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Welcome

Welcome to OmniForm® from ScanSoft, Inc.

This user’s guide is intended for the person who will be designing and delivering
electronic forms with OmniForm. It provides you with installation and setup
instructions, an introduction to the product, task-oriented instructions for designing
and distributing forms, and technical information.

Using This Guide

This guide assumes that you are familiar with basic Windows operations and can
install and set up devices such as scanners and printers. It is organized into the
following chapters:

0 Chapter 1 — Installation and Setup. Provides instructions for installing
OmniForm on your computer.

0O Chapter 2 — Getting Started. Introduces you to OmniForm, its features, and
its user interface.

0O Chapter 3 — Creating Forms. Describes how to scan, import, convert, and
create forms from scratch.

O Chapter 4 — Form Design Tools. Describes how to use OmniForm’s basic
and advanced form design tools.

0O Chapter 5 — Distributing Forms. Describes how to save forms to various
formats, print forms, and mail forms for other people to fill out.

0O Chapter 6 — Publishing Forms on the Web. Provides tips on optimizing
forms for the Web, and describes how to publish your forms on the Web with

™

ScanSoft’s eOmniForm.com™ service.

0O Chaptet 7 — Technical Information. Provides troubleshooting tips.
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Conventions

This user’s guide uses the following conventions:

Bold text Emphasizes new terms, commands, screen names,
and headings.
Ltalic text Emphasizes new terms, commands, screen names,

and headings in callout text that accompanies
graphics, as well as document names.

Note Presents an item of additional information.

Tip Presents ideas for using features to accomplish
specific tasks.

Additional Information

In addition to this user’s guide, you can use the following resources to learn about

OmniForm:

O

Online Help — Provides the most comprehensive information on OmniForm
features, settings, and procedures. Choose OmniForm Help in OmniForm’s
Help menu or press the F1 key to get context-sensitive help.

OmniForm Filler User’s Guide— Introduces you to the basics of using
OmniForm’s form filling and record management tools.

Release Notes — Important information about this version of OmniForm
available electronically on the installation CD.

Product Support
notes, frequently asked questions, software updates, and more available from

Additional technical support in the form of technical

the Help menu by choosing the Product Support command.

ScanSoft Web Site— www.scansoft.com provides updated information and
links to OmniForm support pages.



Chapter 1
™

Installation and Setup

This chapter describes how to install and get started using OmniForm software. It
includes the following topics:

O  System Requirements

Upgrading from a Previous Version of OmniForm
Installing OmniForm

Registering Your Software with ScanSoft

Setting up Your Scanner with OmniForm

Starting OmniForm

o o o o o d

Opening a Form
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Installation and S etup

System Requirements

These are the minimum system requirements to install and run OmniForm:

Note Performance and speed will be enhanced if your computer’s processor,
memory, and available disk space exceed the minimum requirements.

0 Computer with a Pentium or higher processor

O

Windows 95C, Windows 98SE, Windows 2000, Windows ME, or Windows NT
4.0

50MB of free hard disk space

System memory of at least 32MB RAM

SVGA monitor with at least 256 colors and 800 x 600 pixel resolution
Windows-compatible pointing device

CD-ROM drive for installation

O o o o o d

A compatible scanner if you plan to scan paper forms

Please see the Scanner Guide at ScanSoft’s Web site (www.scansoft.com) for a
list of supported scanners.

Upgrading from a Previous Version of OmniForm

If you have a previous version of OmniForm installed, it is recommended that you
uninstall that version before installing your new version. To uninstall your previous
version of OmniForm, please refer to the documentation that was supplied with it.

You should also back up your OmniForm forms before opening them in the new
version. You can do this by saving copies of the forms in another folder location.

If you open a form from a previous version and then try to save that form, you will
be prompted to update the form to the new version. This will only take a moment
and will not visibly alter anything on the form itself.



Chapter 1

Note You must update a form to the new version of OmniForm in order to
take advantage of new features such as Client and User Profile fields and
file attachments. However, if you do not need to use the new features, you
are not required to update the form. For example, you may want to keep a
form in its previous format if you still need to open the form in a
previous version. If you select No when prompted to update your form,
the form will be saved in its previous format. If you do update the form,
you will no longer be able to open it in the previous version.

Installing OmniForm

OmniForm’s setup program takes you through the entire installation with
instructions on the screen for every step.

V¥ Before installing OmniForm:

0 Back up your OmniForm forms and uninstall any previous versions of
OmniForm.

0 Make sure your scanner is connected, turned on, and compatible with your
system.

0 Close all other applications, especially anti-virus software.

0 Log into your computer with administrator privileges if you are installing on
Windows 2000 and Windows N'T.

Installing OmmniForm 11
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Vv To install OmniForm:

Click Install OmniForm 5.0
to start installation.

Click OmniForm Release
Notes to read important
last-minute information
before installing.

1.

Insert OmniForm’ CD-ROM in the CD-ROM drive.

The setup program should start automatically. If it does not start, locate your
CD-ROM drive in Windows Explorer and double-click the Setup.exe program
at the top level of the CD-ROM.

The first setup screen looks like this:

—_—

OmniForm Belease Maotes

Wizit ScanSoft's Web Site
Install Acrobat Reader

Click Install OmniForm 5.0 to start installation.

Follow the installation instructions on each screen.

By default, OmniForm files are installed in this folder location: c:\program
files\scansoft\omniform. You can select a different location if desired.

Note 1 you experience a problem with OmniForm after installation, sometimes

uninstalling and then reinstalling OmniForm will solve the problem. See
Uninstalling OmniForm for more information.

Installation and S etup
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Registering Your Software with ScanSoft

Registering OmniForm is a quick and easy process that gives you the opportunity to
receive future upgrade offers for ScanSoft products. At the end of installation,
ScanSoft’s registration Web page automatically opens in your Web browser. To
register, follow the instructions on the screen. If you do not want to register at this
time, you can close your Web browser without registering,

If you do not register the software after installation, you will periodically be
prompted to register as you use the software. You can also go to
www.scansoft.com to register online anytime. Click the Support link, click
Register, and then follow the online instructions to register OmniForm.

Setting up Your Scanner with OmniForm

You should install and test your scanner on your computer before installing
OmniForm. After installing OmniForm, use ScanSoft’s Scanner Setup Wizard to
set up your scanner with OmniForm.

To open the Scanner Setup Wizard, choose Select Scannet... in OmniForm’s File
menu. O, click Start in the Windows taskbar and choose Programs > ScanSoft
OmniForm 5.0 > Scanner Setup Wizard. The wizard asks you questions and
provides instructions as you go through each screen.

Scanner Setup Wizard =]

Thiz wizard helpz you zelect and configure your zcanner o
digital camera far OrmniFarm.

The following was found on wour spstem;

Scannhing source:
EPSOMN TWAIN 4 Rew 4.1 [TWall)

Chooge what you vould like to do and click Hext,
" Select scanning source

{~ Test and configure cument scanning source

< Back I Hewt » I Cancel

Registering Your Software with ScanSoft 13



Supported Scanners

OmniForm works with many popular desktop scanners using the TWAIN interface.
Supported scanners require a TWAIN source driver, which is provided by the
scanner or interface card manufacturer. Please consult your scanner’s
documentation for details about installing your scanner, interface card, and driver.

Note The Microsoft Windows Image Acquisition (WIA) device driver interface
is supported on Windows ME and Windows XP systems. If a WIA device
driver is available for your scanner and you are using Windows ME or
Windows XD, it is recommended that you scan using the WIA interface
instead of installing the TWAIN driver. If you are using Windows ME,
you might not need to install the software that came with your scanner.

Please check ScanSoft’s Web site, www.scansoft.com, for the latest list of
supported scanners. Click scanner guide from the ScanSoft home page.

Starting OmniForm

¥ To start OmniForm, do one of the following:

0 Click Start in the Windows taskbar and choose
Programs > ScanSoft OmniForm 5.0 > OmniForm 5.0.

[y 0 Double-click the OmniForm icon in the program’ installation folder.

14 Installation and Setup



Answer the question
on the screen and
then click Next.

Deselect this option if
you do not want the
Form Assistant to
appear automatically.

Chapter 1

By default, a helpful wizard called the Form Assistant appears when you open
OmniForm. You can use the Form Assistant to get step-by-step guidance for
accomplishing various OmniForm tasks, such as scanning in a paper form.

Form Aszsziztant

Thiz azzistant can belp you with many comman form
tasks.

'hiat would wou like to do’?

" Fillin a form
" Print a farm

™ Search a form for infarmation
Wk on a form's design

" Create a new, blank, form

—— v Show on Stantlp Cancel

< Back I Mewut » I

Please read Chapter 2 for an introduction to OmniForm and its features.

Opening a Form

If you have forms from a previous version of OmniForm, you can open them in this
version. OmniForm also has a number of sample forms that you can open in the
Sample Forms folder. The Sample Forms folder location depends on your
operating system. The very first time you use the Open command, OmniForm
defaults to this folder.

Vv To open a form:

1.  Open OmniForm.

2. Click the Open button in the design toolbar or choose Open... in the File

menu.

Opening a Form 15



The Open dialog box appears.

Open HB
Look jr: | =3 Sample Forms | | & I‘i’i‘l I |
|~} Change of &ddress Card.ofm Br Ermplayment Application. ofm
3 Change Order.ofm Br Fax Cover Sheet.ofm
3 Contacts. ofrn Br Irnsoice. ofrn
3 Customer Survey.ofm Br Memo.afm
3 D zily Planner. ofm Br Message.ofm
3 Employee Performance Evaluation. ofm Br Monthly Planner.ofrm
3 emplopes. ofm Br Obijects.afm
. I |
Make sure OmniForm
. File: name: Open
Form is selected as the I [ g |
file type Files of type] OmniForm Form j ﬂl

|

3. Locate and select the form you want to open.

4. Click Open.

The form opens and you can now work on its design, fill it out, or publish it to
the Web. See Chapter 4for information on form design. See the OmniForm Filler
User’s Guide for information on filling forms. See Chapter 6 for information on

Web publishing.

16 Installation and Setup



Chapter 2

Getting Started

This chapter introduces you to OmniForm and its key features. It includes the
following topics:

What is OmniForm?

What is New in OmniForm 5.0?
OmniForm Desktop

Form Assistant

Elements You Can Include on Your Form

Designer Toolkit

o o o o o o o

Proofreader

17



What is OmniForm?

OmniForm is a complete solution for creating, filling, and managing electronic
forms. It is the easiest way to convert your paper forms, design new forms,
distribute forms in a variety of formats, fill out forms, maintain form records in a
searchable database, and publish forms on the Web.

—
TN orcen corm |

What is New in OmniForm 5.0?

This section highlights OmniForm’s major new features.

New User Interface with Tabbed Views

OmniForm now has three tabbed views so you can easily switch between the
Form Designer, Form Filler, and new Online Forms view. For more
information, see page 20.

Publish Forms on the Web with eOmniForm.com

OmniForm’s new Online Forms view allows you to instantly publish your
forms on the Web using eOmniForm.com, ScanSoft's online forms hosting
service. This is a great way to publish your forms on a secure (SSL-based) Web
site without any complicated setup. For more information, see Chapter 6.

Automatic Filling with User and Client Profiles

OmniForm’s new User Profile and Client Profile features save you lots of time
by automatically filling out repetitive information on forms for you. A User

18 Getting Started



Chapter 2

Profile remembers information about you and your business. Client Profiles
remember information about other people, such as your customers or
employees. For more information, see the OmniForm Filler Users Guide.

Add Attachments to Filled Forms

You can now include file attachments with your filled forms. For example, you
may want to attach scanned receipts to your expense forms. For more
information, see the Ommilorm Filler Users Guide.

New Level of Digital Signature Protection

OmniForm now offers two levels of signature protection to lock down data on
a form and protect it from unauthorized modification. The most secure level of
protection requires additional digital signature software from service providers
such as Entrust or Microsoft PKI. The next level of protection, OmniForm
signatures, work with a user database. For more information, see page 77.

Mailable Filler Available in Two File Formats

OmniForm’s Mailable Filler format allows you to send forms to people who do
not have OmniForm. You can now deliver Mailable Filler in HI'ML format in
addition to an executable file. If a recipient’s email system does not allow
executable file attachments, the HI'ML version can be used instead. For more
information, see page 91.

Improved HTML Conversion (available only with OmniForm Premium)

OmniForm has improved HI'ML capabilities. It now automatically converts
circle text fields to radio buttons when you save forms to HIML. It also
improves the way converted forms appear and function in many Web browsers,
including Netscape.

Intelligent PDF Support (available only with OmniForm Premium)
OmniForm now preserves calculations and field validations when you save
forms in PDF format.

Custom Page Sizes

OmniForm now allows you to create custom form sizes up to 14 x 17 inches.

Save Export Settings

You can now save time by saving and reusing your export selections whenever
you export data from OmniForm. For more information, sce OmniForm’s
Help.

What is New in OmmniForm 5.02 19



OmniForm Desktop

The OmniForm desktop has three tabbed views that allow you to easily click
between Form Designer, Form Filler, and Online Forms.

O Use the Form Designer to work on scanned forms, create new forms from
scratch, and modify an existing form’s design.

O Use the Form Filler to fill out new form records and search through your
form’s database.

0 Use the Online Forms view to instantly publish and manage forms on the
Web using eOmniForm.com.

The tools available

. % OmniForm - [Product Order Form_ofm] [-[o]=]
on fhe OmanOfm % File Edt “iew Fomnat Tools Profles Window Help =l=1=]
desktop depend on DSH|E™aRy (s me= He|les |8
the current view. This [ 2l s oEE== - - |&~
is the design toolbar. — =l | b4 Form Designer |z Form Filler | < Onling Forms |

’K Designer Toolkit
The Designer Toolkit is A Fammmr 3 9
available when the .:::.C::ES
Form Designer is
open. You can copy
its pre-designed form
elements into your
form.

B|EBecHEER BO

Click Form Designer to hadess2
go into design mode.
Click Form Filler to
go into filling mode.
Y oae v rast it
I o SHpng
Proofrea... Designer T... |Tah Drderl PamaBlt 0 Vi O Walacod [ fmarion Ecme P =
Click these tabs to switch o e, s | S e o
between the Proofreader, ' 1 I -
Designer Toolkit, and Tab J Click Online Forms to publish and
Order tools when you manage your forms on the Web
are in the Form Designer. with eOmniForm.com.

(You must be connected to the
Internet to work in this mode.)

20 Getting Started
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Form Assistant

Use the Form Assistant to get step-by-step guidance for accomplishing various
OmniForm tasks, such as scanning in a paper form.

The Form Assistant appears by default whenever you open OmniForm. You can
also open it by choosing Form Assistant... in the File menu.

Form Assistant

Answer the question
on the screen and
then click Next.

Deselect this option if
you do not want the
Form Assistant to
appear automatically.

Form Assistant 21



fixed graphic
(see page 49)

Elements You Can Include on Your Form

OmniForm allows you to create many different types of fields and other elements

on a form. The following illustration shows an example of some of the common

elements you can add to your forms.

‘ Liamond Mike Cookie Co. ORDER FORM
122 Miain Simai
Anywhem, 124,

mELTD: TP 1 YR TN | F A i i "L T

METS EHE TO:
fillable text fields flstimes harma
(see page 42) ad Aderecs

B F. cily

;:h,tm Phone | 1] Shan Tip

Would you like to be added to our mailing list?  Yes Mo ——

table with
fillable text fields —|
(see page 46)
check boxes i
(see page 44) et zf:

Lredit Card EI pr—
comb field Qe Q MmlrSind ) frmadon Epra T ]
(see page 43) L0 L0

signature field
(see page 78)

22 Getting Started
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fixed text

(see page 42)

circle text
(see page 45)

drop-down list
(see page 68)

auto-calculation
field
(see page 74)



Select different
Designer Toolkits using
this drop-down list.

Designer Toolkit

Chapter 2

Use OmniForm’s Designer Toolkit for assistance when you are working on a form’s
design. The Designer Toolkit contains commonly used, predesigned form elements
that you can easily copy or drag into your own form.

OmniForm offers a number of different Designer Toolkits, including Address

Blocks, Graphics, and Special Fields. You can also create your own Designer Toolkit
and store elements that you have designed yourself.

You can open the Designer Toolkit by choosing Designer Toolkit in the Tools

menu when Form Designer is open.

Designer Toolkit

Address 1

Address 2

For more information, sce page 38.

I.t’-‘n.ddless Blocks j EI_—

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.

Designer Toolkit

23



Proofreader

Use OmniForm’s Proofreader to correct and perfect your forms. By default, you will
be asked if you want to use the Proofreader whenever you scan or import a form
image. You can also open the Proofreader by choosing Proofreader... in the Tools
menu.

1L

x|

Proofreader

Intraduction

Welcome to the Proofreader.

Lze the instructions and toals that fallow to help
complete vour scanned form,

'ou can uze the Proofreader at ang time by zelecting
Proofreader fram the Toaols menu, or clicking the
Froofreader tab in the Tools window,

Femember to chooze Save from the File menu to save
your waork!

Click Mext to begin.

Click Next to go to
the next Proofreading
screen.

< Back | ——————— Finish |

Proofreader |DesignerTnnIkitJ Tab Elrderl

24 Getting Started
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(reafing Forms

This chapter describes the different ways you can create electronic forms with
OmniForm. It includes the following topics:

0  Scanning and Converting Paper Forms

0  Importing and Converting Image Files

0  Creating Brand New Forms

0  Creating Forms with Templates

0  Converting Forms from Other Applications
0

Saving Forms as You Work

Note For information on designing form elements, such as creating specific
form fields, please see page 37.

25



Scanning and Converting Paper Forms

You can scan black-and-white and color forms directly into OmniForm if you have
a supported scanner. OmniForm works with many popular desktop scanners using
the TWAIN interface. For more information on setting up your scanner with
OmniForm, see page 13. For the latest list of supported scanners and other scanner
information, please go to ScanSoft’s Web site, www.scansoft.com, and click
scanner guide.

Note  For best results, paper forms should be blank (without handwriting) and
have crisp, dark text. For more tips on improving scanning performance,
see page 118.

V¥ To scan a paper form:

1. Place your paper form in your scanner.

2. Click the Scan button or choose Scan Form... in the File menu.

The Scan Form dialog box appears. You can select different options for
scanning the form within this dialog box. For detailed information on scanning
options, click Help in the dialog box.

Scan Form =]

— Source

Select this option if you are

St Up Scarme.. | scanning a form that contains

Select this to scan color (text or background) and

a paper form. [ Scanincolor you want to keep the color.
~Page Otherwise, the form will be
o scanned in black and white.
\ Orientation: IAuto 'l
— Setting:

Select this option if you want

¥ Convert Form Image to Editable Text OmniForm to convert the Form

IV Auto Farm Straighteni ; ™~ . .
= e e L M image to an electronic form that
Lidd Page(s] to Current Farm . .
can be edited and filled.
oK | Cancel | Help | Otherwise, it will only bring in a

picture of the form.

3. Select Scanner in the Source box.

26 Creating Forms



Chapter 3

4. Click Set Up Scannet... and then select a page size and adjust the scanning
brightness in the Set Up Scanner dialog box.

Adjust Colors [x]
rhdust———————  Cument  Mew
@ Lunent Page
" Gelected Objects
€ Al Pages

~Tip

Click on the calors to
the right to replace:
current colors in the
form with new colors

0K | Cancel | Help |

5. Click OK to return to the Scan Form dialog box.

6. Sclect the desired options in the Page box and the Settings box.

To convert your form image to editable text and fillable ficlds, select Convert
Form Image to Editable Text. Deselect this option if you only want to
produce a “picture” of the form for filling, printing, or mailing purposes.

7. Click OK in the Scan Form dialog box to begin scanning,

OmniForm displays the progress as it scans and converts your paper form.
When it is finished, the converted form appears in the Form Designer.

Note Some scanners display their own user interface when you scan from
OmniForm. If a dialog box automatically appears for your scanner, use it
to select the desired options and start scanning;

By default, the Proofreader window appears after scanning, This gives you
options for correcting and perfecting your form. For more information on
using the Proofreader, see page 39.

Scanning and Converting Paper Forms 27



8. Click the Save button or choose Save... in the File menu to open the Save As

= dialog box.

Save As =]

Save ir: I@ Sample Forms j | ¢ | ﬁl |

"¢ Change of Address Card.ofm |y mike's caokie co.ofm

3 Change Order.ofm 3 Monthly Planner.ofrm

3 Contacts. ofm 3 Obijects.afm

3 Customer Survey.ofm 3 Order Form.ofm

3 D zily Planner. ofm 3 Packing List.ofm

3 Employee Performance Evaluation. ofm 3 Price List.afm

3 Ermplayment Application. ofm 3 Purchase Order.ofm

3 Fax Cover Sheet.ofm 3 Quotation. ofrn

3 Inoice. ofrm 3 Feply Card.ofm

3 Memo.afm 3 Sample Forrn.ofrn

-3 Message.ofm [ ample HTML Form.afm

0 I — |

File name: I Save I
Select this ophon. if Save as type: IDmniForm Form j Cancel |
you want to retain =

. — v Save original form(z] with form file Hptions...

the scanned picture ||
along with your 4

converted form.

=]

. Select a file location, enter a file name for your form, and click Save.

The form is now ready for you to fill out. For more information, please see the
OmniForm Filler Users Guide.

You can also modify the form’s design. For more information, please read
Chapter 4 .

Note Color forms use more disk space than black-and-white forms. If you
scanned a color form and are concerned about the amount of disk space
you might use, do not save the color form image with the file. Deselect
Save original form(s) with form file in the Save As dialog box.

28 Creating Forms
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Select this option to
import an image
file.

Chapter 3

Importing and Converting Image Files

You can import an image file of a form into OmniForm and convert it to an
OmniForm form. This process is very similar to converting a scanned form.

OmniForm can import and recognize black-and-white and 24-bit color forms in
either PCX or TIFF format. OmniForm automatically detects color and black-and-
white forms when processing an image file. Image resolution must be 200, 300, or
400 dots per inch (DPI) for black-and-white forms, and 300 DPI for color forms.
For example, if you have a fax modem you can receive a faxed form and use the fax
program’s software to save the file in PCX or TIFF format.

To import and convert an image file:
1. Click the Scan button or choose Scan Form... in the File menu.

The Scan Form dialog box appears. For detailed information on the options in
this dialog box, click the Help button.

Scan Form =]
— Source
Select Files... |
™| Scanin color
—Page
Orientation: IAuto 'l
- Setting Select this option if you want
¥ Convert Form Image to Editable Text ﬂ OmniForm to convert the Form
v i i . . .
V" #uto Eam Stsightering ogtens.. | T~ image to an electronic form that
[~ Add Page[s] to Current Farm . .
can be edited and filled.

ok | Cancel | Hep | Otherwise, it will only bring in a
picture of the form.

2. Seclect Image File(s) in the Source box.
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3.

10.

Click Select Files... to open the Select Files dialog box so you can specify the
files you want to import.

Select Files [ 1x]
Lok v | 3 Sample Forms K| I I i I
Name I Size | Type B
E Anawh tif 1KB  Paint Shop
[® sutocalct 11KE Paint Ghon
(£} Change of Address Card.ofm 103KB  OmniFoim F
3 Change Order.ofmm 18KB  OrmniForm F
=3 carnacts.ofm 18KE  OmniForm F
[ Customer Survey. ofm 17KE  DmniForm F
. |

N
File name: | ok
Files of type: |41 Files E| Cancel

Files to Process: Total Files = 0
Add File
Bemave File

Locate and select the file you want to import.

Image resolution must be 200, 300, or 400 dots per inch (DPI) for black-and-
white forms, and 300 DPI for color forms.

Click Add File to add the selected file to the Files to Process list box.

Repeat steps 4 and 5 for any other files you want to import.

All the files that you select will be combined into one, multiple-page form.
Click OK to return to the Scan Form dialog box.
Select the desired options in the Page box and the Settings box.

Click OK to import the sclected files.

OmniForm displays the progress as it converts the selected files. When it is
finished, the converted form appears in the Form Designer.

By default, the Proofreader window appears after scanning, This gives you
options for correcting and perfecting your form. For more information on
using the Proofreader, see page 39.

Click the Save button or choose Save... in the File menu to open the Save As
dialog box.
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11. Select a file location and enter a file name for your form and click Save.

The form is now ready for you to fill out. For more information, please see the
OmniForm Filler Users Guide.

You can also modify the form’ design. For more information, please read

Chapter 4.

Creating Brand New Forms

This section describes how to create a brand new form. Please also read Chapter 4

for detailed information on using OmniForm’s design tools for creating specific

form elements.

To create a new form:

1.

Click the New button or choose New in the File menu.

A blank form opens in the Form Designer.

Choose Page Setup... in the File menu to set dimensions, margins, and
orientation options for your form.

Use OmniForm’s design tools to create fields and other desired design elements
on your form.

For information on designing and modifying form clements, please read

Chapter 4.

Note Youcan easily copy predesigned form elements from the Designer

Toolkit into your form. Choose Designer Toolkit in the Tools menu to
open it. See page 38 for more information.

4.

Click the Save button or choose Save in the File menu to save your new form.

You are prompted to give your form a name and select a file location for it.

Creating Brand New Forms 31
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Select this option if
you want to refain
the scanned picture
along with your
converted form.

Creating Forms

Save As

=]

Save jn: I@ Sample Forms

Bl 6 = ] )

"¢ Change of Address Card.ofm
3 Change Order.ofm

3 Contacts. ofrn

3 Customer Survey.ofm

3 D zily Planner. ofm

3 Employee Performance Evaluation. ofm
3 Ermplayment Application. ofm
3 Fax Cover Sheet.ofm

3 Irnsoice. ofrn

3 Memo.afm

3 teszage.ofm

|

|y mike's caokie co.ofm
3 Monthly Planner.ofrm
3 Obijects.afm

3 Order Form.ofm

= Packing List.afm

3 Price List.afm

3 Purchase Order.ofm
3 Quotation. ofrm

2 Reply Card.ofm

3 Sample Forrn.ofrn

[ ample HTML Form.afm

]

File name:

Save I

Save as ype: IDmniForm Form

V' Save ariginal formis) with form file

d Cancel |
Hptions... |

|




=

Chapter 3

Creating Forms with Templates

OmniForm provides many different sample forms that you can use as templates for
your own forms. Open a form that is similar to the form that you want to create,
and modify it as necessary.

V¥V To create forms from a template:
1. Click the Open button or choose Open... in the File menu.

The Open dialog box appears.

Open HB
Look jr: | =3 Sample Forms - | | E’F‘l | |
|~} Change of &ddress Card.ofm Br Ermplayment Application. ofm
3 Change Order.ofm Br Fax Cover Sheet.ofm
3 Contacts. ofrn Br Irnsoice. ofrn
3 Customer Survey.ofm Br Memo.afm
3 D zily Planner. ofm Br Message.ofm
3 Employee Performance Evaluation. ofm Br Monthly Planner.ofrm
3 emplopes. ofm Br Obijects.afm
I |
File name: | Open I
Filez of type: IDmniForm Form j Cancel |

|

2. Locate the Sample Forms folder and select a form that you want to use as a
template.

The Sample Forms folder location depends on your operating system. The very
first time you use the Open command, OmniForm defaults to this folder.

3. Click Open to open the sclected form.

4. Use OmniForm’s design tools to modify the form as desired.

For information on designing and modifying form clements, please read

Chapter 4.

5. Choose Save As... in the File menu to save your form with a different file

name.

6. Sclect a file location and enter a file name for your form and click Save in the
Save As dialog box.

Creating Forms with Templates 33
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Select OmniForm
as your printer.

Creating Forms

Converting Forms from Other Applications

You can use the OmniForm print driver to convert an electronic form from any
Windows application directly into OmniForm. During this process, OmniForm
converts the form to an OmniForm form.

To convert a form from another application:

1. Make sure OmniForm is running. It will not launch automatically.
2.  Open the form in the application in which it was created.
3. Remove any colored or shaded background from the form.

4. Choose Print in the application’s File menu to open its Print dialog box.

For example, this is the Print dialog box for Microsoft Word.

Print [2]x]

~Printer

Myl@OmniFnrm x| Properties
Status: Idis
Type: OmniFarm Printer Driver
Where: LPTL: I Print ta file
Comment:

~Page rang ~Capit
4l Mumber of copies: 1] =
" Current page € Selection
" pages: qﬁ ¥ Collake
Enter page numbers andjor pags ranges
separated by commas. For example, 1,3,5-12

Print what: [Document ~| | Pages per sheet: m
Print: all pages n range 7] | scaletopapersicz: [noscaing x
Options. . Cancel

5. Sclect OmniForm as the printer.

6. Click OK

OmniForm automatically prints the form to a file and then converts it to an

OmniForm form. When it is finished, the converted form appears in the Form

Designer.

By default, the Proofreader window appears after scanning, This gives you
options for correcting and perfecting your form. For more information on
using the Proofreader, see page 39.
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7. Click the Save button or choose Save... in the File menu to open the Save As
dialog box.

8. Select a file location and enter a file name for your form and click Save.

The form is now ready for you to fill out. For more information, please see
OmniForm Filler Users Guide.

You can also modify the form’s design. For more information, please read
Chapter 4.

Saving Forms as You Work

Click the Save button or choose Save... in the File menu to save changes to a form
as you work on it in Form Designer. Choose Save As... in the File menu when you
want to save a form to another location or with a different file name.

Saving Forms as You Work 35
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i

Form Design Tools

This chapter describes how to use OmniForm’s Form Designer tools to design and
edit forms. For the most detailed information on form design, please refer to
OmniForm’s online Help.
Basic Design topics:
O  Using the Designer Toolkit
Using the Proofreader
Creating Elements on Your Form
Adding Graphics to Your Form
Modifying Form Elements

Setting the Tab Order on Forms

O o o o o o

Adding Color to Forms

Advanced Design topics:

O Adding Hyperlinks
Inserting Objects
Setting Up User Profile Fields
Setting Up AutoFill Fields
Using Calculations in Fields
Setting Up Field Validation

Adding Security to Forms with Digital Signatures

O 0o o ooo o

Protecting Form Design and Data

37
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Select different
Designer Toolkits
using this drop-
down list.

Form Design Tools

Using the Designer Toolkit

OmniForm’s Designer Toolkit contains predesigned, commonly used form
elements that you can easily copy or drag into your own form. You can also create

your own Designer Toolkit and store elements that you have designed yourself.

To open the Designer Toolkit and copy design elements into your form:

1.  Open a form in OmniForm and click the Form Designer tab.

2. Choose Designer Toolkit in the Tools menu.

Designer Toolkit

= H
o

o

T

z d

- |

Address 2

IAddress Blocks /j 2'—7

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

info your form.

3. Use the drop-down menu to select the particular Designer Toolkit you want to

usc.

4. Seclect a design element and drag it into your form.

See OmniForm’s Help for more information on working with Designer
Toolkits and creating your own Designer Toolkit.
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Using the Proofreader

OmniForm’s Proofreader helps you correct and perfect your forms. The
Proofreader has 10 separate screens that assist you in areas such as spelling, color
adjustment, text formatting, and field tabbing;

V¥ To open and start using the Proofreader:

1.  Open a form in OmniForm and click the Form Designer tab.

2. Choose Proofteadet... in the Tools menu.

S E

1y

Proofreader

Intro

‘wielcome to the Pronfreader.

Use the instiuctions and tools that follow ta help
complete your scanned form.

“Y'ou can use the Proofreader at any time by selecting
Proofreader from the Tools menu, or clicking the
Procfreader tab in the Tools window.

Remember to choose Save from the File menu to sawe
yaur work!

Click Mext ta begin.

Click Next to go to Click Finish to display the
the next Proofreading —— = entire list of topics for which
screen. \ you can get assistance. This
< Beck | et | _Firish | list allows you to skip around
" Proofreader [Designer Toolkt | Tab Orde | to different Proofreader
screens.
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3. Click Next to go to the next Proofreader screen.

Or, click Finish to display an indexed Proofreader panel that displays all the
topics in the Proofreader.

i 1|
C||Ck the fopic For @ Introduction
. @ Form Image:
WhICh yOU want @ Speling
GSSiqu nce. @ Color Adjustment

@ Text Formatting

@ Object Appearance
@ Line Recovery

@ Field Names

@ Tab Grouping

@ Frintable Area

@ Final djustments

Miszpelled words are marked on the farm with a red,
wiggly line like this:

Follow the o

i nSh’UCﬂOnS on Right click the misspelled word to replace it with one of
the suggested words, ignare the emar, or add the word
fhe screen. to the user dictionary,

Click Find to show the next spelling ermor.

Find

IF the box below is checked, spelling emors will remain
marked an thiz form even when you are not using the
Froofieader.

¥ dlways show speling emors

Proofeader |Des\gne|TDD\kll] Tab Order

4. Click any topic in the indexed list to receive assistance for that particular topic.

For example, click Spelling to open the Proofreader screen that offers spelling

assistance.

2]

5. Follow the instructions that appear on the screen for the current topic.

40 Form Design Tools
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Creating Elements on Your Form

This section explains how to use OmniForm’s drawing tools to create elements on

your form. OmniForm’s drawing toolbar appears when a form is open in Form

Designer. Use the drawing toolbar to create and select objects.

—_—
=

BT
Text tool; see page 42 —— A
-
O

Oval tool; see page 47

I:l_

Graphic tool; see page 49 3]
-

Comb tool; see page 43 ——— 11w
i

Circle Text tool; see page 45 (&)
_

Fill Graphic tool; see page 49 — 3

Selection tool

- Lline tool; see page 47

Rectangle tool; see page 48

L Fill Text tool; see page 43

Check Box tool; see page 44

Table tool; see page 46

Lock On/Off

& -

As form elements are created, they are automatically given default field

names such as Tablel. It is recommended that you give each element a

more specific name, such as InventoryList, so you can identify elements

more easily. You can rename a selected element by choosing Object
Definition... in the Format menu and clicking the Properties tab.

41
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Creating Text Elements

Use a text element to add fixed text descriptions on your form such as titles, labels,
and headers.

fixed text —

MName

¥ To create a text element:

A 1. Click the Text tool in the drawing toolbar.
2. Click anywhere on the form to start drawing the text element.

3. Hold down the mouse button and drag the tool until the text element is the
desired size.

When you release the mouse button, the default text Labe/ appears.

4.  While the text element is still selected, type the text that you want to replace the
word Label.

You can specify the text formatting by choosing Font... in the Format menu.
Choose Text... in the Format menu if you want to specify text alignment,
spacing, margins, or text flow.

[% Tip After drawing a form element, the drawing tool reverts to the Selection
tool unless the Lock On/Off tool is on.

Creating Fillable Text Fields

Use fillable text fields for areas where you want people to enter text on the form.
Fillable text fields are commonly used for information such as name, company,
address, and comments.

- fillable text field
MName

42 Form Design Tools
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To create a fillable text field:

1. Click the Fill Text tool in the drawing toolbar.
2. Click anywhere on the form to start drawing the fillable text field.

3. Hold down the mouse button and drag the tool until the field is the desired
size.

4. Choose Object Definition... in the Format menu to define the fillable text
tield. See OmniForm’s Help for more information on defining this kind of
clement.

You can specify the way entered text will be formatted by choosing Font... in
the Format menu. Choose Text... in the Format menu if you want to specify
text alignment, spacing, margins, or text flow.

Creating Comb Elements

Use a comb element to create a fillable text field that is separated into different
boxes for entering information. For example, forms used in the United States
typically require that you enter zip code numbers in five or nine separate boxes.

To create a comb element:

1. Click the Comb tool in the drawing toolbar.

2. Click anywhere on the form to instantly create a four-element comb field. Or,
hold down the mouse button and drag the tool to draw a comb field of the
desired size.

The number of elements in the comb field increases as you drag the tool.

3. Let go of the mouse button when the comb field contains the number of
clements that you want.

4. Choosec Object Definition... in the Format menu to define the comb clement.
See OmniForm’s Help for more information on defining this kind of element.

Creating Elements on Y our Form 43
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Creating Check Boxes

Use check boxes for Yes/No questions and for selecting one or more choices on a
form. A filled check box field can contain a check mark, an X, or a solid fill.

Yes No [
You can define three
different types of fill Yes No I
options for check boxes.

Yes W No I

¥ To create a check box:

1. Click the Check Box tool in the drawing toolbar.
2. Click anywhere on the form to start drawing a check box.

3. Hold down the mouse button and drag the tool until the check box is the
desired size.

To create a perfect square, hold down the Shift key as you draw.

4. Choose Object Definition... in the Format menu to define the check box
clement. See OmniForm’ Help for more information on defining this kind of
clement.

Tip You can group check boxes so that only one can be selected at a time
when filling the form. To group check boxes this way, select them all and
then choose Object Definition... in the Format menu. Click the
Properties tab and type in a name for the option group.

Form Design Tools
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Creating Circle Text Elements

Use circle text elements for Yes/No questions and for selecting one or more choices
on a form. When a user clicks a circle text element on the form, a circle appears
around the text.

After a user clicks the text on a
form, a circle appears around 1 3
it to indicate the selection.

To create a circle text element:

1. Click the Circle Text tool in the drawing toolbar.

2. Click anywhere on the form to start drawing the circle text element.

To create a perfect circle, hold down the Shift key as you draw.

3. Hold down the mouse button and drag the tool until the circle is the desired
size.

When you release the mouse button, a number appears inside the circle.

4. With the circle text element still selected, type in the text that you want to
replace the number.

5. Choose Object Definition... in the Format menu to define the circle text
clement. See OmniForm’ Help for more information on defining this kind of
clement.

Tip You can group circle text elements so that only one can be selected at a
time when filling the form. To group circle text elements this way, select
them all and then choose Object Definition... in the Format menu. Click
the Properties tab and type in a name for the option group.
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Creating Tables

Use tables for areas where you want people to enter blocks of information.

A table consists of Sold To:
cells and a header. Cormpany Marrie:
Each cell contains a

Marme:
fillable text element -

by default. Headers ddress
contain fixed text
elements by default.

City, State, Zip

¥ To create a table element:

1. Click the Table tool in the drawing toolbar.

2. Click anywhere on the form to instantly create a table. Or, hold down the
mouse button and drag the tool to draw a table of the desired size. The number
of rows and columns in the table increase as you drag the tool.

To create a perfectly square table, hold down the Shift key as you draw.

3. Let go of the mouse button when the table contains the number of rows and
columns that you want.

4. Choose Object Definition... in the Format menu to define the table. See
OmniForm’s Help for more information on defining this kind of element.

Creating Lines

Use lines as design elements to distinguish different sections of a form.

[Yaur Company Mame]
[Compary Address]
Lines distinguish FAX Cover | i s zu
separate areas Fh MNumb
P ~\ Sheet [gmmnm
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¥ To create a line:

1.

Click the Line tool in the drawing toolbar.
Click anywhere on the form to start drawing the line.

Hold down the mouse button and drag the tool until the line is the desired size.

To create a perfectly straight horizontal or vertical line, hold down the Shift key
as you draw.

Creating Ovals

Use ovals as design elements to highlight areas on a form.

1.

Select Only

One

To create an oval:

Click the Oval tool in the drawing toolbar.
Click anywhere on the form to start drawing the oval.

Hold down the mouse button and drag the tool until the oval is the desired size.

To create a perfect circle, hold down the Shift key as you draw.

Select the oval and use the Send to Back command in the Format menu if the
oval is blocking the item, such as text, that it is supposed to be highlighting.

Creating Elements on Your Form 47
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Creating Rectangles

Use rectangles as design elements to highlight areas on a form.

Don't Forget to Vote!

To cteate a rectangle:

1. Click the Rectangle tool in the drawing toolbar.
2. Click anywhere on the form to start drawing the rectangle.

3. Hold down the mouse button and drag the tool until the rectangle is the desired
size.

To create a perfect square, hold down the Shift key as you draw.

4. Seclect the rectangle and use the Send to Back command in the Format menu if
the rectangle is blocking the item, such as text, that it is supposed to be
highlighting.

Creating Fillable Graphic Elements

Use a fillable graphic element to allow the person filling the form to insert a graphic.
For example, a real estate form might require a picture of the property. You can
design the form with a fillable graphic element so that someone filling the form can
insert a picture.

Insert a picture of the property:

After a user clicks the fillable
graphic field, they are prompted
to select a source for the graphic.
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V¥ To cteate a fillable graphic element:

= 1. Click the Fill Graphic tool in the drawing toolbar.

2. Click anywhere on the form to start drawing the fill graphic element.

To create a perfect square, hold down the Shift key as you draw.

3. Hold down the mouse button and drag the tool until the fillable graphic
clement is the desired size.

4. Choosc Object Definition... in the Format menu to define the fillable graphic.
See OmniForm’s Help for more information on defining this kind of element.

Adding Graphics to Your Form

You can add pictures, such as your company logo, to a form by copying, importing,
or scanning graphics.

] % Mike's Breakfast Cafe
graphic ——

Online Order Form
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Vv To copy a graphic from your otiginally scanned form:
1. Choose Form Image in the View menu.

The screen splits to show both the originally scanned form and the converted
form.

L

=0~ ST A

bR = |
I R R R R XA SRR AR AR SRR AR AR N
B, Form Designer | £ Form Filler | 9 Online Forms |

Sunny Day Vacations

A e EIFT AT

converted form CUSTOMER SURVEY

We wani your feedback so thai we can provide you with befier service. Please compleie this form
and refurn if fo us ai your convenience. Thank you for helping us betler serve you.

Mame: Subject of Feedback;

|® b;lm<alﬁli|i|uo<~.>e7[[

Originally scanned form ——1-

CUSTOMER SURVEY

. : +
- =)
. We want your feedback so that we can provide you with beller service. Please complete this form
« and retumn it to us at your convenience. Thank you for helping us better serve you.
Lsh-0342" Top=0" ‘width=1.708" Haight =1.457" ush [ NUM [ s
3 2. Click the Graphic tool in the drawing toolbar.
e

3. Sclect any area of the scanned form that you want to bring in as a graphic by
holding down the mouse button and dragging the cursor around the area.

4. Let go of the mouse button.

The selected area appears as a graphic in your converted form.

5.  Drag the graphic to the desired location in the form.
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Vv To import a graphic into your form:

1.

Click the Graphic tool in the drawing toolbar.

Hold down the mouse button and drag the tool until you create a space for
your graphic that is the desired size.

The Graphic Definition dialog box appears after you let go of the mouse
button.

Sclect Graphic File in the Source drop-down list.

Type the folder location and file name of the graphic you want to import in the

File Name text box. Or, click Browse... to locate the file.

Select other desired options in the Graphic Definition dialog box.
Click Help to get more information each on option.

Click OK.

The selected file appears on your form.

V¥ To scan a graphic into your form:

1.

Click the Graphic tool in the drawing toolbar.

Hold down the mouse button and drag the tool until you create a space for
your graphic that is the desired size.

The Graphic Definition dialog box appears after you let go of the mouse
button.

Place the item you want to scan in your scanner.
Select Twain in the Source drop-down list.

Select other desired options in the Graphic Definition dialog box.

Click Help to get more information about each option.

Adding Graphics to Your Form
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6. Click OK to start scanning,

If a separate scanning interface for your scanner appears, use the controls in
that interface to start scanning, The next illustration, for example, shows the
Epson TWAIN 4 scanning interface.

<* EPSON TWAIN 4 [-1x]

EPSON TWAIN -
m ‘ * Sunny Day Vacations

Document Souice Flatbed B ?
Image Type Color Pholo -
Degstination [EPSON Stylus Printer(Phote) |

¥ Unsharp Mask - [r—
Fr
DB ok 2 el

CUSTOMER SURVEY

W e focoback 30 Bl W EN BRDLi‘e YU W Balter S81VCH, PISasD camolate i fom

a
stz E
|5°!'EE- wles  Twfn Jinches 7] e o et
s, 3 v ol P # o
Taget:  w[E0 H[1170 inches J—
Resolutn: |10 -] o I
17 5400
Scale | 2| oo 4
D
Resst |
e RABa5 N2V AL IESATIAING CMALL K
ity Wikt Vi et ok s
S Settings.
[
e
B | e "
S, oo
o5 Easy...
Sean o
£5 Close | It
|Ready |

After scanning, the graphic appears in the area specified on your form.

Modifying Form Elements

After creating elements on your form, you can move them around, align them,
resize them, change their definition, and change their appearance.

This section provides an overview of modifying an element’s definition and
appearance to affect how it functions and looks. For complete information on
modifying form elements, see OmniForm’s Help.

¥ Defining a form element allows you to:

O Give it a unique name that is useful when sorting or searching records,
arranging tab order, defining calculations, and setting up User Profile fields.

O Provide filling options such as a list of possible entries and help messages that
appear in Form Filler.
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Set validation options such as whether a field must be filled or can be skipped.

To modify the definition of a form element:

1.

Open a form in OmniForm and click the Form Designer tab.

Select the element you want to define.

You can only define fillable elements such as fillable text fields.

Click the Object Definition button in the design toolbar or choose Object
Definition... in the Format menu.

The dialog box that appears varies depending on the selected element. Click
Help in the dialog box for more information on available options.

Make the desired selections and then click OK.

To modify the appearance of a form element:

1.

Open a form in OmniForm and click the Form Designer tab.
Select the element you want to modify.

Click the Object Appearance button in the design toolbar or choose Object
Appearance... in the Format menu.

The dialog box that appears varies depending on the selected element. Click
Help in the dialog box for more information on available options.

Make the desired selections and then click OK.

Setting the Tab Order on Forms

Tab otder is the order in which the cursor moves from field to field as you fill out a

form. You should check the tab order on all the forms you create.

To check and change the tab ordet on a form:

1.

2.

Open a form in OmniForm and click the Form Designer tab.

Choose Tab Otrder in the Tools menu.
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The Tab Order window lists all fillable fields on the form by name in their
current tab order. Numbers also appear next to each field on the form to
indicate the tab order.

L} Eile Edit Wiew Fomat Tools Profles Window Help =l81x|
JJITlmesNeanman HemTEHe £ U= ‘ = =_|A &
[EECIEEIETE & L ale e
The Tab Order & I x v p D lwl\
window lists all the i L
. . A Field Name Tab | %, Form Designer | [23 Farm Filler| @3 Online Forms
fields on the form in LaatHame ]
. o First Name 2
their current tab order. o e e : ERPLOHENT APPLICATION
= City 5
State g
e Zip Code 7 : -
Telephone 8 : E=—H
55N E] ; T g ——
Drivers License Nu.. 10 2 " g Harbar
Tab numbers appear ® Sam ot L 1 e
next to each field on Tl i I N IR —
- R : . - —_—
the form' Citizen 15+ o
=] [ Postion 16
— Salary 17
Applied Befors 18+
when Applied Before 13 b
Type of Employment 20+
te Eegm Wnrklng 2 s
nnnnnnnnn 27 hd
4| MoveUp
=| Mave Down
Procheader | Designer Tookit Tab Order I L -
For Help, press F1 : B[ 0o | oM

3. Select a field you want to reorder in the Tab Order window or on the form.

4. Recorder the selected field in one of the following ways:

g
g

Drag the fields up or down in the Tab Order window.

Select a field and click the Move Up or Move Down button in the Tab
Ozder window.

Select the tab numbers on the form and enter a new order number.

Click Auto Order to have OmniForm reorder all the fields on the form
for you. It generally reorders fields from top to bottom and left to right.

5. Close the Tab Order window when you are finished.
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Adding Color to Forms

Chapter 4

You can change the colors that appear on the background of your form and the

colors of elements within your form.

V¥ To adjust the background color on your form:

1.

2.

3.

4.

Choose Page Setup... from the File menu.

The Page Setup dialog box appears.

o]

Cancel | Help

— Paper M argin:

Size: IEustom 'l Left: IU 5"

“width: |8.5 Right: ID 5

Height: |5 5 Top: IU.5"

Lolor: :3\ Bottam: ID )
— Orientation

% Partrait Apply to:
" Landscape IEurrent page only 'I

EO0RCOEmRO
B0 E L

tore Colars. ..

Open a form in OmniForm and click the Form Designer tab.

Click here to show
the color palette.

Select the pages where

selected color.

Select the color you want in the Color drop-down palette.

Click More Colors... to customize
colors. See OmniForm’s Help for

more information.

drop-down list.

Adding Color to Forms

~____ you want to apply the

Select the pages where you want to apply the selected color in the Apply to
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5. Click OK to apply your changes and close the dialog box.

V¥ To teplace colots on your form with different colors:
1.  Open a form in OmniForm and click the Form Designer tab.
2. Choose Adjust Colors... in the Format menu.

The Adjust Colors dialog box appears.

Adjust Colors =]
Select the pages —Adugt———————————  Cument  Mew: Select the color that
where you want m__ you want to use instead
to apply the [ € Eelested ihjects = of the current color.
color changes. " 4l Pages
FTp———————— The current colors that

Click on the colors to can be found on your

the right to replace _f | d . h

current calors in the orm are listed in this

farm with new colors. column.

ak. I Cancel | Help |

3. Seclect the pages or objects where you want to adjust colors.

4. Sclect the desired colors in the drop-down color palettes.

The selected colors will replace the current colors on your form.
5. Click OK to apply your changes and close the dialog box.

V¥ To modify the color of a particular form element:

1.  Open a form in OmniForm and click the Form Designer tab.

2. Seclect the element you want to modify.

Shift-click to select multiple elements so you can apply color settings to all of
them at once.
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Select the type of
hyperlink you want fo use
in this drop-down list.

Chapter 4

Click the Object Appearance button in the design toolbar or choose Object
Appearance... in the Format menu.

The dialog box that appears varies depending on the selected element. Click the
Help button in the dialog box for more information on available options.

Click each of the tabs in the dialog box and make the desired color selections.

Click OK to apply your changes and close the dialog box.

Adding Hyperlinks

You can easily set up hyperlinks on your forms. A hyperlink is a connection from a

place on your form to another file or Web site. For example, you can add a hyperlink

that takes the person filling the form to a different form or to your company’s Web

site.

To add hypetlinks to yout form:

Open a form in OmniForm and click the Form Designer tab.

Select an element on your form where you want to add a hyperlink.

You can add hyperlinks to rectangles, ovals, graphics, and text.

Choose Hyperlink... in the Format menu.

The Hyperlink dialog box appears.

I | &I_ Click Browse... to

| locate and select a file.

1.
2.
3.
Link to file or URL:
Dezcription [optional]:
4.

You can enter a short
description that will

0K I Cancel Help | appear when

ScreenTips are on.

Enter the desired location of the hyperlink.

Click Help to get more information on each option.
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5. Enter a description of your hyperlink in the Description text box if desired.

6. Click OK to apply your settings and close the dialog box.

To check the hyperlink, right-click over it and choose Follow Hyperlink.

Note ScreenTips must be turned on for the description (or link address) to
appear over the hyperlink when you are in Form Filler or OmniForm
Filler. Choose Options... in the Tools menu and select ScreenTips in the
General tab.

Inserting Objects

You can easily insert objects from other sources into your forms. OmniForm
supports objects created in a variety of applications. For example, you could insert a
Microsoft Word Document as a launchable icon or display its full text directly in
your form.

This section provides an overview of inserting objects. For complete information
on modifying form elements, sece OmniForm’s Help.

Vv To insert an object into a form:

1.  Open a form in OmniForm and click the Form Designer tab.

2. Choose Insert New Object... in the Edit menu.
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Select Display as Icon to
bring the object in as an
icon rather than displaying
its actual content.

Chapter 4

Select whether you want to create a new object or create the object from an
existing file. See OmniForm’s Help for more information on each of these
options.

The Insert Object dialog box changes depending on which option you select.
This example shows how the dialog looks when you sclect Create from File.

Insert Object HEB

' Create New .
File: Cancel |

' Create from File IE:\Program Files\S canS oft\OmniForm®5
: I~ Link

/ Dizplay Az [con

Result
Inserts the contents of the file as an object into

P N your document so that you may activate it using
E the program which created it.

If you are inserting an existing object, select the file you want to use. If you are
inserting a new object, select the object type you want to create.

Click OK.

If you are inserting an existing object, the object appears on your form as

specified.

If you are creating a new object, the application that you specified will appear
so that you can create the object. After creating the object, it will appear on
your form.

Inserting Objects 59



Setting Up User Profile Fields

A User Profile is a convenient feature that remembers and stores information
about form users. As form users fill out forms for themselves, they can select their
User Profiles to enter the remembered information automatically.

User Profiles can only be used on forms that have fields set up to receive User
Profile information. As the form designer, you must set up these User Profile fields
before distributing your form.

This section describes the easiest way to set up User Profile fields on a form. For
information on creating a User Profile, adding data to it, and using it to fill out
forms, see the Omnitorm Filler Users Guide.

Tip A Client Profile is another convenient feature for filling out forms
automatically. Client Profiles are similar to User Profiles except they
remember information about other people, such as customers, employees,
and family members. Client Profiles are set up entirely in OmniForm’s
Form Filler view (or OmniForm Filler), so no design tools are required.

For more information on setting up and using Client Profiles, see the
OmniForm Filler Users Guide.
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[J When the form
is designed, its
name field is
linked to the Full

Name User Profile

Field.

U 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.

Usage Example for a User Profile

Chapter 4

This example illustrates how a User Profile field would work to automatically insert

a user’s name from a User Profile.

In Form Designer:

[ ey

R

ORDER FORM

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

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

In Form Filler:

'ORDER FORM

=L

In the User Profile:

few Becos Lo Proes Wdon Heb

=loiz)

Be W
DSE >

\

OR

EIRRL:

| Sa% | ¥E D[

Full Name

L1 If they had not yet added their name fo 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).

User Profile

Setting Up User Profile Fields
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V¥ To set up User Profile fields on a form:

1.

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

Form Design Tools

Open a form in OmniForm and click the Form Designer tab.

(% OmniF orm - [Contacts_ofm] _[O]x]
% Fle Edt View Eecods Took FProfles Window Help _1=]1x]

DEH|=0|sa% |(REa = <
B [ < > » |||

¢, Form Designer £ Form Filler |@ Online Forms|

Contacts

Tile: Last Name: |

Fostion Company:

Address:
iy sme: (1] zpenaes LT TTT]-CTT 1]
Courtry; Birth Dite : D:‘ / D:‘ / D:‘

Phone Miber:_{ Fax Humber: { bl

Hates:

Photograph Business Card

For Help, press F1 UsSD NUM v

A User Profile needs to be selected while setting up User Profile fields in case
you want to create or use custom fields. For more information on creating
custom fields, see page 65.

Choose Select User Profile in the Profiles menu and select a User Profile.

If there are no User Profiles, choose Add New... and enter a name for the User
Profile when you are prompted. Then close the Edit User Profiles dialog box.



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.

Click Link to link a
selected form field
with a selected User
Profile field.

Currently linked fields
appear in the Links
list.

3.

Billtddress I

4.

5.

Choose Link Fields to User Profile... in the Profiles menu.

Chapter 4

The Link Fields to User Profile dialog box appears. It contains a standardized
list of User Profile fields that you can link to fields on your form.

Link Fields to User Profile x|
Form Fields:  Order Form.ofm User Profile Figlds

EillCity
BillState
BillZip

<< Link »» |

Ship&ddress
ShipCity
ChinState ;I

Links:

out rou ﬂ

[efete

ek

[ LRERE

[Wpilieike A1

Select a form field that you want to link to a User Profile field.

Select the desired User Profile field.

Setting Up User Profile Fields
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6. Click Link.

The selected fields will appear in the Links list.

Link Fields to User Profile x|
Form Fields:  Order Form.ofm User Profile Figlds 0K |
e [=1- About ¥ ou -
B!”.é!:tldress . L First Mame Cancel |
ity -
BillState - t"'df"rj Mame Help
BilZip < LLink = - Lastiame 4|
FPhone - Dezsignation
g:i;zdacrlne o JFull Name Add New |
i ress ; . o
A i ke Middle Initial -
ShipCit - _|—|
ZhinCrote = «f | > ﬁl
. Links:
These fields are B
now linked. Billdame  <--» Full Mame Unlirik. |
Unlink Al |

7. Repeat steps 4 through 6 until you are finished linking the desired fields.

8. Click OK when you are finished.

The form fields you linked are highlighted in orange to indicate they are ready
to receive data from User Profiles. (If you do not see the orange highlight,
choose Highlight User Profile Fields in the Profiles menu.)
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Note You can also link an individual field on a form to a User Profile field by
using the Object Definition command in the Format menu. For more

information on setting up User Profile fields this way, see OmniForm’s

Help.

Creating Custom User Profile Fields

The default User Profile provides hundreds of standardized fields that you can link
to fields on your form. Most people will find the fields they need in the default list.
However, you can also create custom User Profile fields for specific company or
industry information.

¥ To create a custom User Profile field:

1. Open a form in OmniForm and click the Form Designer tab.

2. Choose Select User Profile in the Profiles menu and select a User Profile.

The custom User Profile fields you create will be added to the User Profile you
select. If there are no User Profiles, choose Add New... and enter a name for
the User Profile when you are prompted. Then close the Edit User Profiles
dialog box.

Setting Up User Profile Fields 65



3. Choose Link Fields to User Profile... in the Profiles menu.

The Link Fields to User Profile dialog box appears. It has a standardized list of
User Profile fields that you can link to fields on your form.

The names of all the Link Fields to User Profile x|
;ields on the ?Ur::-m Form Fields:  Order Form.ofm U ser Profile Fields ik |
orm appear in this \M =- About You j|
list. E!”’é{i‘d'ess . L First Mame Cancel |
ilCity L )
. ‘ - Middle M anne
. BillState
The standardized EilZip T Link > | o Last Name Help |
User Profile fields that Phone = . - Designation AN
you can link fo e oEmEE el
e IRAL o e Middle >
appear in this list. ShinCiy - N | _,rl Delete |
Links:
Click Add New to Wik |
create a custom User -
Profile field. Ul 21

4. C(Click Add New.

You are prompted to enter a name for your field.

Mew Uszer Profile ltem =]

Mess Llzer Prafile [ber:
Enter a name for your

custom User Profile field. Cancel |
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Your new User
Profile field
appears in the
Custom section.

5. Enter a name for the custom User Profile field and click OK.

The new field will appear in the User Profile Fields list.

Link Fields to User Profile

FEorm Fields:

Prezent_Address
Tel
Social_Security_Mumbe
Fill T ext2
esl
Fill T ext3
es2
Fill T extd
esd
Date_available_for_wor
Type_of_employment_d
Fulltire

Parttime

were vou_referred_by_
esd

If_'es_whom
Eotepspmledls o

Links:

mike's cookie co.ofm

<4 Link >

Emergency Contacts
Home Information
Miscellaneous
Home Address
Business Address
VYehicles

Bank

Credit Cards

nsurance

Phone and Email

- Travel

- Custom

| ‘.. Preferred Cookie Flavor

L]

Flil )

Ll

Cancel

Help

Add New

[elete

i

Wilirk:

Wlirik A1

L

Chapter 4

6. If you want to link a field on the current form to your custom User Profile
tield, select the desired field in the Form Fields list and select your custom
tield. Then click Link.

7. Click OK when you are finished.

Custom fields are added to the Custom Information page that is located on the
last page of the current User Profile. When a user opens a form that is linked to
a custom User Profile field, that field will be added to their User Profile’s

Custom Information page also.

Note

You can also create custom User Profile fields by using the Object

Definition command in the Format menu. For more information on
creating custom fields this way, see OmniForm’s Help.

Setting Up User Profile Fields
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Setting Up AutofFill Fields

AutoFill fields make it easier for a user to fill out a form. Use OmniForm’s AutoFill
Wizard to set up the following types of AutoFill fields:

O A field that has a drop-down list containing selectable choices (such as a list of
products)

O A field that, after information is entered, automatically fills another field (such
as a department name field that automatically fills in an associated department
number)

O A combination of the first two items (a field with drop-down selections that
automatically fills another field)

O A field that automatically replaces information that is entered with information
that you specify (such changing CA to California)

This section gives you an overview of how to create AutoFill fields. For more
information on AutoFill fields, see OmniForm’ Help.

Note  You cannot create an AutoFill field in a field that is already set up as a
User Profile field.

V¥V To create an AutoFill drop-down list:

1. Open a form in OmniForm and click the Form Designer tab.

2. Seclect the fillable text field or comb field where you want to create a drop-down
list.
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3. Choose Object Definition... in the Format menu and click the Filling tab in
the dialog box that appears.

Fill Text Definition =]
Properties  Filing |Validati0n|

Select Enable AutofFill !
and then click AutofFill 4@@“'“&6;‘1__ |

Wizard...

¥ Enable User Frafils

User Profile “Wizard... |

V' Can be Filled
V¥ TabStop

I aximum Length: I[Unlimited] vl

™ Help Message:

|
QK I Cancel | Help |

4. Sclect Enable AutoFill and click AutoFill Wizard....

The AutoFill Wizard appears.
5. Select Create or edit the AutoFill of the current field and click Next.

6. Sclect Show a list of choices and click Next.

AutoFill Wizard =]
) Chooze the type of AutoFill you would like to create for this
Show List of field.
Choices:
Nﬂmf " Eill other fields automatizally after thiz field is filed
| b " Show alist of choices and automatizally fil other figlds
W, Biricge " Replace the data entered into this fisld with new data
P. Estabrook
D. Hancock
j. Harrington
J. Parker

< Back I Mest » I Cancel
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10.

11.

You can get the list of choices from a variety of sources including lists you
create manually, lists from ODBC sources, and lists from OmniForm forms or
databases. This example shows you how to create a list manually. See
OmniForm’s Help for more information on using other sources.

Sclect Manually entered list and click Next.

Click Add and then type a desired text entry for the list.

Repeat step 8 to continue adding text entries and click Next when you are
finished.

Click Finish to close the AutoFill Wizard.

Click OK to apply the settings to the current field.

To create an AutoFill field that automatically fills another field:

1.

Open a form in OmniForm and click the Form Designer tab.
Select a field that you want to make an AutoFill field for filling other fields.

Choose Object Definition... in the Format menu and click the Filling tab in
the dialog box that appears.

Sclect Enable AutoFill and click AutoFill Wizard... to open the AutoFill
Wizard.

Select Create or edit the AutoFill of the current field and click Next.

Select Fill other fields automatically after the field is filled and click Next.

You can automatically fill fields on your form from a variety of sources
including lists you create manually, lists from ODBC sources, and lists from
OmniForm forms or databases. This example shows you how to create a list
manually. See OmniForm’s Help for more information on using other sources.
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7. Select Manually entered list and click Next.

The Available fields
|iSf disp|0ys 0” the A Specify the fields to be filed in automatically. The f|e|ds you
fields on your form. duvallable felds: Eields ta fil select appear in
Selecta field that | Name —" o= o ——_| the Fields fo fil
you want fo be George Peabodly batet ~ list. These are the
filled automatically N DETIERRT, B fields on the form
and click the right- autometcaly flz Dirne2 < rhat you want fo
arrow button. items: Dinnerd [ - fill automatically.
Address Dimers o remove o
6 Mast Lare DunCompany L selected field
Wiew: |4l ottier fields in the form = from the Fields fo

fill list, select the

field and click the
<k [ Wews | caed || |ofiarrow bution.

8.  Specify the form fields that you want to be filled automatically by selecting a
field and clicking the right-arrow button.

9. Click Next when you are finished selecting the desired fields.

10. Enter text for your AutoFill fields in the dialog box that appears.

) Specify the value to match in the first column and the data ta
Select from a List: automnatically erter in the rest of the colurmng:
Nume — — The next column
. . epartrentid ame. epartrmentMumber . .
The first column is the e contains the field
field that begins the George P that will be filled
automatic filling S B automatically after
rocess. automatically fils - H H

P autenatealy o 3 the first field has

items: been F|||ed

Address

& Mast Lane
Add Edit Delete [relete Al |
< Back Cancel |
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11. Click Add and then type a text entry in the first column.

This is the text that a user enters that will invoke specific entries in other fields.
For example, you could type in the name of a department at work.

12. Click under the next column and then type the text that you want to be
automatically filled in that field.

For example, you could type in the department number that corresponds to the
department name in column one.

13. Repeat steps 11 and 12 to continue adding text entries and click Next when
you are finished.

14. Click Finish to close the AutoFill Wizard.

15. Click OK to apply the settings to the current field.

Tip Creating AutoFill fields that automatically replace entered data is useful if
you want to standardize the way data is entered on a form. For example, if
your form contains a Szafe field, you might want the full spelling of the
state to be entered. To achieve this, you can make this an AutoFill field
that converts abbreviations of the state name to the full spelling;

V¥ To cteate an AutoFill field that automatically replaces entered data:

1.  Open a form in OmniForm and click the Form Designer tab.
2. Seclect a field where you want to create an automatic data replacement.

3. Choose Object Definition... in the Format menu and click the Filling tab in
the dialog box that appears.

4. Sclect Enable AutoFill and click AutoFill Wizard... to open the AutoFill
Wizard.

5. Sclect Create or edit the AutoFill of the current field and click Next.
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6. Sclect Replace the data entered into this field with new data and click
Next.

AutoFill Wizard =]
) Enter the data to be replaced and itz replacement.
Enter this:
Replace [ saith,
MA
State
and OmniFarm
automatically
replaces it with this:
Massachusetts
State
Add Edit Delete [relete Al |
Cancel |

7. Click Add and then type a text entry that you want to be replaced in the
Replace column.

For example, type in CA.

8.  Click under the With column and then type the desired replacement text.

For example, type in California.

9. Repeat steps 7 and 8 to continue adding text entries and click Next when you
are finished.

10. Click Finish to close the AutoFill Wizard.

11. Click OK to apply the settings to the current field.
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Using Calculations in Fields

You can use calculations in fill text, comb, check box, table, and circle text fields.
Calculations automate data entry and prevent errors. For example, you can create a
calculation that will automatically insert the sum for a column of numbers so the
person filling the form does not have to compute the numbers manually. All you
have to do is define the calculation properly and OmniForm does the rest of the
work.

This section provides a brief overview of how to create calculations. See
OmniForm’s Help for more information on calculations including the use of
specific operators and functions.

¥ To create a calculation for a field:

1.  Open a form in OmniForm and click the Form Designer tab.

| 2. Click the Calculation button in the design toolbar or choose Calculation in the

Tools menu.

The calculation toolbar appears.

Click Accept Calculation Click Calculation Click Auto Calculation to have
to accept the calculation  List o open the Calculation List dialog OmniForm try to define a
in the text box. box and view all your calculations. calculation automatically.

X o ﬁl" |

Click Cancel Click Calculation The Calculation text box
Calculation to Builder to open the shows the calculation for the
revert to the last Calculation Builder currently selected field. Click
accepted dialog box and create in the text box fo edit a
calculation. your own calculation. calculation manually.

3. Select the field for which you want to create a calculation.

Once an appropriate field is selected, buttons on the calculation toolbar
become available.
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Enter a calculation in the Calculation text box.
There are three ways to do this:

O Click the Calculation Builder button to define a calculation using the
Calculation Builder dialog box.

[0 Click the Auto Calculation button to have OmniForm define a
calculation automatically.

O Click in the calculation text box and type in a calculation manually.

See OmniForm’s Help for more detailed information on each of these options.

Click the Accept Calculation button to accept the calculation once you are
satisfied with it.

Closing the calculation toolbar also accepts the current calculation. You can
check the calculation by viewing the form in Form Filler.

Note 1fa field is set up as a User Profile field and also has a calculation, the

calculation will override the User Profile information.

¥ To change a calculation:

Click the Calculation List button in the calculation toolbar.

The Calculation List dialog box appears.
Double-click the Field Name that you want to change.
The calculation that you want to change appears in the Calculation text box.

Make the desired changes to the calculation.

Click the Accept Calculation button to apply the change.

When you open the form in Form Filler, you will be asked if you want to
recalculate records based on the change. You can also do this by choosing
Recalculate... in the Records menu.
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Setting Up Field Validation

You can set up field validation for fillable fields so that they:
0 Require that somze information be filled in so that the field is not left blank.
0  Require that specfic information be entered.

0 Require that information be entered from a list of choices.

V¥ To set validation options for a fillable field:
1. Select the fillable field and choose Object Definition... in the Format menu.

The Definition dialog box for that particular form element appears.

Fill Text Definition [ ]
Propert\esl Filing ~ Yalidation |
T Hustbe Filedin
I™ Data Must Match Field Type
I™ DataMust be in List of Choices

Wurmber Ehecking
= | Lawest Himtes
I | Highest i umber,

W &llow user bo overide validation

Ok I Cancel | Help |

2. Click the Validation tab.

3. Seclect the desired options for validation. See OmniForm’s Help for more
information on each option.

4. Sclect Allow user to override validation if you want to allow users to override
the warning that appears when they enter either no or inappropriate

information in a field.

5. Click OK when you are finished selecting validation options.
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Adding Security to Forms with Digital Signatures

You can use digital signature fields to add security to a form. Digital signature

fields authenticate and protect data on a form by locking specific fields and

detecting if a form has been altered outside of OmniForm. After a field is locked,

only a user with the correct password can unlock the field to change its data.

For example, you might use a digital signature field on an expense report form that

requires an employee’s signature. The employee’s signature would lock other fields

on the form. Once the employee “signs” the form, no one can change the locked

ficlds unless they have the correct password.

OmniForm supports three types of digital signature fields:

O

OmniForm Signature

This allows you to protect data with passwords that you set up in an
OmniForm user database. The user database stores the names and passwords
of people who will be using the form. See page 79 for more information on
setting up an OmniForm user database.

Entrust Signature

This is a more secure level of protection than an OmniForm Signature. It
requires additional authentication software from Entrust. Please sce the
documentation supplied by Entrust software for more information on setting
up and using this kind of digital signature.

Microsoft PKI Signature

This is a more secure level of protection than an OmniForm Signature.
Microsoft PKI (also known as Microsoft Crypto API) is an implementation of
the RSA Public-Key Cryptography Standards (PKCS). It supports X.509 digital
certificates issued by a third party PKI vendor such as Verisign Inc. You can
also create your own certification authorities within your enterprise. If you are
already using secure messaging with Microsoft Outlook, you can use the same
certificates (digital IDs) to sign your OmniForm forms. Please sce the
documentation supplied by Microsoft for more information on obtaining and
managing your PKI certificates.
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V¥ To cteate a digital signature field:

1.

Select Signature

as the field type.

78 Form Design Tools

Open a form in OmniForm and click the Form Designer tab.
Select a fillable text field that you want to make a digital signature field.

Choose Object Definition... in the Format menu.

Fill Text Definition x|

Propeties | Filing | Validation |

Hame: Isignature

— Field

P Type:  [EDREIE

Select the type of
Format: IMicrnsoft Pl Signature ;! signoture field

you want to use.
Seftings... |

[ Wse 1000 Separatar
[" | Encloze Megatives in Parentheses

QK I Cancel Help

Click the Properties tab.
Sclect Signature as the field type.

Select the type of signature field you want to use in the Format list.

0 The OmniForm Signature format requires that you set up an OmniForm
user database. See page 79 for more information.

U Entrust Signature and Microsoft PKI Signature formats require that
you have the corresponding software or certificates installed. Please sce the
documentation for those applications for more information.
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7. Click Settings... if you want to specify fields to lock with this signature.

The Signature Settings dialog box appears.

— Field Locking oK

SeleCt the f|e|ds tth Yyou Figlds irc  Change Order ofm Figlds ta lock:
want to lock with the :
signature field and click

Add to add the fields.

Cancel

add 55 | Help
<< Bemaye |
JoblLocation Add All > |

JobPhane LI

Channes

i

8.  Select the fields that you want to lock with the signature field and click Add.

9. Click OK when you are finished.

Setting up an OmniForm User Database for OmniForm Signatures

To use an OmniForm Signature field on a form, you must set up a user database
that stores the names and passwords of the people who will be using the form. This
section describes how to create an OmniForm user database.

Note This operation should be performed by your work group administrator. A
user database contains information about the members of your work
group, such as user names, passwords, and descriptive full names. It is the
basis for form signing and signature verification in the work group. The
database should be located where all work group members can access it,
such as a network drive.
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¥ To create a user database for a form:

1. Open the form in OmniForm and click the Form Designer tab.

2. Choose Security... in the Tools menu.

The Security Database dialog box appears.

Security Database H
*f'ou can create a new databaze by entering a
narne. Or, click "Browse..." to locate an existing

database.
Cancel |
If you already have a user
database that you want to
use with the form, click
Browse... to locate it.

Enter databaze file name:

|
_\_ Browse. .. |

3. Enter a file name for the database and click OK.

4. Click Yes when asked to confirm.

The Enter Administrator Password dialog box appears.

Enter Administrator Password =]

Enter the adminiztrator password.
Cancel |

Usermame: IAdministrator

Password: ||

Werify pazsword: I

5. Enter a password and then enter it again to verify it.

Note Be sure to write down your password somewhere safe. If you lose or
forget your password it cannot be recovered. Do not use the following
characters in your password: "/\ [];: | =, +*? <>
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6. Click OK

The Security Database Administration dialog box appears. You can now add
users to your new database. See the next section for instructions.

Security Database Administration

0K

Uszername: IAdministrator el

Help

dia

Password:

Werify pazsword:

Full name: IAdministrator

N Mew | Aidd | pdate | Delete | Databaze...

Click New to add a
user to the database. ™\

7. Click OK to close the Security Database Administration dialog box.

The current form is now associated with the new user database. See
OmniForm’s Help for information on changing the user database that is
associated with a form.

¥ To add users to a user database:

1.  Open the form in OmniForm and click the Form Designer tab.

2. Choose Secutity... in the Tools menu.

The Enter Administrator Password dialog box appears.
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3. Enter your password in this dialog box and click OK.

The Security Database Administration dialog box appears. All the current users
are displayed in the Users list box.

Security Database Administration H

Users in the database
are listed here.

Uszername: IAdministrator el |

Password:

Click Delete to
remove a
| selected user

Full narme: IAdministrator from the
Click New to add database.

users to the database. = —_tew b | Update | Delete T Database.. |

Werify pazsword:

4. Click the New button to add a new user.

5. Enter the following information for the new user:

0  User’s name (up to 20 characters) in the Username text box
O  User’s password (up to 14 characters) in the Passwotd text box

Do not begin a username or password with a period or a space. Also, do

not use the following characters in a username or password:
"N[]:s | =, <>

User’s password again in the Verify password text box
User’s full name (up to 50 characters) in the Full name text box

Do not begin a full name with a period or a space. Also, do not use the
following characters in a full name:
"N = <>

Note Be sure to write down passwords. If a password is forgotten, it cannot be
recovered. In this case, you will have to delete the user from the database
and add the user back again with a new password.

6. Click Add to add the new user.

7. Click OK to close the dialog box.

See OmniForm’s Help for information on modifying a user’s settings.
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Authorized
amount:
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Note Signature fields that have been signed will be invalidated if you change the
password of the person who signed the fields. Before changing their
password, be sure that users unsign the signature fields in all their form
records.

Signing and Verifying Digital Signatures

To sign a digital signature field, users just click the field and then enter their
password. (OmniForm Signatures also require access to the OmniForm user
database at the time they are signed.) After a digital signature field is signed, the
authentication process verifies the signature to ensure that it is valid.

When viewing forms in OmniForm Filler or OmniForm’s Form Filler view, turn on
Field Security in the View menu to display an icon next to signed fields. The icon
shows whether a signed field has been verified or not.

A pen with a check mark indicates
that the signature was verified to

b e be valid. (A pen with a question
mark indicates that the signature
cannot be verified.)

|$10.000 I

Fields that are locked by the
signature are highlighted with
a blue border.

To unsign a field, users must click the field and enter their password again.

For more information about signing and verifying signature fields, sce the OmniForm
Filler User’s Guide.

Note  Aftera user signs a form record, that form’s design becomes locked. If
you need to change the form design, anyone who has signed records in
the form’s database must unsign the records first. Ox, you can save the
form with a different name and delete all records from its database.

Adding Security to Forms with Digital Signatures 83



84

Protecting Form Design and Data

Any change made to a form’s design affects all records in its database. For example,
if you delete a fillable text field, all the information entered for that field in all form
records will be deleted.

You might want to protect a form from being altered, especially if it is going to be
shared by multiple people. To protect a form, you can turn on settings that prevent
changes to its design and data.

To protect your form’s design or data from being altered:
1. Open a form in OmniForm and click the Form Designer tab.

2. Choose Protection... in the Tools menu.

The Protection dialog box appears.

Select this option to
protect the information ————F Pratect Data f dosod, onor @ posawrd

in form records.

Select this option to

protect the form design. Help |

Form Design Tools

Cerrdd | that would be required for
turning these protections off.

Fazzword [optional):

3. Seclect Protect Form to protect the form’s design.

4. Seclect Protect Data to protect information in the records associated with the
form.

5. Enter a password, if desired, that would be required for someone to open the
Protection dialog box and turn off form protection.

Note  Passwords are case sensitive. If you lose or forget your password, it
cannot be recovered.

6. Click OK

If you turned on form protection, OmniForm’s design tools are now
unavailable for that form. If you turned on data protection, you cannot edit
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records or create new ones. A message appears informing you of the protection
status if you attempt to modify the form or its data.
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Distributing Forms

OmniForm offers a variety of options for distributing your forms for people to fill
out. This chapter describes these options in the following topics:

O

O
O
O

Making Forms Available in Different File Formats
Emailing OmniForm Forms, Data, and Mailable Fillers
Printing Forms

Publishing Forms to the Web
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Distributing Forms

Making Forms Available in Different File Formats

OmniForm Form (OFM) is the default format that is used when you save a form
in OmniForm. An OmniForm Form is automatically set up with a searchable
database. As new records are filled out for the form, each record is stored in the
database.

For more information on filling forms and managing records in form databases,
please sce the OmniForm Filler Users Guide.

Tip You can set up an OmniForm database so that multiple users can share it.
This allows anyone with OmniForm or OmniForm Filler to fill out new
form records and look through existing form records. See the OmniForm
Filler User’s Guide for more information.

If you have OmniForm Premium, you can also save and distribute forms in the
following file formats. For information on upgrading to OmniForm Premium,
please go to www.scansoft.com and click the products link.

0 OmniForm Markup Language (OFML)

0O Hypertext Markup Language (HI'ML)

0O Adobe Portable Document Format (PDF)
O Microsoft Word Rich Text Format (RTF)

Tip Before saving a form to HI'ML format, it is recommended that you
preview the form by choosing Preview in Browser... in the File menu.
See page 99 for more information.




¥ To save a form as a specific file type:

By default, OmniForm
saves your form as an
OmniForm Form file type.

v

1.

5.

To save an OmniForm Form as you are working on it:

1.

Choose Save As... in the File menu.

The Save As dialog box appears.

Save As

=]

Save jn: I@ Sample Forms

Bl 6 = ] )

"¢ Change of Address Card.ofm
3 Change Order.ofm

3 Contacts. ofrn

3 Customer Survey.ofm

3 D zily Planner. ofm

3 Employee Performance Evaluation. ofm
3 Ermplayment Application. ofm
3 Fax Cover Sheet.ofm

3 Irnsoice. ofrn

3 Memo.afm

3 teszage.ofm

0 I —

|y mike's caokie co.ofm
3 Monthly Planner.ofrm
3 Obijects.afm

3 Order Form.ofm

= Packing List.afm

3 Price List.afm

3 Purchase Order.ofm
3 Quotation. ofrm

2 Reply Card.ofm

3 Sample Forrn.ofrn

[ ample HTML Form.afm

|

Form 1 ofr]

File name:

Save I

Save as ype IDmniForm Form

V' Save ariginal formis) with form file

d Cancel |

Hptions... :l—’

|

Chapter 5

If you are saving
your form as an RTF,
HTML, or PDF file,
click Options... to
make additional
selections for that file

type.

Enter a file name and select a folder location for your form.

Select the desired file type in the Save as type drop-down list.

OmniForm Form (OFM) is the default file type.

If you selected Microsoft Word (RTF), HTML, or PDF, click Options... to
select conversion options for that file type.

The conversion options for each of these file types will vary. See OmniForm’s

online Help for more information on these options.

Click Save.

Click the Save button or choose Save in the File menu.

If this is the first time you are saving the form, the Save As dialog box appears.

See the previous section for more information.

Making Forms Available in Different File Formats
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2. Continue clicking Save whenever you want to save the latest changes to your
form’s design.

If you are filling out data on a form, you do not need to click Save. New
records and entered data are saved automatically.

Saving Mailable Filler Forms

The Mailable Filler format allows you to send forms to people who do not have
OmniForm.

Note OmniForm includes a trial license for a specified number of Mailable
Fillers. The details of this license are described in an insert in your
package. After you have used all your licensed number of uses, please
contact ScanSoft (www.scansoft.com) to purchase additional licenses.

¥ To save a form in Mailable Filler format:
1. Choose Save As Mailable Fillet... in the File menu.
The Save As dialog box appears.

Save As HE
Save jn: Ia Sample Forms j gl :

File name: Change of Address Card.exe Save I
Save as twpe: [T = AR Cancel |

2. Enter a file name and select a folder location for your Mailable Filler file.

3. Click Save.

OmniForm saves the Mailable Filler form as both an HTML file and a self-
running executable file (EXE). You can send cither of these files to anyone to
fill out, and have the files returned to you in the same manner.
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Emailing OmniForm Forms, Data, and Mailable

Fillers

Chapter 5

You can send your OmniForm Forms and form data as email attachments if you use
Lotus cc:Mail, Lotus Notes, Microsoft Exchange, or Microsoft Outlook. OmniForm
selects your installed email application by default if you have only one installed. If

you have more than one of these email applications, select which one you want

OmniForm to use by default.

V¥ To select a default email application:

1.

Specifying What You Want to Email

When you email a form in OmniForm, you have the choice of sending it in the

Choose Options... in the Tools menu.

The Options dialog box appears.

Options [ ]
International I Flecagnition I Spelling I
General | Filing | File Locations

a
W ScreenTips
[+ Page Margins

— Mail System
& Microsoft Exchange/Outlook
! [atus ce:fialiotes

teasurement Units: I Inches - l

ok I Cancel | Help

Click the General tab and select an option under Mail System.

Click OK.

following ways:

O

O
O
O

Blank OmniForm Form
OmniForm Form and data
Data only

Mailable Filler

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.

92 Distributing Forms

The first three choices require that the recipient have OmniForm or OmniForm
Filler installed to open it. The Mailable Filler format allows you to send forms to
people who do not have OmniForm.

Note OmniForm includes a trial license for a specified number of Mailable

Fillers. The details of this license are described in an insert in your
package. After you have used all your licensed number of uses, please
contact ScanSoft (www.scansoft.com) to purchase additional licenses.

¥ To send a form as an email attachment:

1.

Open the form that you want to send.

If you want to send data that is associated with the form, open it in Form Filler
by clicking the Form Filler tab.

Choose Send... in the File menu.

Log into your email application if you are prompted to do so.

The Mail Options dialog box appears. The options available depend on
whether you are sending the form from Form Designer or Form Filler. These
are the Form Filler options:

Mail Options H
Optio:

o |
Cancel Click Range... to specify a
| g p

Send the Data only

range of records if you
" Send the Form anly Bange...:l——/ g y

are sending form data.

" Send as a Mailable Filler Help |

¥ [nclude the curent record

Select an option for sending your form.

Click Help for more information about the available options.

If you are sending form data, click Range... to specify the range of records you
want to send.

If you do not specify a range, OmniForm will send all records.
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6. Click OK in the Mail Options dialog box.

A new message from your email application appears with your OmniForm file
attached and ready for addressing;

Note 1f you send a Mailable Filler, it attaches both an HI'ML file and a self-
running executable file (EXE) to your message. You are not required to
send both file formats. If you know which format is supported by the
recipient’s email, you can delete the other attachment. (The HIML
version is recommended for email systems that do not allow executable
file attachments.)

7. Address your email message and send it as you would any other message.

Adding a Routing Slip

If you are a Microsoft Exchange or Outlook user, you can add a routing slip to email.

Please see your Microsoft documentation for more information on routing slips.

To add a routing slip:
1. Open the form that you want to send.
You can send a form from Form Designer or Form Filler.
2. Choose Add Routing Slip... in the File menu.
The Add Routing Slip dialog box appears.
3. Seclect the recipients and other routing information.

You can send the document either now or later.

4. Click Route to route the document. Or, click Add Slip to close the dialog box
without routing the form.
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Printing Forms

You can print forms with different page sizes, margins, orientation, and color.

V¥ To change page settings before printing a form:

1.  Open the form in Form Designer.

2. Choose Page Setup... in the File menu.

The Page Setup dialog box appears.

— Paper M argin:

Size: 2 Left: IW
widh: [8zr Bight [025" |
Height: IW Tom IW
Lolor: lﬁ Bottam: IW

— Orientation
% Partrait Apply to:
' Landscape IEurrent page only 'l
QK I Cancel | Help |

3. Sclect the desired options.

4. Click OK to apply your options and close the dialog box.

To save these changes to your form, click Save before closing the form.
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¥ To print your form:

1. Open the form in Form Filler if you want to print data in the form.

% 2. Click the Print button or choose Print... in the File menu.

The Print dialog box appears.

Print [ =]

— Prirter
PBroperties... |

Mame:

Status: Default printer; Ready

Type: HF Lazerlet 44 /4bY PostScript

Wwhere:  WWLG-PRTSERVER14Dilbert

Comment: Dilbert; ™ Prirt ta file

— Print range — Copie:

& al Mumber of copies: |1 3:
These options appear . il @

only if you are printing ®

from Form F|||er = Print what — Print offzets for data

Form/D ata: IData Only 'l Horizontal: IU"
If you are printing Form
y p g Data: IEurrentHecord Ornly 'l Wertical: ID"
and Data or Data Only,

select the records you T Use macro to prirt farm

want to print. I Piint Paper Color ok | Cese |

3. Seclect the desired options for printing;

Tip If you are printing from Form Filler, you can print Form and Data, Data
Only, or Form Only. Sclecting Data Only just prints the information
you have entered in the fillable fields. This is useful if you want to print
data on a preprinted form.

4. Click OK to start printing.

OmniForm prints your form with the selected settings.
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Publishing Forms to the Web

OmniForm’s Online Forms view allows you to instantly publish your forms on the
Web using eOmniForm.com, which is ScanSoft's online forms hosting service.
This is a very easy way to publish your forms on a secure (SSL.-based) Web site. It
does not require any complicated setup or technical knowledge — all you need is a
connection to the Internet. After publishing your forms this way, anyone with a Web
browser and Internet connection can fill them out.

To enter Online Forms view, click the Online Forms tab. This connects to a Web
page that allows you to manage your forms online.

[} Ele Edit View Fomat Tools Profles Window Help =8| x| C||Ck Online Forms
o [®|w | o di
g o display the
¥ Form Designerl ] Form Filler @9 Online Forms '—// Online Forms view.
eomn"Fom’.cOm easy forms-based data collection
Privacy Policy Terms of Use
UsEr name
You must sign in to B
access fhe Web sife ™ auto Sign In IF yOU are a FIFSHIme
for your online forms. ~ snn_| user, click here to
create an account for
first time? sign up here ————— .
forgat your password? Find it hers yOUrSe“: Gnd p|Ck a
user name and
Show A Forms password.
<| I
Far Help, press F1 B uso | [nuM| 2

For more information on working in the Online Forms view and other Web
Publishing options, see Chapter 6.
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Publishing Forms on
the Web

This chapter describes how to publish OmniForm forms on the Web so anyone
with Internet access and a Web browser can fill them out.

It includes the following topics:

Tips for Publishing Forms on the Web

Previewing Forms in Different Web Browsers
Publishing Forms on the Web with eOmniForm.com
Managing Forms on eOmniForm.com

Accessing eOmniForm.com from a Web Browser

O o o o o d

Publishing Forms on Your Own Web Site

97
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Tips for Publishing Forms on the Web

Most of the elements that you include in your OmniForm Forms will convert

without a problem to the Web (HTML) format. However, there are a few guidelines

that you should follow for Web publishing. Please keep the following tips in mind:

O

Publishing Forms on the Web

Preview your form in the major Web browsers before publishing it to the Web.
See page 99 for more information.

Users can use any Web browser that supports HI'ML version 3.2 and above to
fill out your forms. Forms will typically look best in Microsoft Internet
Explorer, version 5.0 and later. The next best results would be in Netscape,
version 6 and later.

Keep your form design as simple and concise as possible. The Web format
does not have multiple pages, it presents the form as one long, scrolling page.

You can publish forms containing up to 10 pages and 255 fields.

Do not begin field names with the pound character (#name) or with numbers
(1narze).

Allow enough room between form elements. Do not overlap any fields or other
clements on a form. For example, do not put a text label inside a fill field.
Overlapping elements will not look good when converted to the Web format.

Make sure there is enough space in front of any circle text fields on your form.
Circle text fields are converted to radio buttons (if items are grouped) or check
boxes, so you want to make sure there is enough space to fit a radio button or

check box.

Do not rely on automatically filled fields. Drop-down fields are supported in
the Web format, but fields that were originally designed to fill other fields will
not work.

Do not use spaces when naming forms that you plan to publish on the Web.
For example, use orderform rather than order form. This is because Web browsers
mnsert %20 to indicate a space, so the form name on the Web browser would
appear as order%20form.

Form names must be 120 characters or fewer.

Your eOmniForm.com user name will be part of your form’s Web address. For
example, if your user name is fred, a form named orders might be assigned a
Web address like this: www.eomniform.com/servlet/fillform /fred/orders

Web addresses are case sensitive.



The Web browsers that
you have installed
appear in this list. Select

the one you want o fest.

Click Options... to

select HTML conversion
Breview |‘thions... |

options.
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Previewing Forms in Different Web Browsers

You should preview your form in all the major Web browsers before saving it to an
HTML format or publishing it on the Web. That way, you can make adjustments to
the form design if necessary.

To preview a form in a Web browser:

1.  Open the form in OmniForm’s Form Designer or Online Forms view.

2. Choose Preview in Browset... in the File menu.

The Preview in Browser dialog box appears and shows a list of Web browsers
you have installed.

Click Add... if you have
Browsers: other Web browsers

L installed on your computer

x|
Add...
Edi.. | but they do not appear in

Microsaft [nternet Ex
Metzcape B.1b1

the list.

Delete

3. Sclect the name of the Web browser in which you want to preview your form.
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4. Click Options... to select HIML conversion options.

The options that you select in the HI'MILL Converter Options dialog box will be
applied when previewing your form and when you save your form in HTML
format.

HTHML Converter Options H

“r'ou can control how OmniForm will convert various
objects to HTML.

The optionz you select may depend on the type of
form being converted and what features in HTML pou

wizh to uge,
If you know specifically  HTML Version Form Fisld
which Web browser will & [ Submit Button

be used to view your form, ' HTML 22 ¥ Reset Bulton
select that browser. Select
Support all the above
browsers if you are unsure
which browsers will be € Netscape Navigator 4
used . & Support all the above browsers

— Browser Suppart

" Microzsoft Internet Explorer
" Metscape B

Make sure this selection — Advanced Option
matches the Web browser ¥ Calculation and Yalidation Support
that you are going to use ¥ Corvert Tables to Layers

to preview your form.
(] 8 I Cancel

Note When you publish a form with eOmniForm.com, it automatically

optimizes your form according to the user’s Web browser.

5. Select the desired HTML conversion options and click OK.

6. Click Preview in the Preview in Browser dialog box.

The selected Web browser opens and displays your form. Look at the form
carefully and then make any necessary design adjustments back in OmniForm’s
Form Designer.

Publishing Forms on the Web
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Publishing Forms on the Web with
eOmniForm.com

OmniForm’s Online Forms view allows you to instantly publish your OmniForm
Forms on the Web using eOmniForm.com, ScanSoft’s online forms hosting
service. This is a very easy way to publish your forms on a secure (SSL-based) Web
site. It does not require any complicated setup or technical knowledge — all you
need is a connection to the Internet. After publishing your forms with
eOmniForm.com, anyone with a Web browser and Internet connection can fill
them out.

The process for publishing forms on eOmniForm.com is very simple:

1.  Open a form in OmniForm, and sign into eOmniForm.com using the Online
Forms view.

2. Publish your form on the Web with just one click. eOmniForm.com provides
you with the Web address where your form is published.

3. Send this Web address to the people you want to fill out your form.

4. Collect the form data from the Web using the Online Forms view. The data is
added as new records in your OmniForm database.

ScanSoft offers you some limited, free publishing and storage on eOmniForm.com.
For details on the terms of service and upgrade offers, please go to
www.eomniform.com and click Service Details.

Note Typical of any Web site, cOmniForm.com continues to be updated on a
regular basis. Therefore, the pictures in this Users Guide might not always
exactly match the latest look of the OmniForm.com Web pages.
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¥ To open the Online Forms view and sign into eOmniForm.com:

1.  Open a form in OmniForm.
2. Make sure you are currently connected to the Internet.

3. Click the Online Forms tab.
OmniForm connects to the eOmniForm.com Web site.

If you have not created an eOmniForm.com account for yourself yet, see
page 103 for instructions.

L} Fle Edit ¥iew Fomat Took Profiles Window Help =l5]=| C||Ck Online Forms
o= [®e x| fo di
' o display the
b¥ Form Designerl ) Form Filler %] Online Forms '—// online Forms view.
eamn"Fﬂm'.cOm easy forms-based data collection
Privacy Policy Terms of Use
LIZer name I
You must sign in to password |
access the Web site — | T Ao signn
for your online forms. sonin If you are a firsttime
user, click here to
firsk time? sign up here —4———
Forgat your password? Find it here: create an account for
yourself.
Show All Forms
i I
For Help, press F1 B Uso [ [NOM[ s

4. Enter your user name and password and click sign in.

Once you have signed in, you can start publishing your forms to the Web. Sce
page 104 for more information.
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V¥ To cteate an account for yourself on eOmniForm.com:

1.

Open a form in OmniForm.
Click the Online Forms tab.

Click the sign up here link.

Your Web browser opens a Web page that prompts you for some information.

Fill in the appropriate information and click create.

When you create an account for yourself on eOmniForm.com, you select
your own user name. That user name will be part of each published form’s
Web address. For example, if your user name is fred, a form named
orders might be assigned a Web address like this:
www.eomniform.com/servlet/fillform/fred/orders

After creating your account, you can go back to OmniForm’ Online Forms
view and enter your user name and password to sign in.

Publishing Forms on the Web with eOmnilorm.com 103



¥ To publish a form on eOmniForm.com:
1. Open the form that you want to publish in OmniForm.

You can only publish OmniForm Forms (OFM).

2. Click the Online Forms tab and sign in.

Once you have signed in, you can publish your form.

& DmniForm - [Order Form.ofm] HE B
|-} File Edit Miew Fomat Tools Profles ‘Window Help =18 x|

IEEA I
k& Form Designerl [#) Form Filler @ Online Forms |

LS .
eOmMnIiFOrm.com ecasy forms-based data collection

Privacy Policy Terms of Use
Your current form, Order Form, has not been published to the Web.

By publishing your form to the Yeb you can collect data from all over
the world!

Previevy your form in a Web Browser,

Click here to publish

— 7 Publish vour form to the Web,
your form. Publish vour form to the YWeb

Refresh Sign off

Shows &l Forms

d IOn
For Help, press F1 O UsD LI s

3. Click Publish your form to the Web.

The screen will change to show that your form was successfully published and
you will receive notification by email as well. The screen and the email will
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Click here to copy
the Web address
to the clipboard.

The Web address
where your form was
published appears
here. Copy and send
this address fo the
people you want to fill
out the form.
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contain the Web address where your form was published. Give this Web
address to people so they can fill out your form using their Web browsers.

% DOmniForm - [Order Form.ofm] [[o]=]
% File Edit “iew Fomat Tools Profiles Wwindow Help =] x|

Jo 2 =0 w |
& Form Designer' [ Form Filler @3 Online Forms |

-, .
eOmniForm.com easy forms-based data collection

For Help, press F1

Privacy Policy Terms of Use

Order Form

Last Filled: -
Last Collected: -
Number of Records: i}

This online form can be filled out at the Following Web address: {copy address ko clipboard
https:ifeamniforma. scansoft.comiserdetFillF ormiloladfOrder Form

@) B B @) @Yy :
= collect = publish ' delete = reset ~ options

Refresh  Sign ouk

Shove All Forms

Boso | WM

Note

The number of forms you can publish on eOmniForm.com and the time

period they can remain on the Web site depends on your service level. For
more information, go to www.eOmniForm.com and click Service

Details.

Publishing Forms on the Web with eOmmniForm.com
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Managing Forms on eOmniForm.com

Use OmniForm’ Online Forms view to collect data for and manage forms you
have published on eOmniForm.com.

¥ To collect data for a form on eOmniForm.com:

1.  Open the form for which you want to collect data.

2. Click the Online Forms tab and sign in.

% OmniForm - [Order Form.ofm] [-[o]=]
[} File Edit View Fomat Tools Profles ‘Window Help = =1 |

o z]=2e|
k. Form Designerl (%) Form Filler ‘3 Online Forms |

- .
eOmniForm.com easy forms-based data collection

Privacy Policy Terms of Use

Order Form < collect g republish 9 delete g reset 9 options
. Last Filled: -
Click here to collect Last eaffoctod: -
0

Number of Records:
data for your form. This oniine form can be fled out at the Following Yeb address: (copy address to diphoard
hitps:ifeomniforms.scansoft.corm/sendetFillFormilolad/Order Form

Refresh Sign out

Show Al Forms

For Help, press F1 0 Uso NUM 4

3. Click collect to collect all current data for your form.

OmniForm connects to the Web site and collects the data for each person who
has filled your form. Data for each person is automatically downloaded as a
new record into the database for your form. New records are added after any
existing records. After the data is collected, your form is displayed in Form
Filler so you can view the new records.
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Click here to show or hide all
forms that you have published
with eOmniForm.com.

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.

Chapter 6

Fach time you collect data for a form, previously collected data is
skipped. If for any reason you need to recover (re-collect) previously
collected data, see page 109 for instructions. To reset (delete) the data that
is stored for a form on the Web site, see page 108.

To show all published forms and collect data for them at the same time:

1. Open a form in OmniForm.
2. Click the Online Forms tab and sign in.
3. Click Show All Forms.

All the forms that you have published with eOmniForm.com are displayed.

& OmniForm - [Order Form. ofm] [-[o]=]

L} Fle Edit ¥iew Fomal Tools Profles Window Help =181 x|
IEEEI
i Form Designerl [® Form Filler @ Online Forms |

eOmniForm.com

easy forms-based data collection

Privacy Policy Terms of Use

Order Form
Last Filled:

Last Collected: -
Number of Records: 01

This online farm can be filled out at the Following Web address:

copy address to clipboard
Nﬁps:ﬂeommmrmﬁ Stansot commisenetFillF orm/lolad/Order Form

Refresh  Sign out

@) @) @) @ @)
““eollect ~ republish ~* delete "~ reset  options

Hide: All Farms

Click Show Details

@ to display more

. Collect from selected Forms Show Details informcﬁon GbOUf
[ Contacts Bopen each form.

——[v Employment Application @open
Cimike's cockie eo Baen | Click open to open a
[ mpgoxdexonmrd Bopen particular form in
[po=aszITom I Form Designer

For Help. press F1

B uso | noM[ 2

Select the check box next to each form for which you want to collect data.

Click Collect from selected forms.
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¥ To tepublish an updated form on eOmniForm.com:

1. Open the form you want to republish.
2. Click the Online Forms tab and sign in.

3. Click collect to collect any data, if desired, for the form before republishing it.

Note  All data that has been entered at the Web site for the form will be
discarded when you republish the form. Be sure to collect all the data
before republishing the form.

4. Click republish to post the updated form on the Web site.
5. Click Yes when asked to confirm.

¥ To remove a form from eOmniForm.com:

1. Open the form you want to remove.
2. Click the Online Forms tab and sign in.
3. C(Click delete to remove the form from the Web site.

4. Click Yes when asked to confirm.

The OmniForm Form itself is not actually deleted from your disk. It is only
removed from the Web site.

V¥ To teset (permanently delete) data for a form on eOmniForm.com:

1. Open the form for which you want to reset data.
2. Click the Online Forms tab and sign in.

3. C(Click reset to remove all data that has been entered for the form at the Web
site.

4. Click Yes when asked to confirm.

All data that has been entered and stored at the Web site for this form is
deleted. This does not affect the records in the OmniForm database on your

disk.
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V¥ To recover data (collect all data again) for a form on eOmniForm.com:

1.

Open the form for which you want to recover data.

Click the Online Forms tab and sign in.

Click options to go to the options page for that form.

Click Recover Data to mark all data as being collectable again.

Click Collect to collect all data records for the form.

All data is automatically downloaded into your form database even if you had
previously collected that data.
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¥ To set options for a form on eOmniForm.com:

1. Open the form for which you want to select options.

2. Click the Online Forms tab and sign in.

3. Click options to display the currently selected options for that form.

You can assign a password to
your form and then give that 14 Form Designer | (2] Form Filler @ Online Forms

password to people who will - T
be f||||ng out the Form. ThIS eOmniForm.com easy forms-based data collection
password setting does not
affect your eOmniForm.com
password.

s E‘bD’g‘k‘?‘

rm Order Form

T

Current Password

Mew Password

. |

Confirm Password ‘********

Continue Location

hittp:f fuwieie Jocation.com |

This is the web address that people filing out your Form go to after they submit their Form,
Far example, If you wank people to gu to your own website, you would enter: http: fmww, yourwebsite. com.
Make sure to enter the full URL including the prefis hitp://

‘yDurjma\LaddresS@p\ate‘[Dm |

Motification Addrgés

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 e =
for the Continue link here.

Vou will always receive notification of the presence of Form data at your primary smail address you
provided when you established your account. 1F you want someene else o alse be natified, please
enter their emai address here.

Motify me/when I receive more records,

Motify fhe avery El days when I have records to download.

Recover data from form Order Form

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

Torecover previously collected data, click Recover DatasJThen vou can callect all the records an this form once again.

Recover Data

Far Help. press F1 1] WI*IW!*/;
Click Recover Data to mark Click Close when you
all data as collectible again. are finished changing

options for the form.

4. Change the options as desired and click Close.
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Accessing eOmniForm.com from a Web Browser

You can view all your online forms and account information by entering
www.eOmniForm.com directly in your Web browser. You will be prompted to
sign in using your same user name and password.

You should use www.eOmniForm.com directly if you want to change your
password or other account information. Also, if you lose your form on your
computer, you can recover and download the form directly from the Web site.

For more information on using the cOmniForm.com Web site, please see the online
assistance provided at the site.

Note You cannot publish forms or collect data directly from the
www.eOmniForm.com Web site. Use OmniForm’s Online Forms view
instead.
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Publishing Forms on Your Own Web Site

You can use OmniForm to publish forms on your own Web site if you have
Microsoft’s Web Publishing Wizard installed on your system.

Note Depending on your Web server, you might need Microsoft FrontPage
extensions installed in order to work with Microsoft’s Web Publishing
Wizard.

Publishing forms on your own Web site requires some technical knowledge about
Web publishing and using the Web Publishing Wizard. For more information, please
refer to your Microsoft documentation.

¥ To publish a form on your own Web site:

1. Open the form that you want to publish.
2. Choose Publish to a Web Site... in the Tools menu.

3. Click OK in the message that asks if you want to continue.

The Publish to Web Wizard dialog box appears.

Publish To Web Wizard =]

Thiz wizard will help you publish a form to your 'Web server.
*r'ou may publizh the current form or a previously saved form
file.

what would you like to do?
(ol ]

" Publish previously saved forms

< Back I Mest » I Cancel |

4. Sclect whether you want to publish the current form or previously saved forms
and click Next.
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Note 1f you select Publish previously saved forms and you enter a folder
name as the form name, all files in that folder will be published to the
Web. If you also select Include subfolders, all subfolders in that folder
will be published to the Web.

5. If you sclected Publish the current form, select a file type, enter a file name in
the dialog box that appears, and click Next.

Publish To Web Wizard =]

Select the type of file you would like to publizh. Uze the
Optionz button to change the settings specific ta the
selected format.

File type:

HThL - DOptions... |
FEorm name:

IForm‘I _htm

< Back I Mest » I Cancel |

6. If you selected OFML, HI'ML, or PDF as the file type, enter an action and
select a method in the dialog box that appears.

Publish To Web Wizard =]

If pou would like to zet up this form zo it can submit data to a
‘wieb server, specify an Action and Method below.
Otherwize, leave the Action setting blank and press the
Mest buttan to continue.

Action: I j
Method: IGET 'l

< Back I Mest » I Cancel

7. Click Next.

8. Follow all the instructions in Microsoft’s Web Publishing Wizard to finish
publishing your form to the Web.
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Chapter 7
-~

Technical Information

This chapter provides troubleshooting tips and other technical information about
using OmniForm. Please also look in the Release Notes, Help topics, and ScanSoft
Web pages (www.scansoft.com) for updated information about OmniForm.

It includes the following topics:

O

O
O
O

Troubleshooting
Improving Performance
OmniForm Compatibility and Limits

Uninstalling OmniForm
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Technical Information

Troubleshooting

Although OmniForm is designed to be easy to use, problems sometimes occur.
Many of the error messages contain self-explanatory descriptions of what to do:
check connections, close other applications to free up memory, and so on.
Sometimes that is all the troubleshooting help you need.

Please see your Windows documentation for information on optimizing your
system and application performance.

Solutions to Try First

Try these solutions if you experience problems starting or using OmniForm:

O Make sure that your system meets all requirements listed under System
Requirements in Chapter 1.

O Make sure that your scanner is plugged in and that all cable connections are
secure.

O  Visit the support section of ScanSoft’s Web site at www.scansoft.com. It
contains information on using OmniForm and troubleshooting assistance.

O Turn off your computer and your scanner, turn your scanner back on, and then

restart your computer. Make sure other applications are functioning properly.

O  Use the software that came with your scanner to verify that the scanner works
properly before using it with OmniForm.

O Make sure you have the correct drivers for your scanner, printer, and video
card. Go to www.scansoft.com and click scanner guide for more
information.

O Run ScanDisk for Windows 95, 98 or ME, or Check Disk for Windows N'T and

Windows 2000 to check your hard disk for errors. See the Windows Help for
more information.

0 Defragment your hard disk. See the Windows Help for more information.

O Uninstall and reinstall OmniForm, as described on page 120.



Chapter 7

Low Memory Problems

OmniForm may run poorly under low-memory conditions. This may be indicated

by various error messages, or if OmniForm works slowly and accesses the hard drive

often. Try these solutions for low memory conditions:

O
O
O

Restart your computer.
Close other open applications to free up memory.

Defragment your hard disk to free up contiguous blocks of disk space. See the
Windows Help for instructions.

Delete files to increase the amount of free hard disk space, as described in the
fnext section.

Increase your computer’s physical memory (RAM). More memory optimizes
OCR performance. See System Requirements in Chapter 1 for more
information.

Low Disk Space Problems

Problems might occur if your system runs low on free disk space. Try these

solutions for low disk space problems:

O
O

Empty the Windows Recycle Bin.

Close all open applications and delete the TMP files in the Temp folder. This
folder is usually located in your Windows folder.

Run ScanDisk for Windows 95, 98 or ME, or Check Disk for Windows N'T' or
Windows 2000 to check for errors that may be using disk space. See the
Windows Help for instructions.

Back up unneeded files onto floppy disks or other media and delete them from
your hard disk.

Remove Windows applications that you do not use.
Defragment your hard disk. See the Windows Help for instructions.

Clear the cache for your Web browser and limit its size. See your browser
documentation for information.
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Improving Performance

If you scan typeset, high-quality printed paper forms, text recognition and form
conversion accuracy should be very high. With lesser-quality pages, text recognition
might not be as accurate. Following are some tips for improving scanning and
recognition performance.

Document Quality

OmniForm recognizes characters in almost any font from 6 to 72 points in size.
However, keep the following in mind when using OmniForm:

O The print should be reasonably clean and crisp. Characters must be distinct;
they should be separated from each other and not blurry or overlapping,

0 The document should be free of notes, lines, or doodles. Anything that is not a
printed character slows recognition, and any character distorted by a mark will
be unrecognizable.

0 The document font should be non-stylized; for example, OmniForm may not
recognize the Zapf Chancery font accurately.

0 Forms with underlined text should have the lines placed below the text and not
touching it for best results. It is difficult to recognize underlined text because
the underline overprints the descenders on the letters g, §, p, q, and y, changing
their shape.

Scanning Angle

Make sure that each document is positioned correctly in your scanner and is not
crooked. If there seem to be a lot of errors, and you notice the page is not straight,
adjust the page and scan it again.

Scanner Glass Clarity

The sheet of glass on the flatbed of the scanner must be clear. If it gets dirty, wipe it
gently with a soft, damp, lint-free cloth or tissue. Be sure that it is completely dry
before you put pages on it. See your scanner documentation for more information
on proper scanner maintenance.
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Paper Transparency

Some paper is thin enough that the scanner sees text printed on the opposite side of
a two-sided page. This can interfere with scanning accuracy. To correct this
problem, put a black piece of paper behind the page.

OmniForm Compatibility and Limits

This section lists OmniForm’s supported databases and graphic formats, as well as
its currently known limits.

Supported Databases

OmniForm uses industry-standard ODBC to exchange information with the
following databases:

Microsoft Access (2.x or higher)

dBASE (I1T or higher)

Excel (3.0 or higher)

FoxPro (2.0 or higher)

Paradox (3.x or higher)

Microsoft SQL Server (6 or higher)

o o o o o o o

Text-based and CSV files

Supported Graphic Formats

OmniForm can import the following file types as graphic elements or fillable
graphic fields:

BMP

GIF

JPEG

PCX

TIFF

O o o o o d

Macintosh PICT
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OmniForm Limits
The following are limits in OmniForm.

Pages in a form

100 pages

Forms open at one time

20

Records in a database

10,000 or approximately 5.4
MB of data across all records

Length of Help message that can be placed
in for a field

100 characters

Number of choices allowed in a list of
choices autofill field

500 choices, cach up to 100
characters long

Number of fields allowed per form
published on eOmniForm.com

Uninstalling OmniForm

255 fields

Sometimes uninstalling and then reinstalling OmniForm will solve a problem.

Note To uninstall from Windows N'T or Windows 2000, you must be logged
into your computer with administrator privileges.

To uninstall OmniForm:

1. Close OmniForm.

2. Click Start in the Windows taskbar and choose Settings > Control Panel.

3. Double-click the Add/Remove Programs icon.

4. Sclect OmniForm and click Add/Remove.

5. Click Next in the dialog box that appears.

6. Select Remove and then click Next.

7. Follow instructions until the process is finished.
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administrator privileges, required
11

attachments, sending forms as 92

Autofill fields, setting up 68-73

browser
previewing forms in 99-100
using to access
eOmniForm.com 111

C

calculation toolbar, described 74
calculations
calculation toolbar 74
using in fields 74-75
check boxes
creating 44
grouping 44
circle text elements
creating 45
grouping 45
circles, creating 47
Client Profiles, described 60
color
adding to forms 55-57
adjusting on forms 55
modifying on forms 56
replacing on forms 56
color forms 28

|

eX

and disk space 28

DPI requirement 29
comb eclements, creating 43
converting forms from other

applications 34-35
converting image files 29-31

data
sending data only 92
specifying range to send 92
databases
OmniForm database, sharing
88
setting up a user database
79-81
supported by OmniForm 119
design toolbar, location of 20
Designer Toolkit
described 23
using 38
desktop, described 20
digital signature fields
creating 78-79
invalidated if password
changed 83
signing and verifying 83
types supported 77
using 77-83
disk space
frecing up disk space 117
required for installation 10
saving color forms 28

DPI requirements for forms 29
drawing toolbar, described 41

clements
check boxes 44
circle text 45

comb 43

creating 41-52
fillable graphic 48
fillable text 42
lines 46
modifying 52-53
ovals 47

overview of 22
rectangles 48
tables 46
text 42
email
adding routing slips to 93
saving Mailable Filler Forms 90
sending forms and data 91-93
sending forms as attachment
92
specifying what to send 91
Entrust Signature, defined 77
eOmniForm.com
accessing from Web browser
111
collecting data for forms 106
managing forms on 106-110
publishing forms on the Web
with 101-105
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recovering form data 109

removing forms from 108

republishing updated forms
108

resetting form data 108

resetting form options 110

showing all published forms
and collecting data for 107

EXE format, saving forms in

88-90

F

field validation, setting up 76
fields
see fillable fields
fillable fields
check boxes 44
circle text elements 45
comb clements 43
graphic elements 48
setting tab order of 53-54
setting up calculations for
74-75
setting up field validation for
76
tables 46
text elements 42
fillable graphic elements, creating
48
fillable text elements, creating 42
Form Assistant, described 21
form data, specifying range to send
92
Form Designer view, usage of 20
form elements
see elements
Form Filler view, usage of 20
form image view 50
formats, saving forms to different
88-90
forms
Autofill fields, setting up 68-73
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calculations, using in fields
74-75

Client Profiles, described 60

color forms and disk space 28

color forms, importing 29

color, adding 55-57

converting from other
applications 34-35

creating from templates 33

creating new 31

Designer Toolkit, using 23, 38

DPI requirements 29

clements of 22

elements, creating 41-52

clements, modifying 52-53

emailing 91-93

emailing as attachment 92

field validation, setting up 76

Form Assistant, using 21

graphics, adding 49-52

hyperlinks, adding 57

image files, importing and
converting 29-31

Mailable Filler format, saving
to 90

managing on eOmniForm.com
106-110

objects, inserting 58-59

opening 15

previewing in browser 99-100

printing 94-95

Proofreader, using 24, 39-40

protecting design and data
84-85

publishing on the Web 96, 98,
112-113

publishing with
e.OmniForm.com
101-105

sample forms, location of 15

sample forms, using 33

saving to different formats

88-90

scanning 26-28

security, adding 84

tab order, setting 53-54

User Profiles, setting up 60-67

graphics

adding to forms 49-52
fillable 48

formats supported by
OmniForm 119

grouping

check boxes 44

circle text elements 45

HTMIL. format

conversion in OmniForm
Premium 19

previewing forms in browser

88

saving forms in 88-90

hyperlinks, adding to forms 57

importing image files 29-31
installation

default folder location 12
instructions for 11-12
Scanner Setup Wizard, using
13
setting up scanners 13
starting OmniForm after 14
system requirements 10
uninstalling OmniForm 120
upgrading from previous
version 10
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limitations in OmniForm 120

lines, creating 46

Lotus cc:Mail/Notes, emailing
forms from 91-93

mail
see ematl

Mailable Filler
license for using 92
saving forms as 90

memory
freeing up memory 117
required for installation 10

Microsoft Crypto API, supported
for security 77

Microsoft Exchange/Outlook
adding routing slips in 93
emailing forms from 91-93

Microsoft FrontPage extensions,
required 112

Microsoft PKI Signature, defined
77

Microsoft Web Publishing Wizard,
using 112-113

Microsoft Windows Image
Acquisition interface 14

new forms, creating 31
new OmniForm features 18-19

0

objects, inserting into forms 58-59

OFML format, saving forms in
88-90

OmniForm database, sharing with
multiple users 88

OmniForm desktop, described 20
OmniForm features, new 18-19
OmniForm Premium
new features in 19
saving forms to different
formats in 88-90
OmniForm printer, using 34
OmniForm Signature, defined 77
OmniForm user database
see user database 79
OmniForm views, described 20
Online Forms view
publishing forms to Web with
96
usage of 20
ovals, creating 47

P

page settings, changing 94
passwords
for form and data protection
84
invalidated if changed 83
using for security 82
PDF format
intelligent support of in
OmniForm Premium 19
saving forms in 88-90
printer, selecting OmniForm as 34
printing forms 34, 94-95
Proofreader
described 24
index for 40
using 39-40
publishing forms
on the Web 98
on your own Web site 112-113
previewing in browser 99-100
tips 98
using eOmniForm.com

101-105

range, specifying for form data 92

rectangles, creating 48

registering OmniForm 13

Registration Web page, opening 13

routing slips, adding to email 93

RSA Public-Key Cryptography
Standards (PKCS),
implemented 77

RTF format, saving forms in 88-90

S

sample forms
location of 15
using as templates 33
Scanner Setup Wizard, using 13
scanners
scanner guide location 14
setting up with OmniForm 13
supported in OmniForm 14
TWAIN interface 52
scanning
color forms and disk space 28
paper forms 26-28
supported scanners 14
TWAIN interface 52
ScanSoft Web site
home page 14
registering software on 13
scanner guide location 14
ScreenTips, displaying 58
security
adding digital signatures to
forms 77-83
adding to forms 84
adding users to user database
81-83
setting up a user database
79-81
signing and verifying digital
signatures 83
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supported digital signature
fields 77

using passwords 82

sharing OmniForm database with
multiple users 88

split screen view 50

squares, creating 48

SSL-based Web site, for publishing
forms 96

starting OmniForm 14

support
see Troubleshooting

system memory required for
installation 10

system requirements 10

T

tab order, setting 53-54
tables, creating 46
templates, using to create forms 33
text elements, creating 42
toolbars
calculation toolbar 74
design toolbar 20
drawing toolbar 41
troubleshooting
databases supported 119
disk space problems 117
document quality 118
graphics supported 119
improving performance
118-119
memory problems 117
OmniForm limitations 120
paper thinness 119
scanner glass cleanliness 118
scanning angle 118
ScanSoft Web site 115
solutions to try first 116
support available 115
uninstalling OmniForm 120
TWAIN interface 14, 52
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uninstalling OmniForm 120
upgrading OmniForm 10 for security 77
user database

adding users to 81-83

setting up 79-81
User Profiles

creating custom fields for

65-67
linking fields to 62-65
setting up 60-67

usage example 61

v

validation of fillable fields 76
verifying digital signatures 83
views in OmniForm 20

W

Web
accessing eOmniForm.com
from browser 111
managing forms on
¢OmniForm.com 106-110
previewing forms in browser
99-100
publishing forms on 96, 98
tips for publishing forms on 98
using eOmniForm.com to
publish forms 101-105
WIA interface 14
Windows 2000, administrator
privileges for installation 11
Windows ME and WIA interface
14
Windows N'T', administrator
privileges for installation 11
Windows X P and WIA interface
14

X.509 digital certificates, supported
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