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Click Install OmniForm 5.0 
to start installation. 

Click OmniForm Release 
Notes to read important 
last-minute information 
before installing. 
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Setting up Your Scanner with OmniForm
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Answer the question 
on the screen and 
then click Next. 

Deselect this option if 
you do not want the 
Form Assistant to 
appear automatically.
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���� is selected as the 
file type. 
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Getting Started
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OmniForm Desktop
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The Designer Toolkit is 
available when the 
Form Designer is 
open. You can copy 
its pre-designed form 
elements into your 
form.

Click Form Designer to 
go into design mode.

Click Form Filler to 
go into filling mode.

Click Online Forms to publish and 
manage your forms on the Web 
with eOmniForm.com. 
(You must be connected to the 
Internet to work in this mode.)

Click these tabs to switch 
between the Proofreader, 
Designer Toolkit, and Tab 
Order tools when you 
are in the Form Designer.

The tools available 
on the OmniForm 
desktop depend on 
the current view. This 
is the design toolbar.
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Answer the question 
on the screen and 
then click Next. 

Deselect this option if 
you do not want the 
Form Assistant to 
appear automatically.
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Elements You Can Include on Your Form
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fixed graphic 
(see page 49)

comb field
(see page 43)

fixed text 
(see page 42)

check boxes
(see page 44)

table with 
fillable text fields
(see page 46)

fillable text fields
(see page 42)

signature field
(see page 78)

drop-down list 
(see page 68)

auto-calculation 
field 
(see page 74)

circle text 
(see page 45)
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Select different 
Designer Toolkits using 
this drop-down list.

Click here to get a 
menu of options for 
Designer Toolkits.

Design Elements in 
the selected Designer 
Toolkit appear here. 
Simply click and 
drag them into your 
form.
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Proofreader
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Click Next to go to 
the next Proofreading 
screen.
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Chapter 3

Creating Forms
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Scanning and Converting Paper Forms
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Select this option if you are 
scanning a form that contains 
color (text or background) and 
you want to keep the color. 
Otherwise, the form will be 
scanned in black and white.

Select this option if you want 
OmniForm to convert the form 
image to an electronic form that 
can be edited and filled. 
Otherwise, it will only bring in a 
picture of the form.

Select this to scan 
a paper form.
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Select this option if 
you want to retain 
the scanned picture 
along with your 
converted form. 
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Importing and Converting Image Files
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Select this option if you want 
OmniForm to convert the form 
image to an electronic form that 
can be edited and filled. 
Otherwise, it will only bring in a 
picture of the form.

Select this option to 
import an image 
file.
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Creating Brand New Forms 
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Select this option if 
you want to retain 
the scanned picture 
along with your 
converted form. 
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Converting Forms from Other Applications
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Select OmniForm 
as your printer. 
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Saving Forms as You Work
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Chapter 4

Form Design Tools
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Using the Designer Toolkit
>!��?��!F�
$�������
*���+�	
���	����
������������
��!!����
 ���
���!

���!��	�
	��	
�� 
���
������
����
��
����
��	�
�� �
�"�
���!�
@� 
���
����
����	�

�� �
�"�
$�������
*���+�	
���
�	���
���!��	�
	��	
�� 
����
��������
�� ������

▼  ����
���	
��
����
�� ���?���
���%��<��
�����
�
�
���������<����&���1

�. >���
�
���!
��
>!��?��!
���
����+
	��
������
����
�
	���


�. ������
�
����
�� ���?�����
	��
*����
!�� �


�. )��
	��
����4��"�
!�� 
	�
�����	
	��
���	�� ���
$�������
*���+�	
�� 
"��	
	�

 ���

�. �����	
�
������
���!��	
���
����
�	
��	�
�� �
���!�

���
>!��?��!F�
D���
���
!���
�����!�	���
��
"��+���
"�	�
$�������

*���+�	�
���
����	���
�� �
�"�
$�������
*���+�	�

Select different 
Designer Toolkits 
using this drop-
down list.

Click here to get a menu of 
options for Designer 
Toolkits, including an option 
for creating new ones.

Design Elements in 
the selected Designer 
Toolkit appear here. 
Click and drag them 
into your form.
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Using the Proofreader
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Click Next to go to 
the next Proofreading 
screen.

Click Finish to display the 
entire list of topics for which 
you can get assistance. This 
list allows you to skip around 
to different Proofreader 
screens.
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Follow the 
instructions on 
the screen.

Click the topic for 
which you want 
assistance.
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Creating Elements on Your Form 
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Selection tool 

Text tool; see page 42

Line tool; see page 47
Oval tool; see page 47

Rectangle tool; see page 48

Graphic tool; see page 49

Fill Text tool; see page 43

Comb tool; see page 43 

Check Box tool; see page 44

Circle Text tool; see page 45 

Table tool; see page 46

Fill Graphic tool; see page 49 

Lock On/Off 
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Creating Text Elements
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Creating Fillable Text Fields
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fixed text

fillable text field
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Creating Comb Elements
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Creating Check Boxes
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You can define three 
different types of fill 
options for check boxes.
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Creating Circle Text Elements
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After a user clicks the text on a 
form, a circle appears around 
it to indicate the selection.
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Creating Tables
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A table consists of 
cells and a header. 
Each cell contains a 
fillable text element 
by default. Headers 
contain fixed text 
elements by default.

Lines distinguish 
separate areas
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Creating Ovals

)��
�����
��
������
���!��	�
	�
��������	
�����
��
�
���!�


▼  ��%�

�
�
���9
�1

�. ����+
	��
>���
	���
��
	��
���"���
	�������

�. ����+
���"����
��
	��
���!
	�
�	��	
���"���
	��
�����


�. D���
��"�
	��
!� ��
� 		��
���
����
	��
	���
 �	��
	��
����
��
	��
�������
��2��

*�
����	�
�
������	
�������
����
��"�
	��
����	
+��
��
�� 
���"�


�. �����	
	��
����
���
 ��
	��
�
������/
%?
��!!���
��
	��
?��!�	
!�� 
��
	��

����
��
����+���
	��
�	�!�
� ��
��
	�.	�
	��	
�	
��
� ������
	�
��
��������	����
��
������0	
�
��
������������� A:



Creating Rectangles
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Creating Fillable Graphic Elements
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After a user clicks the fillable 
graphic field, they are prompted 
to select a source for the graphic.
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Setting the Tab Order on Forms
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The Tab Order 
window lists all the 
fields on the form in 
their current tab order.

Tab numbers appear 
next to each field on 
the form.
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Adding Color to Forms
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Click here to show 
the color palette.

Select the pages where 
you want to apply the 
selected color.

Click More Colors... to customize 
colors. See OmniForm’s Help for 
more information.
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The current colors that 
can be found on your 
form are listed in this 
column.

Select the pages 
where you want 
to apply the 
color changes.

Select the color that 
you want to use instead 
of the current color.
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Adding Hyperlinks 
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Click Browse... to 
locate and select a file.

You can enter a short 
description that will 
appear when 
ScreenTips are on.

Select the type of 
hyperlink you want to use 
in this drop-down list.
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Select Display as Icon to 
bring the object in as an 
icon rather than displaying 
its actual content.
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Setting Up User Profile Fields
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Usage Example for a User Profile 
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① When the form 
is designed, its 
name field is 
linked to the Full 
Name User Profile 
Field.

➁ A user opens the 
form and sees that 
the name field is a 
User Profile field 
because it is 
highlighted in 
orange.

➂ The user selects 
their User Profile to 
use with this form.

OR 

➃ If they had not yet added their name to their 
User Profile, then they must enter their name on 
the form manually. After entering their name, it 
will automatically be added to the Full Name 
field in their User Profile (as soon as they switch 
records).

In the User Profile:

➃ If their User 
Profile already has 
their name 
information filled in 
for the Full Name 
User Profile Field, 
then the name 
automatically inserts 
into this field. 

In Form Filler:

In Form Designer: In Form Filler:

Full Name 
User Profile 
field
�
������!��!

��-����	
���
	�
 (�



▼  ���
�����)�
��#��&��
�&�
�������
�&���1�

�. >���
�
���!
��
>!��?��!
���
����+
	��
������
����
�
	���


�
)���
&������
�����
	�
��
�����	��
"����
��		���
 �
)���
&������
������
��
����

�� 
"��	
	�
����	�
��
 ��
� �	�!
�������
?��
!���
�����!�	���
��
����	���

� �	�!
�������
���
���� (3�

�. ������
�
�
%��)�
��#��&��
���
	��
&�������
!�� 
���
�����	
�
)���
&�������


��
	����
���
��
)���
&��������
������
6���,
-...
���
��	��
�
��!�
���
	��
)���

&������
"���
�� 
���
���!�	���
*���
�����
	��
C��	
)���
&�������
������
��.�

For example, you might 
want to set up the First 
Name field as a User 
Profile field.
(� ������

����)��	




������
��/
�. ������
8��?���
�������)�
��#��&��
...
��
	��
&�������
!�� �


*��
#��+
?�����
	�
)���
&������
������
��.
��������
�	
���	����
�
�	�������2��

���	
��
)���
&������
������
	��	
�� 
���
���+
	�
������
��
�� �
���!�


�. �����	
�
���!
�����
	��	
�� 
"��	
	�
���+
	�
�
)���
&������
������

�. �����	
	��
�������
)���
&������
������

The names of all the 
fields on your form 
appear in this list.

The standardized 
User Profile fields to 
which you can link 
appear in this list. 

Currently linked fields 
appear in the Links 
list.

Click Link to link a 
selected form field 
with a selected User 
Profile field.
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These fields are 
now linked.
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Creating Custom User Profile Fields
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The names of all the 
fields on the current 
form appear in this 
list.

The standardized 
User Profile fields that 
you can link to 
appear in this list. 

Click Add New to 
create a custom User 
Profile field.

Enter a name for your 
custom User Profile field.
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Your new User 
Profile field 
appears in the 
Custom section.
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Setting Up AutoFill Fields
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Select Enable AutoFill 
and then click AutoFill 
Wizard...
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The Available fields 
list displays all the 
fields on your form. 
Select a field that 
you want to be 
filled automatically 
and click the right-
arrow button.

The fields you 
select appear in 
the Fields to fill 
list. These are the 
fields on the form 
that you want to 
fill automatically.

To remove a 
selected field 
from the Fields to 
fill list, select the 
field and click the 
left-arrow button. 

The first column is the 
field that begins the 
automatic filling 
process.

The next column 
contains the field 
that will be filled 
automatically after 
the first field has 
been filled.
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Using Calculations in Fields
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The Calculation text box 
shows the calculation for the 
currently selected field. Click 

in the text box to edit a 
calculation manually.

Click Accept Calculation 
to accept the calculation 

in the text box.

Click Cancel 
Calculation to 

revert to the last 
accepted 

calculation.

Click Calculation 
Builder to open the 
Calculation Builder 

dialog box and create 
your own calculation.

 Click Calculation
List to open the Calculation List dialog 
box and view all your calculations.

Click Auto Calculation to have 
OmniForm try to define a 
calculation automatically. 
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Setting Up Field Validation 
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Adding Security to Forms with Digital Signatures
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Select Signature 
as the field type. Select the type of 

signature field 
you want to use.
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Setting up an OmniForm User Database for OmniForm Signatures
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Select the fields that you 
want to lock with the 
signature field and click 
Add to add the fields.
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If you already have a user 
database that you want to 
use with the form, click 
Browse... to locate it.
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Click New to add a 
user to the database.
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Click New to add 
users to the database.

Users in the database 
are listed here. Click Delete to 

remove a 
selected user 
from the 
database.
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Signing and Verifying Digital Signatures
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A pen with a check mark indicates 
that the signature was verified to 
be valid. (A pen with a question 
mark indicates that the signature 
cannot be verified.)

Fields that are locked by the 
signature are highlighted with 
a blue border.
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Protecting Form Design and Data
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Select this option to 
protect the form design.

If desired, enter a password 
that would be required for 
turning these protections off.

Select this option to 
protect the information 
in form records.
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Chapter 5

Distributing Forms
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Making Forms Available in Different File Formats
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By default, OmniForm 
saves your form as an 
OmniForm Form file type.

If you are saving 
your form as an RTF, 
HTML, or PDF file, 
click Options... to 
make additional 
selections for that file 
type.
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Emailing OmniForm Forms, Data, and Mailable 
Fillers
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Form Filler has these two 
extra options for sending 
form data. Form Designer 
only allows you to send 
the blank form or a 
Mailable Filler.

Click Range... to specify a 
range of records if you 
are sending form data.
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If you are printing Form 
and Data or Data Only, 
select the records you 
want to print. 

These options appear 
only if you are printing 
from Form Filler.
-������������
 %3



Publishing Forms to the Web
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Click Online Forms 
to display the 
Online Forms view.

You must sign in to 
access the Web site 
for your online forms.

If you are a first-time 
user, click here to 
create an account for 
yourself and pick a 
user name and 
password.
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Publishing Forms on 
the Web
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Tips for Publishing Forms on the Web
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Previewing Forms in Different Web Browsers
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Click Add... if you have 
other Web browsers 
installed on your computer 
but they do not appear in 
the list.

The Web browsers that 
you have installed 
appear in this list. Select 
the one you want to test.

Click Options... to 
select HTML conversion 
options.
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If you know specifically 
which Web browser will 
be used to view your form, 
select that browser. Select 
Support all the above 
browsers if you are unsure 
which browsers will be 
used.

Make sure this selection 
matches the Web browser 
that you are going to use 
to preview your form.
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Publishing Forms on the Web with 
eOmniForm.com
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Click Online Forms 
to display the 
Online Forms view.

You must sign in to 
access the Web site 
for your online forms. If you are a first-time 

user, click here to 
create an account for 
yourself.
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Click here to publish 
your form.
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The Web address 
where your form was 
published appears 
here. Copy and send 
this address to the 
people you want to fill 
out the form.

Click here to copy 
the Web address 
to the clipboard.
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Managing Forms on eOmniForm.com
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Click here to collect 
data for your form.
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All forms that are published 
are displayed in this list. Select 
the check box next to the ones 
for which you want to collect 
data, and then click Collect 
from selected forms.

Click Show Details 
to display more 
information about 
each form.

Click here to show or hide all 
forms that you have published 
with eOmniForm.com.

Click open to open a 
particular form in 
Form Designer.
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After someone fills out and 
submits your form, they will 
see a confirmation page with 
a Continue link on it. Enter the 
desired Web page destination 
for the Continue link here. 

For example, if you want them 
to return to your company’s 
Web page, you would enter 
your company’s Web address.

You can assign a password to 
your form and then give that 
password to people who will 
be filling out the form. This 
password setting does not 
affect your eOmniForm.com 
password.

Click Recover Data to mark 
all data as collectible again.

Click Close when you 
are finished changing 
options for the form.
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Publishing Forms on Your Own Web Site
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