FORMS CREATION FOR TOP HEADER

“Forms” in heading

NOTE: Make sure all existing forms are in “Blank Template”

1) Bring up web site

2) Bring up a controls screen # 1

3) Bring up a controls screen # 2

4) On screen one go to dept/ forms 

5) On screen # 2 “switch to” “qforms”

6) To add folder to sscreen 2, click file/new/folder

7) Make new folder for department

8) Select department

9) To add forms to department on screen 2, click file/new/file

10) This will bring up a box that looks like this


	
	Add a File

	You can either upload a file or link one from here.

	Upload a File Link a File 

Title: 
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File Size: Please enter a valid file sizeA size is required for the file
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File Type: Please enter a valid file type
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Please select a valid file type...


File Description: File description can not be longer than 31499 characters.
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File URL: Please enter a URL for the file
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ubmit
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11) Go to screen one and copy hyperlink for file (form) that you want to copy

12) Paste in “File URL

13) Go to the website and copy the form name

14) Paste in File description and title

15) In file size, put “45056”

16) Select doc from drop down box in File Type

17) Hit submit

18) Put check mark in check box of the file that you just created

19) Click edit/FilePermissions click edit/file permissions

20) Add a user – select EVERYONE from drop down box, check “read”, add

21) Add a user – select the department head, check read, write, and modify , add, save

22) On website, click “forms” and check that the form just completed appears

23) Select the department

24) Click Edit/Folder Permissions click edit/file permissions

25) Add a user – select EVERYONE from drop down box, check “read”, add

26) Add a user – select the department head, check read, write, and modify , add, save
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