the selected Document Template based on the occurrence of selected Activate when the following Occurs value and notifies the interested parties.
· Activate when the following Occurs – Used to determine the activation trigger for this action. See Shared Attributes below for more details on this field.
· Document Template: The template that will be used to generate the document. Note: this must be establish and uploaded to the Form on Step 1 of the Form Designer. See Document Generation Design Guide for details on this feature.
· Share document with applicant: If checked, the submitter will have the ability to view and download the generated document.
· Email Attributes – Used to support the shipment of an email notifying the appropriate audience to the generation of the document. See field description below.
· Send Email – Sends an email to interested parties of the action having been performed.
· Activate when the following Occurs – Used to determine the activation trigger for this action. See Shared Attributes below for more details on this field.
· Email Attributes – Used to support the shipment of an email notifying the appropriate audience to the action. See field description below.
· Shared Attributes
· Activate when the Following Occurs: Perform the selected step action when,
· Fee(s) Satisfied: The fee status for the submission is changed to None, Paid or Waived.
· Completed: Send notification when the processing step is marked as completed.
· Activated: Send notification when the processing step is activated and available for processing.
· Past Due: Send notification when the processing step is past its target completion date.
· Near Target Date: Send notification when the processing step is nearing the target completion date.
Note: The “near” distinction is derived based on the value that is specific for the form Reminder – Send NN Days Prior to Target Date field.
· Email Attributes (Generate Document and Send Email Only):
· Recipient: The party who will receive the notification. These parties can include:
· Applicants: All users who have access to manage the submission.
· Submitter: The user who submitted the form.
· Staff Step Assignment: The internal staff person who is assigned to the associated processing step.
· Responsible Staff: The internal staff person who is assigned to the submission.
· Internal User: The specific system user chosen from the drop-down list.
· Custom Email Address: Any valid email address.
· Custom text to append to email: The text entered in this area will be included in the email sent to the submitter.
· Click OK.  The new action will appear in the Step Actions list.
· Continue to add step actions by repeating the above for each Processing Step where step actions are desired.
· Click Done to return to the Processing Steps list. 
Tip: It is recommended that step actions be added on the Processing Step where user action is to be taken. For example, if the user is to be notified once a submission is in Management Review which follows Compliance Review step in the workflow, there is technically a choice to add a step action on either Compliance Review Completed or Management Review Activated. We recommend adding the step action on the step where the interested party needs to act upon the information.
Continue to Step 4
Once all workflow Processing Steps and Actions have been configured, the form can be previewed, tested and published, the last step in adding a new form. 
[bookmark: _Toc45714837]Step 4: Test and Publish the Form
The final step to form creation is to test and publish the form for use by system users. This step includes reviewing the form layout and testing the user interactions to ensure the form presents and behaves as intended. In addition, this step includes the publishing process, once the form is ready for selection and use in the system.
Preview and Test the Form
Use these steps to preview the form:
· Click Preview button in the lower left hand of the Form Designer (from any major Step in the Form Designer).  The form will be opened (in a preview mode) in a new browser window/tab. 
[image: ]

Note: Only forms that are assigned a “Draft” status and have sections and controls configured can be previewed.
· Click Begin Form Entry button to start the submission process to fill out and submit the online form using a similar process to the end user.
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· Review the layout and organization of the sections and controls.
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· Enter data in the form and test the form interaction and form features to ensure the form is working as intended. 
· Proceed through all the form data entry sections (entering any required information) using the Next Section button in each section, to the Review section.
· Once on the Review section, review the entered information for accuracy and completeness.
· Click Next Section to proceed to the Certify & Submit screen.  Review any certification text and the certification method that was configured as part of the Form Details.
· Click Submit Form to complete the preview.
· Adjust the form design, using the directions for Steps 1 and 2 above, as needed/desired.
Tip: While a final preview of the form is recommended, for a more iterative approach to form layout and design, preview any draft form as soon as controls added to all sections.
Publish the Form
Once satisfied with the layout and the user interactions of the new form, return to the Step 1: Form Details of the Form Designer to publish the form.
Note: The organization may have its own business procedures for reviewing, testing and publishing forms. See the nFORM System Administrator to determine if such policies apply to the organization.
Use these steps to publish a form:
· Return to the browser window where the form preview was launched.
· Return to Step 1 (Form Details) in the Form Designer.
Note: One or two clicks of the Previous button may be needed to get back to Step 1, depending on where in the form designer the Preview was initiated.
· From the From Details tab of the Form Designer, click the Publish button. 
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· If the form was previously published, you will be prompted to select whether the new version should be considered a minor or major version change. If this is a new form, the minor and major version change selector will not be presented and the form will be assigned a version number of v1.0.
[image: C:\Users\klyons\Projects\prod-forms-net\documentation\img\FormDesignStatusChangeVersionTypeSelector.jpg]
Note: A Minor Revision will increment the secondary version number (e.g., 1.2 to 1.3) where a major revision will increment the primary version number (e.g., 1.2 to 2.0). When a Major Revision is published, where the form does not have the Promote Form Version for Submission to Publish? option checked on the Use tab, any submitters that have an in process submission for the old version of the form, will be warned (when they open or submit the form) that it will be at the agency's discretion as to whether submission of the old form format will be accepted, due to the significance of the changes.
· Confirm the form publish by clicking on the OK button on the confirmation dialog.
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· Assuming all business validation rules are passed, the form will be published and ready for selection and use.
· If this is a new form, v1.0 – Published version will be displayed under Version History.  If updating an existing version you will see an incremented version (e.g. v2.4).
Form Ready for Use
Congratulations! At this time, the form is published and ready for selection and use within the system!
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[bookmark: _Toc45714838]Refining a Form Design
Form design changes are needed from time to time, especially when a form is initially established online. This is anticipated and healthy for the maintaining the strength and usefulness of a form design. This section describes, the key steps used to refine the design of an existing form. These steps include:
1. Establish a Draft Version of the Form
2. Refine the Design of the Form 
3. Test and Republish the Form
While similar to the Form Creation process, this section of the document will describes where these processes differ.
[bookmark: _Toc45714839]Step 1: Establish a Draft Version of the Form
The first step to refining the design of a form is selecting and opening the form in question.
Open the Form Needing Refinement
This step will open the form in question.
· Select Forms link from the top menu to open the Forms Manager.
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· From the Forms Manager, enter a portion of the form name in the Filter field to instantly narrow down the list of potential forms for selection.
· Select the form in question by clicking on the Edit button to the right the Form Manager.
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· The form in question will be opened in the form designer.
[image: ]
Establish a Draft Version of the Form
When working with form designs, the published version of the form is always locked and can’t be changed. In order to make changes to the design, a working version, or draft version of the form must be established.
Use these steps to establish a draft version of the form:
· In the Form Designer, click on the Form Details tab to navigate to the Form Details information.
· Click on the Change to Draft button.
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· Confirm the draft version of the form will be created by clicking on the OK button on the confirmation dialog.
[image: ]
· A draft version of the form will be created and is ready for refinement.
· The version of the form will be incremented by one, if the published version is v1.0, the new draft will be assigned a value of v1.1.
[image: ]
Note: the published version of the form will remain published and available for selection and use.
[bookmark: _Toc45714840]Step 2: Refine the Design of the Form
The second step to form refinement is to alter and refine the form design, as needed. 
The process to refine the existing design of a form (e.g., Form Attributes, Form Content and Workflow Processing Steps and Actions) are closely aligned with what is described in the Configure the Form Attributes, Define the Form Content and Define the Default Form Submission Workflow Steps (Steps 2 and3) of the Form Creation Process above. Please reference these section of the document for additional details on adjusting the form design. 
[bookmark: _Toc45714841]Step 3: Test and Republish the Form
The final step to form creation is to test and republish the form for use by system users. This step includes reviewing the form layout and testing the user interactions to ensure the form presents and behaves as intended. In addition, this step includes the publishing process, once the form is ready for selection and use in the system.
The process to test and republish a form is the same as is described in the Test and Publish the Form Step (Step 4) of the Form Creation Process above. Please reference this section of the document for additional details on adjusting the form design.


[bookmark: _Toc45714842]Appendix A: Controls
This section details each control type which is available to be included in a form as a form element and the typical usage of each. Currently available control types include:
· Simple: The Simple controls allow for support of the more basic data display/capture. Simple controls include:
· Instructions: The instruction control is used for conveying information to the submitter. This can be used to communicate instructions or to provide context for a particular question, section or the form as a whole. This control also provides the ability to display a horizontal line or a hyperlink, when appropriate.
· Paragraph: The Paragraph control is used to capture longer text values such as a detailed descriptions or an explanation.
· Selection: Selection controls allow the submitter to select one or more values from a pre-defined list.
· Single Selection: The Single Selection control is used to capture an individual value selection from a list (i.e., dropdown list).
· Multiple Selection: The Multiple Selection control is used to capture one or more values from a list (i.e., dropdown list).
· Short Text: The Short Text control is used to capture a specific text value such as a name or a short descriptor.
· SSN: The SSN control is used to capture Social Security Numbers (SSN) and control display (or lack there of) of the values in this field, as appropriate.
· Formatted: The Formatted controls allow a user to capture data of a particular format. Formatted control types include:
· Date: Used to enforce an entered value is a valid date (e.g., 1/1/2012). This control provides a date picker utility for eased date selection.
· Email: Used to enforce an entered value is a valid email address (e.g., me@mydomain.org).
· Number: Used to enforce an entered value is numeric (e.g., 1001). This control provides up/down buttons for incrementing the numeric value up and down.
· Phone: Used to enforce an entered value adheres to standard phone number format (e.g., 555-555-5555 x555).
· Time: Used to enforce an entered value is a valid time (e.g., 12:00 am). This control provides a time picker utility for eased time selection.
· URL: Used to enforce an entered value adheres to standard URL format (e.g., https://www.mysite.org).
· Advanced: The Advanced controls allow for support of the more advanced data capture capabilities. Advanced controls include:
· Address: The Address control captures a standard address such as submitters address, work site.
· Attachment: The Attachment control allows for capture/upload of electronic document(s).
· Calculated: The Calculated control allows for calculated of a value based on a formula.  The calculated value can be derived based on values found in other controls on the form.
· Contact: The Contact control allows for capture of detailed information for a contact person, including attributes such as a name, title, company, phone numbers, email, and address, etc.
· Hidden Text: The Hidden Text control allows for data to be included in a form, but hidden, when appropriate, for storing data used by the import/export processes, that may have no meaning to the submitter.
· Location: The Location control allows for the capture of a latitude and longitude for a particular spatial point/location. Users can search for a location by an address, entry of a latitude and longitude decimal value or use of a Google map to point to and identify a specific location.
· Name: The Name control captures a Name and Title value. This can be used to capture the name/title of a owner, operator or project manager.
· Tables: Table controls allow for the capture of a table of data from the submitter. The Table controls currently supported, include:
· Advanced Table: The Advanced Table control allows for the capture and/or display of data in a highly formatted table structure. Users can interact with the table (e.g., adding/removing rows), if appropriate, and entered data can be controlled using a number of Simple and Formatted control types.
· [Bulk Upload] Table: The [Bulk Upload] Table control allows the agency to provide a predefined spreadsheet template to the submitter for download, population, copy and upload back into the system. The Table control is intended to ease data entry for bulk datasets. Users will download a predefined spreadsheet template, populate this template with the appropriate data, and then copy the raw data from the populated spreadsheet and paste the data in to the table control on the form, where the system will capture the data and present it back to the user for review.


[bookmark: _Toc45714843]Simple Controls
The Simple controls allow for support of the more basic data display/capture. These controls are described here. Simple control types include the following:
· Instructions: The instruction control is used for conveying information to the submitter. This can be used to communicate instructions or to provide context for a particular question, section or the form as a whole. This control also provides the ability to display a horizontal line or a hyperlink, when appropriate.
· Paragraph: The Paragraph control is used to capture longer text values such as a detailed descriptions or an explanation.
· Selection: Selection controls allow the submitter to select one or more values from a pre-defined list.
· Single Selection: The Single Selection control is used to capture an individual value selection from a list (i.e., dropdown list).
· Multiple Selection: The Multiple Selection control is used to capture one or more values from a list (i.e., dropdown list).
· Short Text: The Short Text control is used to capture a specific text value such as a name or a short descriptor.
· SSN: The SSN control is used to capture Social Security Numbers (SSN) and control display (or lack there of) of the values in this field, as appropriate.


Instructions
The instruction control is used for conveying information to the submitter. This can be used to communicate instructions or to provide context for a particular question, section or the form as a whole. This control also provides the ability to display a horizontal line or a hyperlink, when appropriate.
 CONTROL PROPERTIES IN SUBMISSION WIZARD 
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlInstructionsWizard.jpg]
The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Instruction Text: The instructions that will be presented to the submitter in the body of the Instruction control.
· Separator Line: If checked, a horizontal line will be presented in the Instruction control.
· Link: The text that will be displayed for the web link.
· Control Display: Control may not display depending on Display Formula value configuration.
 
CONTROL PROPERTIES IN FORM DESIGNER
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 The following configuration properties are available for the Instruction control:
· Label: The label that will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Instruction Text: The instructions that will be presented to the submitter in the body of the Instruction control.
· Include Separator: If checked, a horizontal line will be presented in the Instruction control.
· Include Link: If checked the Link Title and Link URL will be enabled for configuration.
· Link Title: The text that will be displayed for the link.
· Link URL: The fully qualified URL (e.g., https:www.wikipedia.org) for the link.
· Suppress from Print and Download: Indicates whether the instruction control will be displayed on submission outputs such as print outs or downloads.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


Paragraph
The Paragraph control is used to capture longer text values such as a detailed descriptions or an explanation.
CONTROL PROPERTIES IN SUBMISSION WIZARD 
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlParagraphWizard.jpg]
The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed.
· Control Display: Control may not display depending on Display Formula value configuration.
 
CONTROL PROPERTIES IN FORM DESIGNER 
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 The following configuration properties are available for the Paragraph control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Maximum Length: The maximum number of characters that the submitter will be allowed to enter in the control.
· Height: The height of the control, as a number of rows that the field can span on the form.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


Selection
Selection controls allow the submitter to select one or more values from a pre-defined list. Two options for selection controls are available: Single and Multiple Selection.
[bookmark: SingleSelection]Single Selection
The Single Selection control is used to capture an individual value selection from a pre-defined list (i.e., dropdown list). 
CONTROL PROPERTIES IN SUBMISSION WIZARD
Dropdown Format
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Radio Buttons Format
 [image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlSingleSelectRadioButtonWizard.jpg]
The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Value List: Clicking in the control will display the list of pre-defined values. Clicking on a row will add the selected item to the selected item list. One item can be selected.
· Delete: The Delete icon ('x') can be used to remove an item from the selected item list.
· Please Describe: If "Other" is selected, the Please Describe field will be displayed and the user will be required to entered a value in this field.
· Control Display: Control may not display depending on Display Formula value configuration.
 
CONTROL PROPERTIES IN FORM DESIGNER 
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The following configuration properties are available for the Single Selection control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Require explanation when “Other” option is selected?: If checked, when "Other" is selected by the submitter, a "Please Describe" text field will be activated and required to be entered. Note: "Other" must be an option entered for the data source.
· Reason Required - Allow Reason Trigger?: If checked, the Trigger Label and Trigger Match Text attributes will be enabled. The Reason Trigger feature is one where if a particular text value is matched, a custom reason field will appear. This is often used in a Yes/No situation, where if the user answer "Yes", the will need to provide a reason as to why they answered Yes.
· Trigger Label: The label that will displayed as the "reason" field.
· Trigger Match Text: The text value that will be matched in order to enable/disable the reason field.
· Data Source: Specifies the Data Source to be used for the list in the control.
· Typed In:  Allows user to enter the list of values to present to the submitter. If selected, an Options text field will be displayed and allowing the user to 'Type In' the list of values to be available for the control. Each item in the list will be separated by a carriage return. See the Select Control Data Source section of the Advanced Form Design Guide for details on this feature
· Dynamic: Allows user to select a pre-configured data source to populate the controls list of values. These data sources are stored in the LOOKUP and LOOKUP_VALUE tables in the database. If selected, Dynamic Data Source dropdown field displays allowing for selection of desired list of values. See system administrator for additional details. See the Select Control Data Source section of the Advanced Form Design Guide for details on this feature 
· Repeating Section or Advanced Table: Allows user to select a Repeating Section or Advanced Table as the data source. The user will be able to specify the unique control to link to for linking purposes (not necessarily displayed to the user) and then a formula can be entered to specify the text to display to the user in the selectable list. If selected, the Control tag for Selected Value (saved value) and Display Formula for Selection attributes will display for configuration. See the Select Control Data Source section of the Advanced Form Design Guide for details on this feature.
· Format: The format in which the control selections will display (e.g., Dropdown or Radio Buttons).
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
[bookmark: MultipleSelection]

Multiple Selection
The Multiple Selection control is used to capture one or more values from a pre-defined list (i.e., dropdown list).
CONTROL PROPERTIES IN SUBMISSION WIZARD
Dropdown Multi-Select List Format
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Checkbox Format
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Value List: Clicking in the control will display the list of pre-defined values. Clicking on a row will add the selected item to the selected item list. Many items can be selected.
· Delete: The Delete icon ('x') can be used to remove an item from the selected item list.
· Please Describe: If "Other" is selected, the Please Describe field will be displayed and the user will be required to entered a value in this field.
· Control Display: Control may not display depending on Display Formula value configuration.
 
CONTROL PROPERTIES IN FORM DESIGNER 
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The following configuration properties are available for the Multiple Selection control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "No", the control will be editable. If set to "Yes", the control will be displayed in a read-only mode. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Allow Other: If checked, an "Other" value will be added to the end of the list. When "Other" is selected by the submitter, an "Other" text field will be activated and required to be entered.
· Data Source: Specifies the Data Source to be used for the list in the control.
· Typed In:  Allows user to enter the list of values to present to the submitter. If selected, an Options text field will be displayed and allowing the user to 'Type In' the list of values to be available for the control. Each item in the list will be separated by a carriage return. See the Select Control Data Source section of the Advanced Form Design Guide for details on this feature
· Dynamic: Allows user to select a pre-configured data source to populate the controls list of values. These data sources are stored in the LOOKUP and LOOKUP_VALUE tables in the database. If selected, Dynamic Data Source dropdown field displays allowing for selection of desired list of values. See system administrator for additional details. See the Select Control Data Source section of the Advanced Form Design Guide for details on this feature 
· Repeating Section or Advanced Table: Allows user to select a Repeating Section or Advanced Table as the data source. The user will be able to specify the unique control to link to for linking purposes (not necessarily displayed to the user) and then a formula can be entered to specify the text to display to the user in the selectable list. If selected, the Control tag for Selected Value (saved value) and Display Formula for Selection attributes will display for configuration. See the Select Control Data Source section of the Advanced Form Design Guide for details on this feature 
· Format: The format in which the control selections will display (e.g., Dropdown or Radio Buttons).
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


Short Text
The Short Text control is used to capture a specific text value such as a name or a short descriptor.
CONTROL PROPERTIES IN SUBMISSION WIZARD
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlShortTextWizard.jpg]The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. If configured, an auto-complete feature will assist data entry/selection. If some configurations, data entered will need to available in the list. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed.
· Control Display: Control may not display depending on Display Formula value configuration.
CONTROL PROPERTIES IN FORM DESIGN
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 The following configuration properties are available for the Short Text control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Maximum Length: The maximum number of characters that the submitter will be allowed to enter in the control.
· Enforcement Format 
· Validation Type: Specifies the type of value that will be entered in this field. This format will be validated to this selected format during data entry. Custom validations can be established, for situations where this is required, by using a standard validation format using Regular Expressions. Contact a system administrator if this is required.
· If Validation Type equals “Number”, the following attributes will be enabled.
· Decimal Places: Specifies the number of decimal places with will be enterable/displayed for the value.
· Use 1000 Separator (,)?: If checked, a comma will be displayed to separate 1000’s (e.g., 1,343,200).
· If Validation Type equals “Custom”, a Custom Regular Expression attribute will be enabled. See the Custom Validation topic in the Advanced Design Guide for more details on establishing these custom regular expressions.
· Auto-Complete: The auto-complete features activates a suggestion dropdown based on text entered in to the field. Note: this feature is only available with Dynamic Data Sources. See the Select Control Data Source topic in the Advanced Design Guide for more details on establishing these data sources.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


SSN
The SSN control is used to capture Social Security Numbers (SSN) and control display (or lack there of) of the values in this field, as appropriate.
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. If configured, an auto-complete feature will assist data entry/selection. If some configurations, data entered will need to available in the list. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed.
· Control Display: Control may not display depending on Display Formula value configuration.
· View Full SSN: If the user has the appropriate rights, they may be able to view the full SSN from view modes of this control. This can be accomplished by clicking on the eye icon ([image: ]). Clicking on the eye icon ([image: ]) again will re-hide the value.
CONTROL PROPERTIES IN FORM DESIGN 
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 The following configuration properties are available for the Short Text control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Show Last 4 Digits: If checked, the last four digits of the entered SSN will be displayed, the other digits will be obfuscated. If unchecked, all entered digits will be obfuscated.
· Required: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


[bookmark: _Toc45714844]Formatted Controls
The Formatted controls allow a user to capture data of a particular format. These controls are described here. Formatted control types include the following:
· Date: Used to enforce an entered value is a valid date (e.g., 1/1/2012). This control provides a date picker utility for eased date selection.
· Email: Used to enforce an entered value is a valid email address (e.g., me@mydomain.org).
· Number: Used to enforce an entered value is numeric (e.g., 1001). This control provides up/down buttons for incrementing the numeric value up and down.
· Phone: Used to enforce an entered value adheres to standard phone number format (e.g., 555-555-5555 x555).
· Time: Used to enforce an entered value is a valid time (e.g., 12:00 am). This control provides a time picker utility for eased time selection.
· URL: Used to enforce an entered value adheres to standard URL format (e.g., https://www.mysite.org).
 


Date
The Date control is used to enforce an entered value is a valid date (e.g., 1/1/2012). This control provides a date picker utility for eased date selection.
CONTROL PROPERTIES IN SUBMISSION WIZARD 
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. The value entered will need to be entered in a valid date format. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed.
· Date Picker: The Date Picker icon can be clicked to present the user with the Date Picker utility. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed. 
· Clicking a date value will enter the selected date in to the control and will close the Date Picker.
· Clicking the < arrow will navigate to the previous month.
· Clicking the > arrow will navigate to the next month.
· Clicking the current month/year value at the top of the Date Picker will open the month selector.
· Clicking Clear will clear any entered date in to the control and will close the Date Picker.
· Clicking Done will close the Date Picker.
· Control Display: Control may not display depending on Display Formula value configuration.
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Enforcement Format - Validation Type: Specifies the type of value that will be entered in this field. This format will be validated to this selected format during data entry. This field is not editable.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
 


Email
The Email control is used to enforce an entered value is a valid email address (e.g., me@mydomain.org).
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. The value entered will need to be entered in a valid email format. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed.
· Control Display: Control may not display depending on Display Formula value configuration.
 CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Maximum Length: The maximum number of characters that the submitter will be allowed to enter in the control.
· Enforcement Format - Validation Type: Specifies the type of value that will be entered in this field. This format will be validated to this selected format during data entry. This field is not editable.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
 


Number
The Number control is used to enforce an entered value is numeric (e.g., 1001). This control provides up/down buttons for incrementing the numeric value up and down.
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. The value entered must be numeric. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed.
· Control Display: Control may not display depending on Display Formula value configuration.
 
 CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Read-Only?: If checked, the control will be presented for display purposes only. The user will not be able to change this value.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Maximum Length: The maximum number of characters that the submitter will be allowed to enter in the control.
· Enforcement Format: 
· Validation Type: Specifies the type of value that will be entered in this field. This format will be validated to this selected format during data entry. This field is not editable.
· Decimal Places: Specifies the number of decimal places with will be enterable/displayed for the value.
· Use 1000 Separator (,)?: If checked, a comma will be displayed to separate 1000’s (e.g., 1,343,200).
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


Phone
The Phone control is used to enforce an entered value adheres to standard phone number format (e.g., 555-555-5555 x555).
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. The value entered must be a valid phone number. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed.
· Control Display: Control may not display depending on Display Formula value configuration.
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Enforcement Format - Validation Type: Specifies the type of value that will be entered in this field. This format will be validated to this selected format during data entry. This field is not editable.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
 


Time
The Time control is used to enforce an entered value is a valid time (e.g., 12:00 am). This control provides a time picker utility for eased time selection.
CONTROL PROPERTIES IN SUBMISSION WIZARD
[image: ] 
The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed. 
· Hours: The data entry area for the hours value of the control. The value entered must be a valid hour value (1-12). Clicking in this column and then using the up/down arrows on the keyboard will adjust the hour value from the current time.
· Minutes: The data entry area for the minutes value of the control. The value entered must be a valid minute value (00-59). Clicking in this column and then using the up/down arrows on the keyboard will adjust the minute value from the current time.
· AM/PM: The data entry area for the AM/PM value of the control. The value entered must be a valid AM/PM value (AM or PM). Clicking in this column will switch the values.
· Control Display: Control may not display depending on Display Formula value configuration.
 
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Enforcement Format - Validation Type: Specifies the type of value that will be entered in this field. This format will be validated to this selected format during data entry. This field is not editable.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
 


URL
The URL control is used to enforce an entered value adheres to standard URL format (e.g., https://www.mysite.org).
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. The value entered must be a valid fully qualified URL address (e.g., https://www.myorg.org). Note: if Read-Only attribute is enabled, the field will be locked and data entry will not be allowed.
· Control Display: Control may not display depending on Display Formula value configuration.
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Default Value: If entered, the controls value will be defaulted to the value entered in this attribute.
· Maximum Length: The maximum number of characters that the submitter will be allowed to enter in the control.
· Enforcement Format - Validation Type: Specifies the type of value that will be entered in this field. This format will be validated to this selected format during data entry. This field is not editable.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
 


[bookmark: _Toc45714845]Advanced Controls
The Advanced controls allow for support of the more advanced data capture capabilities. These controls are described here. Advanced control types include the following:
· Address: The Address control captures a standard address such as submitters address, work site.
· Attachment: The Attachment control allows for capture/upload of electronic document(s).
· Calculated: The Calculated control allows for calculated of a value based on a formula.  The calculated value can be derived based on values found in other controls on the form.
· Contact: The Contact control allows for capture of detailed information for a contact person, including attributes such as a name, title, company, phone numbers, email, and address, etc.
· Hidden Text: The Hidden Text control allows for data to be included in a form, but hidden, when appropriate, for storing data used by the import/export processes, that may have no meaning to the submitter.
· Location: The Location control allows for the capture of a latitude and longitude for a particular spatial point/location. Users can search for a location by an address, entry of a latitude and longitude decimal value or use of a Google map to point to and identify a specific location.
· Name: The Name control captures a Name and Title value. This can be used to capture the name/title of a owner, operator or project manager.
· Tables: Table controls allow for the capture of a table of data from the submitter. The Table controls currently supported, include:
· Advanced Table: The Advanced Table control allows for the capture and/or display of data in a highly formatted table structure. Users can interact with the table (e.g., adding/removing rows), if appropriate, and entered data can be controlled using a number of Simple and Formatted control types.
· [Bulk Upload] Table: The [Bulk Upload] Table control allows the agency to provide a predefined spreadsheet template to the submitter for download, population, copy and upload back into the system. The Table control is intended to ease data entry for bulk datasets. Users will download a predefined spreadsheet template, populate this template with the appropriate data, and then copy the raw data from the populated spreadsheet and paste the data in to the table control on the form, where the system will capture the data and present it back to the user for review.
 


Address
The Address control is used to capture a standard address such as submitters address, work site.
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. Note: if Read-Only attribute is enabled, the fields will be locked and data entry will not be allowed. 
· Address Line 1: The street address line for the address.
· Address Line 2: The secondary address line for the address (e.g., BLDG #, APT #, STE #)
· Location Description: A supplementary description for the address (e.g., 1/4 mile past mile post 214).
· City: The city for the address.
· State/Area: The state for the address.
· County: The county the address resides within.
· Postal Code: The postal code for the address.
· Country: The country for the address.
· Validate Address: When clicked, the address entered will be verified against a domestic address service. If a improved address match is found, it will be presented for selection.
· Control Display: Control may not display depending on Display Formula value configuration.
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Autopopulate Address?: If checked, the address will automatically be populated in the control based the address value found in the submitters users profile.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
· Additional Fields:
· Location Description: If checked, the Location Description field will be enabled, allowing for entry of a location description (e.g., 1/4 beyond mile post 214)
· Country: If checked, the Country field will be enabled.
· Country Required: If checked, the Country field will be required.
· County: If checked, the County field will be enabled.
· County Required: If checked, the County field will be required.
· Require County if Country is provided (US Only): If checked, the County field will be required if the Country field is populated (and equal to United States).
· Validation:
· Allow partial addresses: If checked, partial addresses will be accepted (e.g., city, state and zip code with no street address are accepted, etc.).
 


Attachment
The Attachment control allows for capture/upload of electronic document(s)/file(s). Attachments can be uploaded using the Choose File button and selecting the file or by dragging and dropping the electronic document on the "Drop files here to upload" area. An electronic document/file can be deleted by clicking the 'x' button to the right of the electronic document/file name. 
Note: Large files can be accepted by the system. The max file size is configurable by a system administrator.
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. Files will be virus scanned on upload.  
· Drop files here to upload: Drag and drop electronic document files to this area to initiate a electronic document/file upload.
· Choose File: Click this button to open the file browser and allow for selection of the electronic document/file.
Note: Any uploaded files will be scanned for viruses prior to being saved
· File List: A list of all uploaded electronic documents/files.
· Confidential: If configured to be enabled, the submitter will have the ability to mark an electronic document/file as confidential using this checkbox, in the case of sensitive information. Marking a electronic document/file as confidential will encrypt the information and limit access to who will be able to view the electronic document/file. 
· Justification: If the submitter marks the electronic document/file as confidential, they will be required to enter justification text.
· Comment: An area for the submitter to provide additional comments on the electronic documents/files.
· Control Display: Control may not display depending on Display Formula value configuration. 
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Instructions: Any pertinent instructions for the submitter with regards to the electronic document(s) for upload.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Allow Upload of Multiple Files?: If checked, the system will allow multiple documents/files to be uploaded to this control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Restrict File Types?: Select/check the file types that will be accepted for this control in the Submission Wizard.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
 


Calculated
The Calculated control allows for calculated of a value based on a formula.  The calculated value can be derived based on values found in other controls on the form.
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Display: The area will display the formulated value(s) for the control.
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Hidden?: If checked, the system will hide the display of this control from the submitter. 
· Calculated Value Formula:  The formula used to determine the value(s) that will be displayed in the form. See the Calculated Control section of the Advanced Form Design Guide for details on this feature.
· Enforced Format:
· Decimal Places: Specifies the number of decimal places with will be enterable/displayed for the value.
· Use 1000 Separator (,)?: If checked, a comma will be displayed to separate 1000’s (e.g., 1,343,200).
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


Contact
The Contact control allows for capture of detailed information for a contact person, including attributes such as a name, title, company, phone numbers, email, and address, etc.
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. Note: if Read-Only attribute is enabled, the fields will be locked and data entry will not be allowed. 
· Contact Auto-Fill: Provides the ability for the user to auto-fill the contact control based on data entered in other areas of the form, or via auto-fill dataset. Note: this value is only available if configured to be enabled.
· Contact
· Prefix: The prefix for the contacts name (e.g., Dr., Ms., etc.).
· First Name: The first name for the contact.
· Last Name: The last name for the contact.
· Title: The title of the contact.
· Company Name: The company which the contact represents.
· Email: The email address for the contact.
· Phone: The phone number for the contact.
· Ext.: The extension for the phone number for the contact.
· Fax: The fax number for the contact.
· Address:
· Address Line 1: The street address line for the address.
· Address Line 2: The secondary address line for the address (e.g., BLDG #, APT #, STE #).
· Location Description: A supplementary description for the address (e.g., 1/4 mile past mile post 214).
· City: The city for the address.
· State/Area: The state for the address.
· County: The county for the address, if applicable.
· Postal Code: The postal code for the address.
· Country: The country for the address.
· Validate Address: When clicked, the address entered will be verified against a domestic address service. If a improved address match is found, it will be presented for selection.
· Control Display: Control may not display depending on Display Formula value configuration.
 
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Header: The label that will be presented to the submitter in the header of the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Autopopulate Contact and Address?: If checked, the contact and address fields will automatically be populated in the control based the information found in the submitters users profile.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
· Components:
· Main Contact Info:
· Contact Group Label: The label displayed above the Contact information area in the control. If left blank, no label will displayed in this area.
· Individual:
· Display Individual Name: If checked, the individual First Name and Last Name fields will be displayed.
· Individual Name Required: If checked, the individual First Name and Last Name fields will be required to be entered by the submitter.
· Prefix: If checked, the Prefix field will be displayed.
· Prefix Required: If checked, the Prefix field will be required to be entered by the submitter.
· Middle Name: If checked, the Middle Name field will be displayed.
· Middle Name Required: If checked, the Middle Name field will be required to be entered by the submitter.
· Title:
· Display Title: If checked, the Title field will be displayed.
· Title Required: If checked, the Title field will be required to be entered by the submitter.
· Organization/Company Name
· Display Organization/Company Name: If checked, the Organization/Company Name field will be displayed.
· Organization/Company Name Required: If checked, the Organization/Company Name field will be required to be entered by the submitter.
· Organization/Company Name Custom Label: If a value is entered in this field, this will be the label presented for the Organization/Company Name field. If no value is provided, Organization Name will be displayed.
· Phone
· Display Phone: If checked, the Phone fields will be displayed.
· At Least 1 Required: If checked, at least one phone number will be required to be provided by the submitter.
· Phone Number Group Label: The label displayed above the Phones area in the control. If left blank, no label will displayed in this area.
· Multiple phone numbers allowed: If checked, multiple phone number can be provided by the submitter.
· Allowed phone number types:
· Main: If checked, the user will be allowed to enter a main phone number.
· Business: If checked, the user will be allowed to enter a business phone number.
· Home: If checked, the user will be allowed to enter a home phone number.
· Mobile: If checked, the user will be allowed to enter a mobile phone number.
· Other: If checked, the user will be allowed to enter an other type of phone number.
· Fax:
· Display Fax: If checked, the Fax field will be displayed.
· Fax Required: If checked, the Fax field will be required to be entered by the submitter.
· Email Address:
· Display Email Address: If checked, the Email field will be displayed.
· Email Address Required: If checked, the Email field will be required to be entered by the submitter.
· Address:
· Display Address: If checked, the address fields (e.g., Address Line 1, Address Line 2, City, State/Area, Postal Code) will be displayed.
· Address Required: If checked, an address will be required to be entered by the submitter.
· Address Group Label: The label displayed above the address information area in the control. If left blank, no label will displayed in this area.
· Location Description: If checked, the Location Description field will be enabled, allowing for entry of a location description (e.g., 1/4 beyond mile post 214)
· Country: If checked, the Country field will be enabled.
· Country Required: If checked, the Country field will be required.
· County: If checked, the County field will be enabled.
· County Required: If checked, the County field will be required.
· Require County if Country is provided (US Only): If checked, the County field will be required if the Country field is populated (and equal to United States).
· Validation:
· Allow partial addresses: If checked, partial addresses will be accepted (e.g., city, state and zip code with no street address are accepted, etc.). 


Hidden Text
The Hidden Text control allows for data to be included in a form, but hidden, when appropriate, for storing data used by the import/export processes, that may have no meaning to the submitter.
CONTROL PROPERTIES IN SUBMISSION WIZARD
No properties are available for display/data entry with this control in the Submission Wizard as it is hidden from the submitters view.
CONTROL PROPERTIES IN FORM DESIGN
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The following configuration properties are available for the control:
· Label: The label that will identify the control in the form designer.
· Default Value: A default value that should be assigned to the control, if appropriate.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


Location
The Location control allows for the capture of a latitude and longitude for a particular spatial point/location. Users can search for a location by an address, entry of a latitude and longitude decimal value or use of a Google map to point to and identify a specific location.
CONTROL PROPERTIES IN SUBMISSION WIZARD
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The latitude and longitude can be identified using one of the following methods:
· Address: A location can be identified by entering the physical address of the location (e.g., “919 Ala Moana Blvd., Honolulu, Hawaii 96814”) in the Search by name or address text field on the top of the map.
· Map: The map marker can be moved on the map to the appropriate location by clicking on the map and/or dragging the marker to the appropriate location. Use the zoom and pan controls on the bottom right to navigate the map. The closer you zoom in to a location, the more accurate the identified location.
· My Location: Some browsers have the ability to share the user’s exact location (when provided access to such information). When supported and authorized, the user can click on the my location button ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlLocationWizardMyLocation.jpg]) to pinpoint their exact location on the map. Note: you will be required (when/if asked) to share your location to your browser for this feature to work properly.
· Direct Entry: In the search box, type your coordinates. Here are examples of formats that work:
· Degrees, minutes, and seconds (DMS): 41°24'12.2"N 2°10'26.5"E
· Degrees and decimal minutes (DMM): 41 24.2028, 2 10.4418
· Decimal degrees (DD): 41.40338, 2.17403
· Tips: 
· Use the degree symbol instead of "d".
· Use periods as decimals, not commas. Incorrect: 41,40338, 2,17403. Correct: 41.40338, 2.17403. 
· List your latitude coordinates before longitude coordinates.
· Check that the first number in your latitude coordinate is between -90 and 90.
· Check that the first number in your longitude coordinate is between -180 and 180.
· Control Display: Control may not display depending on Display Formula value configuration.
Note: if Read-Only attribute is enabled, the fields will be locked and data entry will not be allowed.
CONTROL PROPERTIES IN FORM DESIGN
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlLocationEdit.jpg]
The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


Name
The Name control captures a Name and Title value. This can be used to capture the name/title of an owner, operator or project manager.
CONTROL PROPERTIES IN SUBMISSION WIZARD
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlNameWizard.jpg]
The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. Note: if Read-Only attribute is enabled, the fields will be locked and data entry will not be allowed.
· Full Name: The full name for the person.
· Title: The title of the person.
· Control Display: Control may not display depending on Display Formula value configuration.
 CONTROL PROPERTIES IN FORM DESIGN
 [image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlNameEdit.jpg]
The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Autopopulation Value: When a value is selected in this attribute, information will automatically be populated in the control based the respective value found in the submitters users profile (e.g., user name, user email address, etc.).
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.

Tables
Table controls allow for the capture of a table of data from the submitter. This section will describe the available Table control options.
Advanced Table
The Advanced Table control allows for the capture and/or display of data in a highly formatted table structure. Users can interact with the table (e.g., adding/removing rows), if appropriate, and entered data can be controlled using a number of Simple and Formatted control types. 
CONTROL PROPERTIES IN SUBMISSION WIZARD
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlAdvancedTableWizard.jpg]
The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter. Note: this field can be omitted to suppress the table header label (i.e., if stacking tables).
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Data Entry: The data entry area for the control. Note: if Read-Only attribute is enabled, the fields will be locked and data entry will not be allowed. 
· Column Label: The label for the column of data.
· Column Values: The values for entry in a column. Each columns control type and available values will be dependent upon the configuration for the table.
· Add Row: When available, clicking the Add Row button will create a new row to the table.
· Delete: When available, clicking the Delete 'x' button will delete the selected row from the table.
· Control Display: Control may not display depending on Display Formula value configuration.
 
CONTROL PROPERTIES IN FORM DESIGN
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlAdvancedTableEdit.jpg]
The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Disable Ability to Add Rows: If checked, the Add Row button will be hidden from the submitter to prevent rows from being added to the table. This can be helpful for locking down the table in situations where the tables data is prepopulated or defaulted with data.
· Disable Ability to Remove Rows: If checked, the "x" button next to the data rows will be hidden from the submitter to prevent rows from being deleted from the table. This can be helpful for locking down the table in situations where the tables data is prepopulated or defaulted with data.
· Require at Least One Row: If checked, the submitter will be required to provide at least one row of data in the table.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Conceal/Purge Value: For sensitive information, control value selection can be set the conceal, conceal and purge, or none. If "None" is selected, data will display in standard ways. If "Conceal" is selected, data entered in this control will be concealed from most users. If "Conceal and Purge" is selected, data entered in this control will be concealed from most users and will be purged from the submission, once the submission is finalized. See the Conceal and Purge Data Point topic in the Advanced Form Design Guide for additional details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.
· Columns: This area will define the columns presented in the table.
· To add new column, click on one of the available controls from left Available Controls pane which will add the Column to the Columns area. This will activate the control design dialog for the relevant control. The available controls are limited to those that are considered most appropriate for use in a table. See control type configuration properties in this topic, above, for the selected control types.
It is worth noting that one additional set of configuration options are available to support column footer calculations in a table. This includes:
· Column Summary: This configuration option allows the column values to be aggregated using a mathematic function. 
· Show Column Summary?: If checked, a Summary Type dropdown will display.
· Summary Type: Allows user to select type mathematic function (Average, Count, Max, Min, Sum) to perform for the column summary.
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlAdvancedTableColumnSummary.jpg]
Note: To edit a column, click on the Edit icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/EditIcon.PNG]) for the desired column.
Note: To remove a column, click on the Delete icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/DeleteIcon.PNG]) for the desired column.
· Advanced Table Default Values: This area allow a designer to establish a default dataset in the table, when desired. This can be handy if a finite set of data will be captured where the tables data will be fairly static.
· To add a new default row, click on the Add Default Row button. A row will be added and the values in this row can be adjusted as desired. Many rows can be added, if desired.
Note: To edit a column, adjust the row and column values, in place, as desired.
Note: To remove a column, click on the Delete icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/DeleteIcon.PNG]) for the desired column.
· To reorder columns, moving a column up one position, click on the Move Up icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/MoveUpIcon.jpg]) for the desired column.
· To reorder columns, moving a column down one position, click on the Move Down icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/MoveDownIcon.jpg]) for the desired column.
· If the Column Summary option was selected in columns setup, a gray summary row will be added to the bottom of the Advanced Table Default Values table display in the form design view.  The summary row will indicate the type of mathematics function used for each column selected to display a column summary. 
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlAdvancedTableDefaultValueEdit.jpg]
Note: The Calculated control can be included in the table as a Column to perform calculations or summarize data across a particular row.
 


[Bulk Upload] Table
The [Bulk Upload] Table control allows the agency to provide a predefined spreadsheet template to the submitter for download, population, copy and upload back into the system. The Table control is intended to ease data entry for bulk datasets. Users will download a predefined spreadsheet template, populate this template with the appropriate data, and then copy the raw data from the populated spreadsheet and paste the data in to the table control on the form, where the system will capture the data and present it back to the user for review.
CONTROL PROPERTIES IN SUBMISSION WIZARD - PRE DATA UPLOAD
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlTableWizardPreData.jpg]
 
CONTROL PROPERTIES IN SUBMISSION WIZARD - POST DATA UPLOAD
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlTableWizardPostData.jpg]
The following properties are available for display/data entry with this control in the Submission Wizard:
· Label: The label for the control will be displayed to the submitter.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control.
· Description Text: Descriptive instructions/text present to the submitter with regards to how to use the template, data population or the upload process.
· Link: The link for downloading the pre-defined spreadsheet template which will be used for data entry.
· Data Entry: The data entry area for the control.
· Table Data: Data will be copied from the populated spreadsheet template and pasted in to this area for upload. Once the data is pasted in this area, it will be automatically displayed to the user for review/confirmation.
· Clear Data: The Clear Data button can be clicked to clear the data in the Table Data area.
· Control Display: Control may not display depending on Display Formula value configuration.
CONTROL PROPERTIES IN FORM DESIGN
[image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/ControlTableEdit.jpg]
The following configuration properties are available for the control:
· Label: The label that will be presented to the submitter for the control.
· Error/Help Tip: The help tip that will be presented to the submitter when hovering their mouse over the help tip icon ([image: https://qaweb.windsorsolutions.biz/nForm/Content/help/DefaultAgencyStaffHelp/img/HelpTipIcon.jpg]) for the control. This attribute will also be utilized to provide additional information to the submitter when an invalid value is available for the control.
· Description Text: Any descriptive instructions/text to present to the submitter with regards to how to use the template, data population or the upload process.
· Link Title: The text that will be displayed as the URL link to the spreadsheet template.
· Link URL: The fully qualified URL location (e.g., https://www.mydomain.org/SpreadsheetTemplate1.xlsx) of the spreadsheet template. Note: this template will need to be located in a publicly available location.
· Read-Only?: If set to "Yes", the control will be displayed in a read-only mode. If set to "No", the control will be editable. If set to "If Prepopulated", the control will be displayed in read-only mode, if the control is pre-filled with data.
· Required?: Specifies whether the control is required to be entered by the submitter.
· Conditionally Display Control?: If the control will be allowed to display conditionally, during submission process, check the Conditionally Display Control checkbox.  When checked, the Display Formula text field will be enabled for configuration. See the Conditional Display section of the Advanced Form Design Guide for details on this feature.
· Tag: The unique name assigned to the control to allow the control to be uniquely identified. This attribute is essential for facilitating the data importing and exporting processes. See the TAGging Fundamentals topic in the Integration Guide for additional details on tagging.


Confidentiality Notice: This document is confidential and contains proprietary information and intellectual property of Windsor Solutions, Inc. Neither this document nor any of the information contained herein may be reproduced or disclosed under any circumstances without the express written permission of Windsor Solutions, Inc. Please be aware that disclosure, copying, distribution or use of this document and the information contained herein is strictly prohibited.
Page 20	Client Confidential	[image: ]
[image: ] 	Client Confidential	Page 21
image3.png
Home #  Findr ©  Foms B Hstry®  Hep  LeoDefon2  SignOut®




image86.jpeg
Address Control

Control Definition

Label:*
Address Control

Error/Help Tip*
Enter a valid address value

Read-Only?

No -
Cautopopulate Address?
Orequired?

[conditionally Display Control?

Conceal/Purge Value
None

Tag
ADDRESS_TAG

Additional fields

I Location Description
@ Country
@ county

0 Required
[ Required

[ Require County if Country is provided (US Only)

Validation

[ Allow partial addresses (e.q. no Address Line 1, etc)

oK || Cancel





image87.png
Attachment Control
Upload a document to your submission using the attachment control. [i]

Please be aware that files exceeding 30 MB in size are not allowed

Drop files here to upload





image88.jpeg
Attachment Control

Control Definition

Label*
Attachment Control

Instructions
Upload a document to your submission using the attachmen

Error/Help Tip*
Attach a valid document

(Jallow Upload of Multiple Files?

Read-Only?

No -
CRequired?
[@IRestrict File Types?

Check the file types below that you wish to allow to be uploaded for this control

Ousv Odoc D.doex jpeg U jpg
O pdf Cpng O .ppt Oppx O
Buiff Duoa Duxs Bxisx B .xml

[conditionally Display Control?

Conceal/Purge Value
None v

Tag
ATTACH_TAG

oK || Cancel





image89.jpeg
Calculated Value Control
10




image90.png
Calculated Value Contre

Control Definition

This control displays a read-only field, whose value will be derived
from the formula defined below.

Label*
Calculated Value Control

Help Tip*
A value automatically calculated by the system

OHidden?

Construct a formula for performing the desired calculation using
the Tags, Operators and Functions available. Use Tags (L.,
wrapped in *backiicks ) to reference data input in other fields on
the form. Use Functions to perform an action/function on the data
in the formula. Use Operators to combine or compare data

Calculated Value Formula
Enter the formula for the calculation to be performed.

~FormattedControls: Integer” +100

TS

+ Tags || + Operators || + Funcions
Examples

“Boxtengtn’ * “soxuidth”

Clcultes the srs of 2 b beses on th dimensions encerad by th usar
e Boxtongth a3 Soxidtn Tlos

sun(*Repeatingsection:Tons")

Cleultes the zum s he Tons valuas snerad by the usar sross i
A S R A S R e

Enforced Format

“These attibutes should only be uitlized with numeric values

Decimal Places

use 1000 Separator ()?

Tag
CALCULATED_TAG

ok || cancel




image91.png
Contact

Contact Auto-fill

conTAcT

Prefix First Name
or. - ‘ {Megzn

Sarah

Parker

Middle Name ‘ { Last Name

Title

Chief Surgeon

Company.

St. Paul's Hospital

PHONE

Phone Type. Phone Number
Business - ‘ {555732|7| 234

e

Email

megan parker@stpaul.com

ADDRESS
‘Address Line 1

4386 Southwest Macadam Avenue

Address Line 2

Location Description

City State/Area Postal Code
Portland ‘ {DR ‘ {77239
County. Country.

Multnomah ‘ { United States

VALIDATE ADDRESS





image92.jpeg
Contact Control

Control Definition

Label*
Contact Control

Error/Help Tip:*
Enter the information about a valid contact.

Read-Only?
No v

(Clautopopulate Contact and Address.
[conditionally Display Control?

Conceal/Purge Value
None v

Tag
CONTACT_TAG

Components

Main Contact Info
Contact Group Label
Individual

“This sub-iabel applies to the fild group made up of the Name, Tite, and
Organization/Company Name fields.

Additional Fields to Display

0 Required
0 Required

Organization/Company Name Custom Label
Organization Name

Phone Number Group Label
Phone Numbers
‘This sub-label applies to the field group made up of all phone num ber fields.

() Multiple phone numbers allowed

Allowed phone number types

Address Group Label
Mailing Address
“This sub-label applies to the field group made up of all address/location fields

Additional

Ids

Location Description
Country

County

[ Require County if Country is provided (US Only)

Validation

[ Allow partial addresses (e.g. no Address Line 1, etc)





image93.jpeg
Control Definition

Hidden Text
Label*
Hidden Text Control

Default Value
default value text

Tag
HIDDEN_TAG

oK || Cancel





image94.jpeg
Location Control
A AT S —

2
Map  Satelite E Search by name or address \llsopp Park

: HILLCREST 2
*\ W Markham W Markham st g

 Mara Lym Rd Brtamhg

W Markham st

Newgh

a0 : —
@ it Gwins 3
g . L 2 Syaaie L
N s @ A £ P
a wishinve £ 8
wasns: ® o e o SE s

Wznase
Waanst \

John Barrow R

LOCATION COORDINATES

Latitude Longitude




image95.jpeg




image4.png
Forms Manager

‘This page can be used to manage and edit the properties of a form as well as the support workflow process. Enter search text n the fier ield above the table to narmow the lst based on
the information displayed in the fist. Once identified, select the form you would ke to manage from the list below and adjust the propertes as needed below.

Manage Template @ | Add New Form + | Import New Form &

Total records: 51 Filtered total: 51 Page total: 10 Fiter

12 Responsible Organization  § Certification Method Actions

‘Application for NPDES Permit (NPDES-500) Healih User -
Administration




image96.jpeg
Location Control

Control Definition

Label*
Location Control

Error/Help Tip*
Select a valid location.

Read-Only?
No -
Orequired?

(conditionally Display Control?

Tag
LOCATION_TAG

oK || Cancel





image97.jpeg
Name Control

Full Name

Title





image98.jpeg
Control Definition

Name

Label*
Name Control

Error/Help Tip*
Enter a valid person name.

Read-Only?
No v

Autopopulation Value

None .
Orequired?
Cconditionally Display Control?

Tag
NAME_TAG

oK || Cancel





image99.jpeg
Advanced Table Control
LENGTH LENGTH UNITS. WIDTH WIDTH UNITS AREA CALCULATION

1% it - 3 it -





image100.jpeg
Available Controls

Advanced Controls - Advanced Table Control

(Click a control to add it o the advanced table as a column)

si Formatted

[ issen v Bt |
L:g [

Lab

Advanced Table Control

ErtoriHelp Tip *
Populate the table as requested.

[Clpisable Ability to Add Rows
Cpisable Ability to Delete Rows
(CIRequire at Least One Row
Cconditionally Display Control

ConcealiPurge Value
None

Tag

ADVIABLE TAG

Columns
Name Type
Length Number
Length Units Singe Selection
Width Number
Width Units Single Selection
Area Calculation Calculated Value
Advanced Table Default Values
Length Length Units ~ Width
1 n LE]
2 t B

# Add Default Row

® Done

Required
No
No
No
No
No
Width Units
L
LS

Area Calculation

“LENGTH_TAG " WIDTH_TAG"

“LENGTH_TAG " WIDTH_TAG"

sum

© Cancel




image101.jpeg
Ta(

Column Summary

This feature allows the column values to be aggregated using a
mathematics function.

@ show Column Summary?

sum v

Average
Count
Max
Min





image102.png




image103.png




image104.jpeg




image105.jpeg




image5.png
Forms Manager

‘This page can be used to manage and edit the properties of a form as well as the support workflow process. Enter search text n the fier ield above the table to narmow the lst based on
the information displayed in the list. Once identified, select the form you would ke to manage from the list below and adjust the propertes as needed below.

Manage Template & | Add New Form + | Import New Form &

:
Form Name Actions
Please select the organization the form will be associated with.
Application for NPDES Permit (! tification s
I Environmental Health Administration I
Application for Onsite Sewage D s

oK || Cancel
Incident Reporting Form fest User -





image106.jpeg
Advanced Table Default Values,

Length Length Units ~ Width Width Units  Area Calculation
14 3 B n Y| CLENGTH_TAG*WIDTH_TAG' L =
2 n B 3 Y| LENGTH_TAG*WIDTH_TAG' :

Sum

# Add Default Row

® Done © cancel




image107.jpeg
[Bulk Upload] Table Control
This control is used to support bulk importing of data.

1.CNN

2. Populate the template with your data
3. Copy the entire table (CTRL+C)

4. Paste into the textbox below (CTRL+V)





image108.jpeg
[Bulk Upload] Table Control
This control is used to support bulk importing of data.

Column A Column B Column C
Row 1 6 "
Row 2 7 12
Row 3 8 13
Row 4 9 14
Row 5 10 15

CLEAR DATA





image109.jpeg
rable Control

Control Definition
Label*

[Bulk Upload] Table Control

Error/Help Tip*
Copy and paste spreadsheet data here.

Description Text*

This control is used to support bulk importing of data.

Link Title
CNN

Link URL
http://www.mydomain.org/spreadsheettemplate.xIsx

Read-Only?
No v

(DRequired?
(Dconditionally Display Control?

Conceal/Purge Value
None v

Tag
TABLE_TAG





image6.png
New Form Created by Leo Delion on 2/22/2019 4:32:43 PM (v1.0 - Draft)

Form Designer
“The Form Designer allows you to custom-build forms to soic data from your end-users

Each formis considered to be in Draft and won' be visible or usable by your users unfi ts status is sst to Published. Only the /stest version of the form marked as Published will be visible to your users, and only one version can be Published at a time

‘You can test out how  form vil 100k to a subitter, prior to publishing, by using the Preview button. To be previewed, a form must be in Draft, and the form must be populated vith at least one control

Step10f3

Version History:

V1.0 Dratt Form Overview | Form Det: Use Certification |~ Fees  Contacts | Supplemental FAQs  Standard Text Templates |~ Document Templates  Internal Data
Environmental Health Administration

+Changing responsible org wiltake effect immediately and will impact ll versions of the form

Tag:

Identifying Keywords:

“Changing keywords willtake effect immediately and will impact all versions of the form

Form for Internal Use Only:
5]

+Changing to internal willtake effect immediately and will impact all versions of the form

® Done | o Preview @ | + Export || @ Clone





image7.png
Form Overview | Form Details = Use | Prefill | Certification  Fees

Contacts

Supplemental Links.

FAQs.

Standard Text Templates

Document Templates

Internal Data

Environmental Health Administration

“Changing responsible org willtake effect immediately and will impact all versions of the form

Tag:
DemoForm

Identifying Keywords:
demonstration g sample § test §  water g

“Changing keywords will take effect immediately and will impact all versions of the form

Form for Internal Use Only:
=]

+Changing to nternal will take effect immediately and will impact all versions of the form





image8.png
Form Overview Form Details Use Pre-fill Certification Fees Contacts Supplemental Links FAQs Standard Text Templates Document Templates Internal Data

Status

DRAFT
Change Status

A Publish © Deactivate

Form Information

Form Name:

Demonstration Form

Reference Number:

Short Description:

This form is to be used for demonstration purposes

Alternate Identifier

Activate Display of Alternate Submission Identifier

General Instructions:

Format v Size'™ B I = U iZ i= iZ @ =)

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore
veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur
magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit, sed quia
non numquam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat voluptatem. Ut enim ad minima veniam, quis nostrum exercitationem
ullam corporis suscipit laboriosam, nisi ut aliquid ex ea commodi consequatur? Quis autem vel eum iure reprehenderit qui in ea voluptate velit esse quam nihil
molestiae consequatur, vel illum qui dolorem eum fugiat quo voluptas nulla pariatur.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat
nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

7 Reset Instructions

Form Type Selection

Default Form Type Value on Form:

New v

Lock Form Type Field on Form:

No v

Copy as New

Enable Copy as New:

Confidential Attachments

Label for Confidential Attachment Justification Field:

Reason for Confidentiality

Reminders and Deadlines

Reset Steps on Revision:
v

Reminders:

Send 3 days prior to target date

Completion Targets:

Complete form within 0 days of submission
Complete form within 0 days of being deemed complete

Date Tracking

Last Updated By:
Internal User on 1/29/2020 4:07:22 PM

Published By:
N/A

Inactivated By:
N/A
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O create Copy of Record
Creates a Copy of Record (PDF archive) for each submission. This option is mandatory when signatures are required.

([ Enable Review step
Includes a Review step on the form, which displays a summary of all entered information. Submitters will be required to view it before submitting.

O signature(s) required
Requires one or more signatures at submission time.

Access

Allow only users who meet the following criteria to submit this form

O Unrestricted (user registration not required)

® Registered Users

O verified Registered Users (including Electronic Signature-certified users)
Certification Statement

‘This text will be presented when prompting the user for their signature

Normal (.. )| size®)| B I o U } =@ E

1 certity under penalty of law that the document and al attachments were prepared under my direction of supervision in accordance with a system designed to assure that qualified personnel gather an evaluate the
information submitted. Based on my inuiry of the person of persons who manage the sys ons directly responsible for gathering the information, the information submitted i, fo the best of my knowledge
and belief, true, accurate, and complete. | am aware that there are significant penalties for submiting false information, including the possibilty of fine and imprisonment for knowing violations.

| understand that t s the Permitiee's responsibiity to ensure and verify receipt o this request by the Department and that the Permittee is required to immediately noty the Department in wrting should conditions or
information provided in this request, upon which approval may be granted, change.
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Certification Requirements

Create Copy of Record
Creates a Copy of Record (PDF archive) for each submission. This option is mandatory when signatures are required.

Enable Review step
Includes a Review step on the form, which displays a summary of all entered information. Submitters will be required to view it before submitting.

Signature(s) required
Requires one or more signatures at submission time

Supported Signature Methods

4 pigital (in-app) signature

sers can certfy their submission direcly in the application with & dlgta signature, 2 the final step of submission. Users who wish o sign must obtain electronic-signatory permissions by registering with
e agency.

Hard-copy signature
“The submitter will certify their submission by printing a signature form, which they (and any other signers) will sign, and mail to the agency.

Digital Signature Options
Enable signing invitations
Allows the submitter to invite other individuals to sign the submission, in addition to (or instead of) themselves.

Enable multiple signatures

Allows the submitter to invite multiple individuals to sign the submission.

Role-based signing

‘The submitter will request specific ttle-holders to sign the submission (e.g., Engineer, Supervising Officer, Owner, Operator, etc.).
Enable role-based signing

Signing Roles Add signing role.
Role 4 Certifying statement Help Actions
Name Text

Responsible | certify under penalty of law that the document and all attachments were prepared under my direction or supervision in accordance with a system designed to A s
Corporate  assure that qualified personnel gather an evaluate the information submitted. Based on my inuiry of the person or persons who manage the system, or the Responsible
Official or  persons directly responsible for gathering the information, the information submitted i, to the best of my knowledge and belief, true, accurate, and complete. |~ Corporate
Authorized  am aware that there are significant penalties for submitting false information, including the possibilty of fine and imprisonment for knowing violations. | Official or
Agent understand that it is the Permittee’s responsibility to ensure and verify receipt of this request by the Department and that the Permittee is required to Authorized
immediately notify the Department in writing should conditions or information provided in this request. upon which approval may be granted, change Agentis to
sign this
document
Engineer | certify under penalty of law that the document and all attachments were prepared under my direction or supervision in accordance with a system designed o Engineer o
assure that qualified personnel gather an evaluate the information submitted. Based on my inquiry of the person or persons who manage the system, or the must sign
persons directly responsible for gathering the information, the information submitted is, to the best of my knowledge and belief, true, accurate, and complete. |~ submission

am aware that there are significant penalties for submitting false information, including the possibility of fine and imprisonment for knowing violations. |
understand that itis the Permitte’s responsibility to ensure and verify receipt of this request by the Department and that the Permittee is required to
immediately notify the Department in writing should conditions or information provided in this request, upon which approval may be granted, change.

‘The form will be automatically submitted when each of the above roles has been signed for.

Hard Copy Signature Form

@use Default Template  OUse Custom Template
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manage the default processing steps that are identified for the form
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Demonstration Form
VERSION 1.0

INSTRUCTIONS

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremgque laudantium, totam rem
aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim
ipsam voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur magni dolores eos qui ratione
voluptatem sequi nesciunt. Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit,
sed quia non numquam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat voluptatem. Ut enim
ad minima veniam, quis nostrum exercitationem ullam corporis suscipit laboriosam, nisi ut aliquid ex ea commodi
consequatur? Quis autem vel eum iure reprehenderit qui in ea voluptate velit esse quam nihil molestiae consequatur, vel
illum qui dolorem eum fugiat quo voluptas nulla pariatur?

At vero eos et accusamus et iusto odio dignissimos ducimus qui blanditiis praesentium voluptatum deleniti atque
corrupti quos dolores et quas molestias excepturi sint occaecati cupiditate non provident, similique sunt in culpa qui
officia deserunt mollitia animi, id est laborum et dolorum fuga. Et harum quidem rerum facilis est et expedita distinctio.
Nam libero tempore, cum soluta nobis est eligendi optio cumque nihil impedit quo minus id quod maxime placeat facere
possimus, omnis voluptas assumenda est, omnis dolor repellendus. Temporibus autem quibusdam et aut officiis debitis
aut rerum necessitatibus saepe eveniet ut et voluptates repudiandae sint et molestiae non recusandae. Itaque earum
rerum hic tenetur a sapiente delectus, ut aut reiciendis voluptatibus maiores alias consequatur aut perferendis
doloribus asperiores repellat.

Download Mail-in Form

Begin Form Entry

FREQUENTLY ASKED QUESTIONS

@ Who can | contact for additional support?
@ How can | check the status of my submission?

@ What fees are associated with submitting this form?

CONTACT INFORMATION
Payment Remittance Address

Windsor Solutions
4386 SW Macadam Ave.
Suite 101

Portland, OR 97239

Contact

Windsor Solutions
4386 SW Macadam Ave.
Suite 101

Portland, OR 97239

CONTACTS

Main Phone Line : 555-555-5555

ADDITIONAL LINKS

Title V Operating Permit Regulations and Regulatory
Actions
EPA Air Topics
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