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If you have the full
version of OmniForm,
click the Form Filler
tab to open the Form
Filler view.

Welcome

Welcome to OmniForm Filler™ from ScanSoft, Inc.

This user’s guide is intended for the person who will be filling out electronic forms
and managing form data records in an OmniForm® database. Tt provides you with
installation and setup instructions, task-oriented instructions for filling and
managing forms, and technical information.

What is OmniForm Filler?

OmniForm Filler and OmniForm’s Form Filler view make it easy to fill and manage
electronic forms. You can enter data on forms, manage form records in a database,
import and export form information, print forms, and mail forms to other users.
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Welcome

Note 'Ihis guide is designed to be used with both the standalone OmniForm
Filler application and the Form Filler view that is part of the full version
of OmniForm. These both share the same user interface and features.

OmniForm Filler Features

The following is a list of features that are available with OmniForm Filler and
OmniForm’ Form Filler view.

Form Filling

You can easily fill out information on a form and then print or mail it. For more
information, see Chapter 2.

Automatic Data Entry with User and Client Profiles

The User Profile and Client Profile features save you time by automatically
filling out repetitive information on forms for you. A User Profile remembers
information about you and your business. A Client Profile remembers
information about other people, such as your customers, employees, or family
members. For more information, see Chapter 2.

OmniForm Database

The information that you enter on a form is automatically saved and stored as a
record in an OmniForm database. You can create, duplicate, search, and sort
records, and import and export data to and from other databases. For more
information, see Chapter 3.

File Attachments

You can attach files to your form records. For example, you might want to
attach scanned receipts when you fill out expense forms. For more information,
see page 30.

Information Import and Export

You can import information from another OmniForm database or from other
external database sources into your current database. You can also export
information from your current database for import into other supported
databases. For more information, see Chapter 3.



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:

0O Chapter 1 — Installation and Setup. Provides instructions for installing
OmniForm Filler on your computer. You do not need to read this chapter if
you have the full version of OmniForm. Instead, read Chapter 1 of the
OmmniForm Users Guide.

0O Chapter 2 — Working with Forms. Describes how to open, fill out, and
work with forms in OmniForm Filler and OmniForm’s Form Filler view.

O Chapter 3 — Managing an OmniForm Database. Describes how to work
with OmniForm databases and data records.

O Chapter 4 — Technical Information. Provides troubleshooting tips.

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.

Using This Guide
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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 Filler Help (or
OmniForm Help) in the Help menu. Or, press the F1 key.

OmniForm User’s Guide — Introduces you to the basics of using
OmniForm’s form design and distribution tools (provided with the full
OmniForm version only).

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

Product Support
notes, frequently asked questions, software updates, and more. Choose
Product Support in the Help menu.

Additional technical support in the form of technical

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 Filler
software.

It includes the following topics:

O  System Requirements

0  Upgrading from a Previous Version of OmniForm Filler
O Installing OmniForm Filler
0

Starting OmniForm Filler

Note You do not need to install OmniForm Filler if you already have the full
version of OmniForm installed, because the full version includes Form
Filler as part of its regular installation. For instructions on installing the

full version of OmniForm, please see Chapter 1 in the OmniForm User’
Guide.

11
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Installation and S etup

System Requirements

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

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

O o o o O

CD-ROM drive for installation

Upgrading from a Previous Version of OmniForm
Filler

If you have a previous version of OmniForm Filler installed, it is recommended that
you uninstall that version before installing your new version. 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.

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 might 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.




Chapter 1

Installing OmniForm Filler

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

Before installing OmniForm Filler:

0

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

Back up your OmniForm Forms.
Uninstall any previous versions of OmniForm Filler.

Close all other applications, especially anti-virus software.

¥ To install OmniForm Filler:

Click Install OmniForm

Filler to start installation. ™

Click OmniForm Filler

1.

Insert OmniForm Filler’s CD-ROM 1in the CD-ROM drtve.

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:

Release Nofes to read |
. . |
important lastminute ——

information before
installing.

2.

Wisit ScanSoft's Weh Site
Install &crobat Reader

Click Install OmniForm Filler 5.0 to start installation.

Installing OnmiForm Filler 13



3. Follow the installation instructions on each screen.

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

Note 1f you are experiencing a problem with OmniForm Filler after installation,
sometimes uninstalling and then reinstalling OmniForm Filler will solve
the problem. See page 74 for more information.

Starting OmniForm Filler

¥ To start OmniForm Fillet, do one of the following:

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

Ié 0 Double-click the OmniForm Filler icon in the program’s installation folder.

The OmniForm Filler desktop looks like this when you first open it:

’-Fi OmniForm Filler M=]E3

. Fle Toos Profies Hel
Click the Open button ==

to open a form. —HE; ki

Faor Help, press F1 Ushr /,_‘

14 Installation and Setnp
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Standard buttons appear
for printing, spell

checking, resizing the
view, and other tasks.

Use this button to

’-Fi OmniForm Filler - [mpgorderformv4. ofm]

Br File Edit “iew Hecords Tools Profiles Window Help

Chapter 1

Click the Open button or choose Open... in the File menu to open a form.

After you open a form, more OmniForm tools appear on the desktop:

- [Of x|
==l x|

—Jzlaay

highlight fillable fields.

Use these buttons fo
scroll through records in
your database.
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200 O w3 v

oo O 2 wosier coms
O g ameton Evmess
O wFaacms
O check Enciosea
Maia check payable fo:

B o [ NOM[

Starting OmniForm Filler

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.

Please read Chapter 2 for more information on working with forms in OmniForm
Filler and OmniForm’ Form Filler view.

15
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Chapter 2
e

Working with Forms

This chapter describes how to work with forms in OmniForm Filler and
OmniForm’ Form Filler view.

It includes the following topics:

Opening a Form for Filling

Moving Through Fields on a Form

Working with Different Field Types

Using the Type Ahead Feature

Shrinking Text to Fit Fields

Adding File Attachments to Form Records
Entering Data Automatically with User Profiles
Entering Data Automatically with Client Profiles
Spell Checking Forms

Saving Forms

Printing Forms

o o oo oo o oo ogo o g

Emailing Forms

17



Opening a Form for Filling

You can have multiple forms open at the same time. Use the Window menu to
switch between open forms.

V¥V To open a form for filling:
1.  Open OmniForm Filler or OmniForm.
2. 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 |

|

3. Sclect OmniForm Form as the file type.
4. Locate and select the desired form.
5. Click Open.

6. If you have the full version of OmniForm, click the Form Filler tab.

The form opens, and is ready for you to create a new record. For information
on working with records in an OmniForm database, sece Chapter 3 .

Tip Make sure Highlight Fillable Fields is sclected in the View menu to
highlight fillable fields in yellow.

18 Working with Forms



Moving Through Fields on a Form

Chapter 2

After opening a form in OmniForm Filler or OmniForm’s Form Filler view, click in

any field to place the cursor there and start entering the desired information. You

can continue to move the cursor from field to field using your mouse. Or, use the

following keyboard combinations to move the cursor within a form.

Action

Keyboard Combination

Place the cursorina

tield

When a form first opens, press Tab to place the
cursor in the first field.

Next field

Press Tab

Previous field

Press Shift-Tab

Next line in a fill

Press Enter to move to the next line in a multiple-

text field line fill text field
Endofalineinafill | Press End
text field

Beginning of a line
in a fill text field

Press Home

End of all textin a
fill text field

Press Ctrl-End

Beginning of all text
in a fill text field

Press Ctrl-Home

Next word in a field

Press Ctrl-right arrow

Previous word in a

tield

Press Ctrl-left arrow

Moving Throungh Fields on a Form

19



Working with Different Field Types

An OmniForm Form can have a lot of different field types. The following
illustration shows an example of some of the common fields you might find when
filling out forms.

([ OmniF orm - [mpgorderformv4.ofm] M[=ET
% Fle Edt View Eecods Took FProfles Window Help |

LER[Eh|gav (8B e B =

ElRE <>| [ | @ | w2
¢, Form Designer £ Form Filler |@ Online Forms|

MPG Supplies ORDER FORM

Hahe: Tobn Sindtms Sond orFae Orderst2:  MPG Supplies

L, oitee
Caffpany: Bedrock, Uhidertow, & Wilkes ::I!:e??‘l:;,;:JMTE Circle text Field
fillable text fields P o e con
(see 21 — Sping A 6 et rom o) 1 (see page 22)
poge ) o = [0 jou wartte be on curmailing i2?  Ves Mo

Catipany;
Stanat
aty: Stata:  Zip Cads:

Mot Quantity Das oription UnitPrics  Total
1 3 Side Tab Moila Follars (b 100 200 200
2 25 | Top Tah Mk Folders (bac 100} 900 22500

table with
fillable text fields |
(see page 23)

Comb fleld [cermamme 218310021909 31208 02] | | | | Subtotal: ; | | .
(see page 21) = e auto-caleulation
T ——— ot field
signature field SEITTR . SSMTSmae e (see page 28)
(see page 26) B svers canes L EREET N D e
[ Heme catiing R [] g American Express
Bt -
e o
check boxes — : e et

[ oeiste tom i

Al prices are subject ts shange wihout notoe.

(see page 22)

Get assistance with common fom tasks B [UsD [ [NOM 4

For information on designing these types of fields in OmniForm, see the OmniForm
Users Guide.

20 Working with Forms



Chapter 2

Fillable Text Fields

You can enter characters in a fillable text field such as letters, numbers, symbols, and
dates.

Enter text directly in
Name a fillable text field.

Note  Make surc Highlight Fillable Fields is sclected in the View menu to
highlight fillable fields in yellow.

Comb Fields

A comb field is a fillable text field that is broken into separate segments for entering
a set number of characters. You can enter any characters in a comb field that are
appropriate to the field. Comb fields are commonly used for phone numbers and
zip codes.

gpoode: | [ [ [ [ -0 1 []]

You do not have to tab from element to
element in a comb field. Just type the
required amount of information, and
OmniForm automatically moves to the
next comb element.

Working with Different Field Types 21



Check Box Fields

Check boxes are commonly used for Yes/No questions and for selecting an item in
a group. Click a check box to fill it. A filled check box field can contain a check
mark, an X mark, or a solid fill:

Depending on how it Yes No [

was designed, a filled
check box can appear 7 Yes No [
three different ways. ves B No [

Check boxes might be grouped so that only one can be selected at a time. In this
case, selecting one check box automatically deselects another check box in the

group.
How often do you eat out?

X] everyday
|:| 2-5 times a week

|:| once a week

|:| once a month

Circle Text Fields

A circle text field allows you to indicate your selection by making a circle around it.
Click a circle text field to make a selection.

Circle text fields might be grouped so that only one can be selected at a time. In this
case, selecting one circle text field automatically deselects another circle text field in
the group.

A border appears

when you click a
circle text field 1 3

22 Working with Forms



Chapter 2

Table Fields

A table field consists of individual cells, which are generally fillable text fields. You
can enter characters in these cells just as you would in regular text fields.

A table might also contain other field types, such as check boxes.

Task Assigned To Done
Tune piano John C. \/
Paint walls Jerry G. \/

Groom horses Tina G.

Make deliveries Pat . \/
Milk cows Colman M.

Collect recycling Andrew A

Fillable Graphic Fields

A fillable graphic field allows you to insert a graphic into a form.

Insert a picture of the property:

Click a fillable graphic field, and
you will be prompted to select a
source for the graphic.

You can import an existing graphic file or scan a picture directly into the field using
a TWAIN-compatible scanner.

Working with Different Field Types 23
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Working with Forms

Vv To import an existing graphic:
1. Click the fillable graphic field.
The Fill Graphic dialog box appears.

Fill Graphic

Source:

Graphic File

E3
Cancel |
File Mame:
I Browse. .. |
5 Select Source... |
Options:
IMaintain Original Size j Help |
Offset Size

Left: ID" it |2.38?"
Tom ID" Heraht: |1.494“ ™ Iransparent

The Fill Graphic's Border is 2. 367" ‘Wide and 1.494" High.

2. Seclect Graphic File in the Soutrce drop-down list.

3. Enter a file name in the File Name text box. Or, click Browse... to locate the
file.

4. Seclect the desired size and other settings for the graphic.
Click Help to get more information on the available settings.
5. Click OK

OmniForm imports the graphic into the form field.

Vv To import a graphic from a TWAIN source:

1. Click the fillable graphic field.

The Fill Graphic dialog box appears.
2. Select TWAIN in the Source drop-down list.
3. Click Select Source to open the Select Source dialog box.

4. Seclect your TWAIN source and click OK to return to the Fill Graphic dialog
box.



Chapter 2

5. Type a file name in the File Name text box.
The graphic will be saved with this file name after it is scanned.
6. Sclect the desired size and other settings for the graphic.

Click Help to get more information on the available settings.

7. Place the page with the graphic in your scanner, making sure it is aligned
correctly.

8. Click OK

OmniForm scans the graphic into the form field.

Tip To delete a graphic and leave the fillable graphic field empty, click the field

and then select None in the Source drop-down list in the Fill Graphic
dialog box.

Drop-Down List Fields

A drop-down list contains a group of selectable entries.

A drop-down list arrow appears

H— when the cursor is in the field

red
reen

blue

Working with Different Field Types 25



Digital Signature Fields

A digital signature field allows you to lock specific fields on a form using a
password. This authenticates a form and protects its data from unauthorized
modification. For example, an expense report form might require a signature. Once
“signed,” certain fields on the form such as expensed items might be locked. You
can only unlock fields and change the data in them if you have the correct password.

Digital signature fields can be set up to work with OmniForm passwords or with a
more secure level of protection provided by an outside authentication service
(Entrust or Microsoft PKI). Check with the form designer or database
administrator for information about how the digital signatures were set up on a
form.

¥ To sign a digital signature field on a form:
1. Click the signature field.

A dialog box appears and prompts you to enter your username and password.
If it is an OmniForm signature field, make sure you have access to the
appropriate OmniForm database.

The dialog box that appears depends on the type of signature field it is. This
example shows the dialog box for an OmniForm signature field. If the digital
signature field type is Entrust or Microsoft PKI, please refer to their
documentation for more information on how they work.

OmniForm Signature Required B

Enter pour ugername and password to sign or unzsign
this: farm.

Cancel |

Usemame: ||

Password: I

2. Enter your user name and password.

3. Click OK

To unsign a signature field, click it and enter your password again.

Note Aftera signature field is signed, that form’s design becomes locked. All
records must be unsigned before the form design can be changed. Or,
save the form with a different name, and delete all of its records.

26 Working with Forms
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Verifying Digital Signature Fields

Digital signature fields are only of value if you can verify that the signatures are valid.

After a digital signature field is signed, the authentication process tries to verify the

signature to ensure that it is valid.

V¥ To see the verification status of a signed digital signature field:

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

1.

Open the form in OmniForm Filler. Or, click the Form Filler tab in
OmniForm.

Choose Field Security in the View menu if it is not already turned on.

Icons appear next to signed fields indicating whether signatures have been
verified or not. A pen with a check mark indicates that the signature was
verified to be valid. A pen with a question mark indicates the signature cannot
be verified.

A pen with a check mark indicates that the signature
was verified to be valid. (A pen with a question
mark indicates that the signature cannot be verified.)

rs

Signature:

Authorized
amount: [$10,000

If a signature field cannot be verified, it could be for one of these reasons:

O The form’ data has changed since the form was first signed.
O The form’ design has changed since the form was first signed.

O The signer of the form could not be identified, possibly because the
OmniForm user database or authentication service is not accessible, or
because the authentication service could not verify the signer.

O The signer of the form could not be identified, possibly because the user
password was changed since the form was first signed. (This reason is only
applicable to OmniForm signature fields.)

Working with Different Field Types 27
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Note You can also choose Security... in the Tools menu to get the verification
status for signed signature fields. If you have the full version of
OmniForm, make sure Form Filler view is open before verifying
signatures this way.

Fields with Validation Settings

Some fillable text fields might be designed with validation settings such as:
0 Requiring information to be entered so that the field is not left blank
0 Requiring specific information to be entered
0 Requiring information to be entered from a list of choices

For example, you might be required to enter a valid date in a Date field. You would
receive an error message from OmniForm if you attempted to enter anything other
than a valid date. Depending on how the field was set up, you might be allowed to
override the validation requirement.

Fields Defined by Calculations

Sometimes fields are designed with calculations that compute and fill information
for you automatically.

In the example below, the TOTAL field automatically added the amounts entered in
the first and second fields. The TOTAL field would increase automatically if
amounts were entered in the third and fourth fields.

£5.95
$125.95

The calculation in this field automatically

TOTAL: computes the total for you.
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Using the Type Ahead Feature

As you begin to enter a word on a form, OmniForm can automatically complete the
word for you if there is previously filled information that matches the word you are
entering. For example, if you had previously entered the name Joh# in a field, as soon
as you enter | in another field, OmniForm would automatically enter John for you.

V¥ To turn the type ahead feature on or off:
1. Choose Options... in the Tools menu.

The Options dialog box appears.
2. Click the Filling tab.

3. Sclect Enable Type Ahead if you want to use this feature. Desclect it if you do
not want to use this feature.

4. Click OK

Shrinking Text to Fit Fields

The text you enter might not always fit in the text fields provided on a form. To fix
this, OmniForm can automatically shrink your text to make it fit in the fields.

V¥ To turn the shrink text feature on or off:
1. Choose Options... in the Tools menu.

The Options dialog box appears.
2. Click the Filling tab.

3. Sclect Automatically shrink text to fit within fields if you want to use this
feature. Deselect it if you do not want to use this feature.

4. Click OK

Using the Type Ahead Feature 29



Adding File Attachments to Form Records

You can attach files to your form records. For example, you might want to attach
scanned receipts to your expense records.

¥ To attach a file to a form record:

1.  Open the form in OmniForm Filler. Or, click the Form Filler tab in
OmniForm.

@ 2. Click the Insert File Attachment button or choose Insert File Attachment...
in the File menu.

The Insert File Attachment dialog box appears.

Ingert File Attachment HBE
Lok, jr: I@ Sample Forms j | | |‘=_°F| I |
E ArrovaF i Br Emplovee Performance Ewvaluation. ofr
E AuraCale. tif Br Ernplogrent Application. ofm
i:". Change of Address Card. ofm Br Fax Cover Sheet.ofm
3 Change Order.ofrm Br Inuoice. ofrm
3 Contacts.ofm E; Logo tif
3 Custorner Survey, ofmm Br b ermo.ofrn
3 D ailw Planner. ofm Br Message.ofm
N I— 0
File name: || Open I
Files of lwpe: I.&II Files [.%) j Cancel |

o

3. Locate and select the file you want to attach.
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An icon represents the

4.

file attachment. Double-

click it to open the file

Click Open.

Chapter 2

The selected file is attached, and an icon is displayed for it in an attachment

window below the form.

g OmniForm - [Travel Expense Report.ofm] M[=ET

[*3 File Edit Yiew Records Iools Profles Window Help

=181 %]

@@ = R > e e @K

|, Form Designer 2 Form Filler |@ Online Forms'

TRAVEL EXPENSE REPORT

Employes Name:  bitnsllmes

DEHE =R 56 ¥aa = o

E mployes Number.

Departmert:

BusinessPurposs fag

Date

ation

7 |#ir, Fai, Bus, Bo

4 | car Rertal

& [Tai, Limousine

Futomabile

Expenses

& |Parking, Tolls

ging

, |Breaidast

Total

*Other incutte description and amountt

Less Cazh Adwance

Balance Duz
Enployee

Balance Due Company

Employes Signature

Drater

Supsrisor Signaturs

Drater

in its own application. — -
Budapest

Right-click the icon to
open, save, or remove
the attachment.

FRecsipts tif

For Help. press F1

=
B [oso [ NOoM[ 2

An attachment icon in
the status bar indicates
when form records
have attachments.

¥ To show or hide file attachments:

1.

2.

Choose View Attachments in the View menu to show the attachment window.

Choose View Attachments in the View menu again to hide the attachment

window.

Adding File Attachments to Form Records
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[] When the form

is designed, its

Name field is —

linked to the Full
Name User Profile

Field.

L] If your User

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

Entering Data Automatically with User Profiles

A User Profile is a convenient feature that remembers and stores information
about you when you are filling out a form. This information can then be entered
automatically each time you fill out forms for yourself.

This example illustrates how a User Profile would work to automatically insert your
name into a form.

In Form Designer: In Form Filler:

| tcemienl ORDER FORM

R

[J When you open
the form to fill it out,
you see that the
Name field is a User
Profile field because
it is highlighted in
orange.

[] Select your User

Profile to use with
this form.

In the User Profile:

\

oosooooo§

OR

(1 If you have not yet added your name to your Gl;grl\li?g;ﬁe

User Profile, then you must enter your name on the field I

form manually. After entering your name, it will _

automatically be added to the Full Name field in ) !
For b, presa FI (0] 1B B3 3 B 0 0 2 4

your User Profile (as soon as you switch records).
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¥ To create a User Profile:

1. Choose Edit User Profiles... in the Profiles menu.

Edit User Profiles B

User Profiles

Prafile Edit

i

Mew

Copy

[elete

e
[ e |
[

Help

¥ | Sutomatically update the selected User Profile vhen pou first
enter data it & form's Wser Brafile fisld.

2. Click New.

Select this option if you
want data to be added o Lo e _ Type the desired name
automatically to the User el Proie Name ok Sni " for your User Profile.

PI'OI:i |e when it is first ¥ Automatically update the selected User Profile when
ente red (Subseq vent you first enter data in a form's User Profile field.

changes would not be ok | Cancel

added automatically.)

3. ‘Type a name for your User Profile and click OK.
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4. Click OK in the confirmation dialog box.

The Edit User Profiles dialog box now lists your new User Profile.

Edit User Profiles x|

User Fraofiles

The new User

s e | 0hin S mith Edit
Profile is listed. Profle

Click Edit to open the Ly

selected User Profile and Delete |

add data to it directly.

Help |
Cloze |

IV Automatically update the selected User Prafile when vou first
enter data in a form's Uzer Profile fisld.

5. Click Edit to edit the User Profile directly. See the next section for more
information.

6. Click Close to close the dialog box.

The User Profile is now selectable for any form by using the Select User
Profile > [User Profile name] command in the Profiles menu.

Note  Usecr Profiles will only work on forms that were designed with fields that
can receive User Profile information. To find out if a form has User
Profile fields, choose Highlight User Profile Fields in the Profiles
menu. User Profile fields are highlighted in orange. For more information
on designing a form with User Profile fields, please see the Omnilorm
Users Guide.

¥ To select a User Profile fot filling out a form:

1.  Open the desired form.

2. Choose Select User Profile > [User Profile name] in the Profiles menu.
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Click Yes if you are asked to confirm the selection.

The User Profile data will be filled into the applicable User Profile fields. If you
do not yet have any data in the User Profile, see the next section for
information on adding data.

Note [0 turn off a User Profile that is selected with a form record, choose

Select User Profile > None in the Profiles menu.

Adding Data to User Profiles

There are two ways to add data to a User Profile:

O

Add data to the User Profile as you fill out a form.

0O Open the User Profile to add data directly.

V¥ To add data to a User Profile as you fill out a form:

1.

Open a form and select the desired User Profile to use with it. See page 34 for
information on selecting a User Profile for a form.

Choose Highlight User Profile Fields in the Profiles menu to highlight all
User Profile fields in orange.

Enter or modify the desired data in a User Profile field.

If this is the first time you are entering data in the field, that data will
automatically be added to the User Profile when you switch records.

Note 1o add datato your User Profile right away, right-click the field and

choose Update User Profile in the menu that appears. You can also
choose Update User Profile if you change data that was previously
entered and want to update the User Profile.
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V¥ To add data to a User Profile directly:
1. Choose Edit User Profiles... in the Profiles menu.

The Edit User Profiles dialog box appears.

Edit User Profiles X
Select the User User Profiles
Profile you wantfo  — = '
Johkin St Edit
edit and click Edit. Frofile —l

Copy |
Delete |

Help |
Close |

¥ Automatically update the selected User Profile when you first
enter data in a form's User Profile field.
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2. Select the User Profile you want to edit and click Edit.

The selected User Profile appears.

# OmniForm - [Prafile] M=l
B Fie Edt Yiew Eecods Took FProfles Window Help |

DNEH|=% g8 |82 |= <
N = 2N - RS

Click the page numbers
to get to different types
of data fields.

For Help. press F1 1 ] ] 3 S

A User Profile form looks very similar to a regular OmniForm Form. It
contains a standardized list of commonly used fields.

3. Enter the desired information in the fields that you want to be remembered.

You do not have to enter data in all the User Profile fields; only enter data in the
tields that you want to be remembered for automatic filling.

4. Click the Private option next to a field if you want to be prompted before it
gets automatically filled on forms.

5. Choose Close in the File menu when you are finished entering information in
your User Profile.
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L] Open a form in
OmniForm Filler
(or OmniForm’s
Form Filler view).

L] Create a Client
Profile for a specific
person and apply it
to the form. See
page 42 for more
information.

Or, apply an
existing Client
Profile to the form.
See page 44 for

more information.

Working with Forms

— You need to add

Entering Data Automatically with Client Profiles

A Client Profile is a convenient feature that remembers and stores information
about other people, such as your customers, employees, and family members. This
information can then be entered automatically each time you fill out forms on their
behalf. For example, if you have customers for whom you have to fill out forms, you
can create a Client Profile that remembers and stores specific information for each
customer. Each time you need to fill a form for a particular customer, you can apply
their Client Profile to automatically fill in their data.

Using Client Profiles involves four steps:

Tl Tl
13 Fio £61 Vi Rocods Teoe Foes oon Hb JRETE [ Fin £ Vi Fscos T Puies Wodon Hb JRETE

D3HE =» 5% ¥uafw o D3HE =» 5% ¥uafw o
“Es AT @ e [] Set up fields on “Es AT @ e
&2 Form Designer %) Fopn Filler |3 Online Forms | B2 Form Designer %) Form Filler |23 online Forms |
the form to receive
- Contacts Client Proﬂle B - Contacts -
S information. You - /; ~~~~~~
o P A s i s N ] needtodothisonly o s [T e [LTI0 (T
wmew [0/ [T/ [T . wmew [0/ [T/ [T
e o one time per form. 77 e o
See page 39 for T
more information. 7
/
ya
...... yA.
Client Profile fields /
are highlighted in |
green.
o Help press F1 b UsD [ NoW Obiect Fil Ted  Name: "First Name"  Fiskd Type: Name b UsD [ NoW

DY e G Yo o Lo Bofes o Lo
B T BV R
YL — @ %

Form Designer i Foriitiller | @) oniine Forms |

L1 If the Client Profile does not yet
have any information, you must
add information to it by entering ~ f ~
information into the Client Profile :

fields on the form. See page 45 -
for more information.

Contacts

information only once to a
Client Profile. After that, it

If the Client Profile already has =
information for the corresponding
Client Profile fields, then the P remembers the information

information automatically inserts and applies it to
into the fields on the form. subsequent form records.
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V¥ To set up fields on a form so that they can receive Client Profile information:

If you have the full
version of OmniForm,

click the Form Filler tab.

For example, you might
want to set up the First
Name field on this form
to receive information
from Client Profiles.

1. Open the form in OmniForm Filler. Or, click the Form Filler tab in

OmniForm.
(% OmniF orm - [Contacts_ofm] _[O]x]
Br File Edt Yiew Becods Took Piofles MWindow Help -8 ﬂ

DEH|=0|sa% |(REa = <
B [ < > » |||

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

Contacts

Tile: Last Name: |

Fostion Company:

s (1] s [TTTT]-[TTT]
iy s [ [ ][ ]/[T]

Phone Miber:_{ Fax Humber: { bl

Hates:

Photograph Business Card

For Help, press F1 UsSD NUM v

2. Seclect a field on the form that you want to set up to receive Client Profile
information.

Euntering Data Automatically with Client Profiles
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3. Choose Link Field to Client Profile... in the Profiles menu. (You can also
right-click the field to choose this command.)

The Link Field to Client Profile dialog box appears.

Link Field to Client Profile x|
The name of the The name of the current field is: Help |
currently selected =First M arme
field appears here. ¢ |
Link. current field ta thiz Client Prafile field:
The name of the Cancel |
Client Profile field to o
. . ip
which you are linking :
h T . Tupe in a new
appears here. lype in Clignt Prafile field
a new name or select name or select a

narne from the list.

a name from the list.

The master list of Client
Profile fields appears
here. This will be empty
if this is the first time you
are setting up a Client
Profile field for the form.
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Example of a Client
Profile field name.

—I CP_Firzt Mame Cancel |

Chapter 2

Type a name for the Client Profile field that you want to link with the selected
form field. Or, if there is an existing Client Profile field that you want to link to,
select it in the list box.

The name that you enter will become part of your master list of Client Profile
fields, and will be selectable for future forms.

For example, if the form field is for a person’s first name, you might enter
CP_First Namse as the Client Profile field name.

Link Field to Client Profile x|
The name of the curent field is: Help |
IFirsl M ame

Link. current field ta thiz Client Prafile field:

Tip

Type in a new
Client Profile field
name or select a
narne from the list.

Click OK.

The field on the form turns green, which indicates that it is has been linked,
and is ready to receive Client Profile data. (For green highlights to appear,
Highlight Client Profile Fields must be sclected in the Profiles menu.)

Repeat this procedure, starting at step 2, for other fields that you want to link
with Client Profile ficlds.

When you are finished, the form ficlds you linked are ready to receive data from
any Client Profile that you apply. See page 42 for more information.
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Note 1o turn off a Client Profile field link, right-click the field and choose
Unlink Field from Client Profile.

V¥ To cteate a Client Profile and apply it to a form record:

1. Open the form in OmniForm Filler. Or, click the Form Filler tab in
OmniForm.

Fields that have been set up to receive Client Profile information are
highlighted in green when Highlight Client Profile Fields is turned on in the
Profiles menu. See page 39 for information on setting up fields.

; |
% OmniForm - [Contacts.ofm] [=1E3
[} File Edit ¥iew Recods Tools Profies Window Help TR

DEE|[>k[SR% ¥adE =
BB » e @ e

|, Form Designer 2 Form Filler |@ Online Forms'

Contacts

The green color of this
field indicates that it has
been set up with a
Client Profile field.

moee [T TT]-[TTT]
wn oe: [ ] ]/ [T [T]

Phane Mumber:_( Fax Number: ( )

Notes:

Photograph

Object: Fil Test  Mame: "First Mame"  Field Type: Name 0 [usD MUM 4
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2. Choose Apply Client Profile... in the Profiles menu.

The Apply Client Profile dialog box appears.

Apply Client Profile =

Select this option to " Do not apply a Client Prafile to this recaord.

create a new Client _ _
Profile. ———f* [reate and apply new Client Profils: Cancel
|

€ Lol existing Elient Frofile:

Pl

Type a name Help
for your Client

Profile here.

Client Profiles
that you have
already created
appear here.

Select this option to Delete Profile |
keep your Client Profile —

turned on so that it is

automatically applied to —— Keep the selected Client Profile tumed on and apply it b
each new form record each new record you create.
that you open.

3. Seclect Create and apply new Client Profile and type the desired name for the
Client Profile in the box below it.

For example, you might want to enter the name of the person for whom you
are creating the Client Profile.

Note 1t you are planning to fill out a series of different forms for a particular
person, sclect Keep the selected Client Profile turned on and apply it
to each new record you create in the Apply Client Profile dialog box.
The Client Profile that you select will stay on until you turn it off or select
a different Client Profile.

4. Click OK

Your new Client Profile is now ready for you to start adding data to it. See
page 45 for more information.
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V¥ To apply an existing Client Profile to a form record:

1.

Client Profiles that you
have already created
appear here. Select the
Client Profile you want

to apply.

Select this to keep your
Client Profile turned on
so that it is

automatically applied to —— T Keep the selected Client Profile turned on and apply it ta

each new form record
that you open.

Working with Forms

Open the form in OmniForm Filler. Or, click the Form Filler tab in
OmniForm.

Ficelds that have been set up to receive Client Profile information are
highlighted in green when Highlight Client Profile Fields is turned on in the
Profiles menu.

Choose Apply Client Profile... in the Profiles menu.

The Apply Client Profile dialog box appears.

Apply Client Profile =

™ Do pot apply & Client Prafile to thiz record, OF.

" Create and apply newv Client Profile: Cancel

dis

Help
i+ Apply existing Client Profile;

Addy Srith
Cabernet Laredo

iinger waszabi
Johin Alan
Lola Dulce

Delete Profile |

each new record you create.

Sclect Apply existing Client Profile and then select the name of the desired
Client Profile in the list box.

Click OK.

The selected Client Profile automatically fills in its data in the appropriate form
tields.
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v To add data to a Client Profile:

1. Open the form in OmniForm Filler. Or, click the Form Filler tab in
OmniForm.

Ficelds that have been set up to receive Client Profile information are
highlighted in green when Highlight Client Profile Fields is turned on in the
Profiles menu.

T ] M[=ET
|1 Fle Edit Miew Becods Tools Profles Window Help |

DEH =0 sy HEma [ =
EREEE CENERY Rl
k¢ Form Designer £ Form Filler |@ Online Form5|

Contacts

The green color of this postins —
field indicates that it has

b?en set UFFl’ V:’-Iﬂ} a s [ 1] awoose [T T TT1-[TTT]
Client Profile field. wweee: [T/ [T/ [T

Fax Number: _{ )

Photograph Business Card

2. If you have not already done so, apply a Client Profile to this form. See page 42
for more information.

Be sure to apply the particular Client Profile to which you want to add data.
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3. Enter information in a field that has been set up to receive Client Profile
information.

The information that you enter into the field is automatically added to the
current Client Profile. If you modify the information later, the modified
information is automatically updated in the Client Profile.

4. Repeat step 3 until you have added the desired data to the Client Profile.

¥ To turn off a Client Profile that is associated with a form record:
1. Choose Apply Client Profile... in the Profiles menu.

The Apply Client Profile dialog box appears.
2. Sclect Do not apply a Client Profile to this record.

3. Click OK

You will be asked whether or not you want to also delete the Client Profile data
from the form fields.

Spell Checking Forms

Use OmniForm?’s spell checker to verify that the text you enter on a form is correct.
You can use OmniForm’s automatic spell checker or use a the Spelling command to
open the regular spell checker.

Note Before you check spellin , make sure the correct language is selected for
y peling guag
your form. Choose Options... in the Tools menu and click the
International tab. For more information, see OmniForm’s Help.

V¥ To turn on automatic spell checking:

1. Choose Options... in the Tools menu.

2. Click the Spelling tab and sclect Check spelling automatically.
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Click OK.

On your form, a red wavy line appears under possibly misspelled words and
double entries.

Right-click an error and select the desired correction from the menu that
appears.

¥ To spell check your form:

RELC

1.

The suggested spelling, if

there is one, appears in
the Change To text box.

Other suggested spellings

appear in the
Suggestions list box.

—

2.

3.

5 tions:
y Gaieties iz

Click the Spelling button or choose Spelling... in the Tools menu.

The Spelling dialog box appears and displays the first questionable word.

Spelling x|

lgnare | Ignore Al

Change Tao: Gates)

Add | Suggest
Cloze | Help

Click the desired action that you want to take for the questionable word.

Click Close when you are finished spell checking;

Saving Forms

OmniForm automatically saves form records as you fill them out. Saving occurs

after various actions, such as moving from one record to another, printing or closing

a form, and before importing or exporting data.

You only need to use the Save command in the File menu when:

O

You have the full version of OmniForm and want to save changes that you
made in Form Designer.

You want to save information that you entered in the Print offsets for data
option in the Print dialog box.
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=

If you have the full
version of OmniForm,
these options appear
only if you are printing
from Form Filler view.

If you are printing Form
and Data or Data Only,
select the records you
want to print.

Working with Forms

Tip Choose Save As... in the File menu if you want to save a form to another
location or with a different file name.

Printing Forms

To print your form:
1. Click the Print button or choose Print... in the File menu.

The Print dialog box appears.

Print [ =]

— Prirter
PBroperties... |

Mame: HP Laserlet 44/ 4hd"

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: m
 Pages from: |1 LD:I‘I Ijl

" Curent page . .

= Print what — Print offzets for data

Form/D ata: IDataDnIy 'l Horizontal: IU"
Data: IEurrentHecord Ornly 'l Wertical: ID"

™| Use macro to print form

ok I Cl
™ Print Paper Calor oss |

2. Select the desired options for printing.

Tip If you are printing from OmniForm Filler or OmniForm’s Form Filler
view, you can choose to 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.
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3. Click OK to start printing.

OmniForm prints your form with the selected settings.

Emailing Forms

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. Choose Options... in the Tools menu.

The Options dialog box appears.

Options E
International I Fiecognition I Spelling I
Genersl | Filing | File Locations
Wi
v

V ScreenTips
vV Page Margins

— Mail Spstem

& Microsoft Exchange/Outlook
) [otus coifdEfHotes

Meazurement Units: I Inches - l
QK I Cancel | Help |

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

3. Click OK
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Specifying What You Want to Email

When you email a form from OmniForm Filler or OmniForm’s Form Filler view,
you have the choice of sending it in the following ways:

O blank OmniForm Form
0 OmniForm Form and data
O data only
Vv To send a form as an email attachment:
1.  Open the form that you want to send.

If you have the full version of OmniForm and want to send form data, click the
Form Filler tab.

2. Choose Send... in the File menu.

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

The Mail Options dialog box appears.

Mail Options B
Optio:

0|
Cancel | Click Range... to specify a

b range of records if you
" Send the Form onl Range. T .
FneEsam ey [aw | are sending form data.

Help |

4. Sclect an option for sending your form.

Click Help for more information about the available options.

5. 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.

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;

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

Choose Add Routing Slip... in the File menu.

The Add Routing Slip dialog box appears.

Select the recipients and other routing information.

You can send the document either now or later.

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

Emailing Forms 51



52 Working with Forms



Chapter 3
s

Working with
OmniForm Databases

Every OmniForm Form is automatically set up with a searchable database. This
chapter describes how to work with OmniForm databases.

It includes the following topics:

0 About OmniForm Databases

O

Moving Through Records in a Database
Creating New Records

Duplicating Existing Records

Searching Records

Sorting Records

Recalculating Records

Deleting Records

Setting Up an OmniForm Database to Be Shared
Refreshing Records in a Shared Form

Exporting Data

Importing Data

O o o o o oo o g o o

Protecting Data

53
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This is the
fourth record in
the database
for this form.

Use these buttons
to scroll through
records in your
database.

About OmniForm Databases

Every OmniForm Form has its own OmniForm database associated with it. An

OmniForm database is a collection of information stored as individual records.

Fach record uses the same form design, but can contain different information in its

fields.

The first time you open a form and fill out information, it becomes the first record

in the database. Anyone with access to the form can create new records in it. See

page 55 for information on creating records.

I OmniForm Filler - [mpgorderformy4_ofm] _ (Ol x]
Brfile Edit View Records Tools Profles Window Help _|5 LI
“g}‘|§l}“‘ %@ Fx @] m - «b I

3 pplie RDER FORM

SnIppIng ASdrsaa (¥ dMersntfrom B ave)

Iem  Quanmy Dasoription BitPes T

] N N Subtotal

SHpoing (5 es chart bilowl:

Total:

Use ma fomowmg cnast 1o dessmine
nandEng £ Rarges.

Chask infarmation vou
wauld ik to reosive

Payment Terms

0=
D—.
]
]

Bouso | noM| o

Object: Fil Text Mame: "Companyl"  Field Tepe: General

Click the New
Record button to
create a new blank
record to fill out.

Note

You cannot create, duplicate, edit, recalculate, delete, or import

information into form records if data protection is turned on for the

form. See page 70 for more information.
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Moving Through Records in a Database

If an OmniForm database has more than one record, you can use the Record
buttons in the fill toolbar or the Go To commands in the Records menu to move
through the database records.

Goes to Goes to next
previous record. record.

Goes to first v Creates new
record. 4 - I‘} Ll |E| record.

Displays the current record number. Goes to last
Type the number of the record you record.
want to view and press Enter.

Creating New Records

You cannot create records if data protection is turned on for the form. See page 70
for more information.

¥ To create a new record:

1.  Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

You must fill in at least one field in a form before creating a new record,
because OmniForm cannot create a new record if the current record is empty.
A form with fields filled only by automatic calculations (such as a date field) is
still considered empty.

2. Click the New button in the fill toolbar or choose Go To > New in the
Records menu.

OmniForm creates and displays a new, empty record. The record has the same
form design as all the other records in the database.
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3. Enter the desired information in the record.

OmniForm automatically saves form records as you fill them out. Saving
occurs after various actions, such as moving from one record to another,
printing or closing a form, and before importing or exporting data.

Duplicating Existing Records

You can duplicate an existing form record to create a new record with the same
data. For example, you might do this if you need to enter most of the same
information from an existing form record into a new record.

You cannot duplicate records if data protection is turned on for the form. See
page 70 for more information.

¥ To duplicate an existing record:

1.  Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

2. Go to the particular record that you want to duplicate.

3. Choose Duplicate Record in the Records menu.

The record is copied and added to the end of the record set.

Searching Records

OmniForm can quickly search and retrieve records with the information that you
need. These retrieved records are called a found set. You can print, mail, or exporta
found set.
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¥ To search for records:

1.  Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

2.  Choose Search... in the Records menu.

The Search dialog box appears.

Search B

Field Mame: r'-larne‘l vl )& |
LCondition: Iis equal to j Cancel |
Walue: | Help |

Scope of Search

' Search Al Records in the Databaze
) OrlySearch Curent Becord Set

3. Sclect the field that you want to search in the Field Name drop-down list.

This is the field that contains the information you want to find. All the fields in
your form are listed here.

4. Sclect a condition in the Condition drop-down list.

A condition describes how to look for information entered in the Value text
box. For example, you would sclect is equal to to specify that you want to find
an exact match. Click Help for more information on the conditions you can
set.

5. Type the information you want to find in the Value text box.

Information is not case-sensitive, so entering Gatos will have the same result as
entering gatos.

6. Sclect an option under Scope of Search.

0 Select Search All Recotds in the Database to search the entire record
set.

O Select Only Search Current Record Set to search a subset of records.
This option is only available when you have a found set open from a
previous search.
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. ic 0 begin the search.
7. Click OK to begin th h
OmniForm searches and retrieves all records that contain the information you
specified in the Search dialog box. The search results are reported directly
above the form, and the active record set switches to just the found records.
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8. Click Clear Search above the form to return to the full record set.

Tip

You can narrow the search further by choosing Search... in the Records
menu again and selecting Only Search Current Record Set. You can
search each new subset of records as many times as you need to find the
specific information you want. OmniForm maintains the current found
set if it retrieves no records during a subsequent search.
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Sorting Records

You can sort records in OmniForm based on the ascending, descending, or original

order of specific fields. For example, you could sort invoices by date to find the

most delinquent accounts.

To sort records:

1.

Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

Choose Sott... in the Records menu.

The Sort dialog box appears.

sot A
Field Mame: r-larne 'l
& gscending Order Cancel |

" Descending Order

" Original Order Entered ﬂl

Select the field that you want to sort in the Field Name drop-down list.

All the fields in your form are in this list.

Select the desired sort order:

O Select Ascending Order to sort records from least to greatest. For
example, from A—Z or from 0-100. Symbols precede numbers and
numbers precede letters: $40, 40, Forty.

O Select Descending Order to sort records from greatest to least. For
example, from Z—A or from 100-0. Letters precede numbers and numbers
precede symbols: Forty, 40, $40.

O  Select Original Order Entered after sorting by one of the previous
options to return records to the order in which they were originally
entered.

Click OK.

OmniForm sorts the records in the specified order.
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Recalculating Records

Recalculating records applies any new or changed calculations to selected records in
a database. Until you recalculate records, new or changed calculations apply only to
new records. For information on creating calculations in records, see the OmuniForm
User’s Guide.

For example, suppose you changed the mileage calculation in an expense form to
reflect the latest rate. All new records would use the new calculation and reflect this
rate. You would not want older records to use the new calculation because the
original rate was correct at the time they were filled. If you recalculated all records
after adding the new calculation to the expense form, the mileage rates on your old
records would also change. To prevent this, you could search the records for those
records that are newer than the date that you changed the mileage calculation, and
apply the new calculation only to the newer records.

You cannot recalculate records if data protection is turned on for the form. See
page 70 for more information.

¥ To recalculate records:

1.  Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

2. Choose Recalculate... in the Records menu.

The Recalculate dialog box appears.

Records to Recalculate———— oK

o |
~ f Cancel |
LCurrent Record Only

 From: I Tao I ﬂl

3. Seclect the records to recalculate.

O  Select All Records to apply the new or changed calculation to either the
current found set or to every record in the database if the entire record set
is open.

O  Select Current Record Only to apply the new or changed calculation to
just the record you are viewing.
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O  Select From/To and enter a range to apply the new or changed calculation
to a range of records. For example, entering 1 in the From text box and 5
in the To text box would recalculate the first five records in your database
or found set.

Note You cannot undo a recalculation.

Click OK.
OmniForm recalculates the records according to your specifications.

Click OK to close the dialog box that informs you how many records were
recalculated successfully.

Deleting Records

You cannot delete records if data protection is turned on for the form. See page 70

for more information.

Note You cannot undo a record deletion. You might want to export

information from a record before deleting it if you want to save its data.
See page 63 for instructions.

¥ To delete one or more records:

1.

Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

Go to the record that you want to delete.
Choose Delete Record in the Records menu to delete just the current record.
Ot, choose Delete All Records in the Records menu to delete every record in

the form database.

Click Yes when you are asked to confirm the deletion.
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V¥ To delete a specific set of records:

1.  Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

2. Click Search... in the Records menu to find the specific records to delete.

See page 56 for more information on searching for records.

3. After finding the desired records, choose Delete All Records in the Records
menu.

This deletion only applies to the found set.

4. Click Yes in the confirmation dialog box to permanently delete the found set of
records.

Setting Up an OmniForm Database to Be Shared

If you have the full version of OmniForm, you can set up an OmniForm database
so that it can be shared by multiple users. This allows anyone who has OmniForm
or OmniForm Filler to fill out new records for the form and look through the
existing form records simultaneously.

Vv To set up a shated form:

1. Open the form in the OmniForm’s Form Designer.

2. Choose Properties in the File menu to open the Properties dialog box.
3. Sclect the Sharing tab and click Shared.

4. Click OK to apply the change.

5. Save and close the form, and then open it again.

The shared status does not go into effect until you save and reopen the form.
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Refreshing Records in a Shared Form

If you are sharing an OmniForm database with other users, you can refresh records
to see if they have been updated by others while you are working on it.

To refresh a record or records:

1.

Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

Choose Reftesh Record or Reftesh All Records in the Records menu.

These commands are available only if the form has been set up to be shared.
OmniForm checks to sce if records have been updated and then displays the
latest updates.

Exporting Data

You can export data from OmniForm records to:

O

Share information with other OmniForm databases.

Data exported as a database file takes up considerably less disk space than the
database itself. Therefore, it can be copied or mailed more quickly than the
entire database.

Share information with different databases.

For example, you might have a FoxPro database where you want to enter
information from an OmniForm database. Simply export the needed
information from OmniForm in the appropriate format and use FoxPro’s
commands to import it.

You can also send other OmniForm users an OmniForm Data file. This
is useful for sharing data when you want to send another user only part of
a database. For more information on OmniForm Data files, please see
OmniForm’ or OmniForm Filler’s Help.
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¥ To export information:

1.  Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

2. Choose Export Data in the File menu.

Export Data H

Ehoos_e previously saved export

i Mew
) selections: /
Previously saved T ;

L peonacts Delete
export selecions |
appear in this list. Edi

un

Click New to start Help
your export.

Cancel

el

3. Click New to start the export process.

The Export Setup dialog box appears.

Export Setup H

OmniForm Databaze

Lyailable Data Sources: Cancel |

dBASE Files - -
dE aze Files - Word Sdministratar.. |
dBASE Files [not sharable]

DCl Acocess

Excel Files LI
Ewcel Files [not sharable]

FouPro Files |

Note Installed ODBC database drivers appear in the Available Data Sources
list box when you select ODBC Database in the Export To drop-down
list. Depending on your database driver, you can export up to 255 fields at
a time. See OmniForm’s or OmniForm Filler’s Help for more information
on exporting data to an ODBC database.
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4.  Select where you want to export your data in the Export To drop-down list and
click OK.

The type of dialog box that appears next depends on the type of database file
you selected. For example, the Export As dialog box appears if you selected to
export to an OmniForm Database.

Export As HEB

Save in: I@ Sample Forms j gl

The default file name uses the

currently open OmniForm _Filenyl—sales data.ofd Save |

datobcse..You can change this Save astype: [QmnFom Database = Cancel
file name if desired. 7|

[

5. Enter the desired name for your exported data file and click Save.

The Export dialog box appears.

Ewpot A i
Click Range to
Fields ir: Eontacts.ofm. Fields ta Export: 0K I specify arange
i Add
hess Cancel_| of records to
Sdd>> | Eange..j‘.

export.
|~ Otherwise,
<< Hemove O F
R Hep_| mniForm
exports all
records.

6. Sclect a field you want to export and click Add.

Shift-click to select multiple adjacent records, or hold down the mouse button
and drag the cursor over adjacent records. Ctrl-click to select multiple
nonadjacent records.
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7. Repeat step 6 until you are finished selecting the desired fields. Then click OK.
The Export Data dialog box asks you what you want to do next.

Export Data H

‘what do you want to do with the expart
zelections you just made?

Save Cancel

Tip When you export data from OmniForm, you can save and reuse your
export selections for future exports. This will save you time whenever you
need to export data from OmniForm. To save your settings during
export, click Save in step 8 of this procedure.

8. Click Run to start exporting the data as specified. Click Save if you want to
save the export settings for future use.

If you clicked Save, a dialog box prompts you to enter a name for your saved
export selections.

Export Data H

Fleaze enter a name for saving this export:

IS ales Data

Save and Run | Save and Exit Cancel

9. Enter a name for your saved selections, and then click Save and Run or Save
and Exit depending on what you want to do.
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Previously saved
export selections
appear on this list.

V¥ To use saved export settings:

Chapter 3

1.  Open a form in OmniForm Filler. Or open a form in OmniForm, and click the

Form Filler tab.

2. Choose Export Data in the File menu.

Export Data H

Ehoos_e previously saved export

X Mew
selections:

tLontacts

Delete

E dit

ik

Fun

Help

Cancel

i

Click Delete to remove
the selected saved
export seftings.

Click Editto modify the
selected saved export
seftings.

3. Seclect the name of the export settings file that you want to use.

4. Click Run.

The Run Saved Export Information dialog box appears.

5. Click OK to start exporting the data as specified.

Importing Data

You can import data into your OmniForm database from these sources:

0 Another OmniForm database

0 An OmniForm Mailable Filler file (either HI'ML or EXE)

O  Any supported ODBC database source (available sources depend on the

installed database drivers)

You cannot import data if data protection is turned on for the form. See page 70 for

more information.
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¥ To import data into an OmniForm database:

1.  Open a form in OmniForm Filler. Or open a form in OmniForm, and click the
Form Filler tab.

If you are going to import from another OmniForm database, make sure that
the OmniForm file is closed.

2. Choose Import Data... in the File menu.

The Import Setup dialog box appears.

Import Setup B
Cancel |
dBASE Files N —
dB aze Files - Word Sdministratar.. |
DCl Acocess
Help |

Excel Files

Import From:

OrnniFormm D at:

Lyailable Data Sources:

FoxPro Files
FoxPro Files - wiord
MOIS

3. Sclect the type of database information to import in the Import From drop-
down list.

4. Click OK

The type of dialog box that appears next depends on the type of database file
you selected. For example, the Select Import Files dialog box appears if you
selected to import from an OmniForm Database.

68

Select Import File

Lok in: I@ Sample Forms

] 6 = ] sl

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

3 Contacts. ofrn

3 Customer Survey for SOV.ofm
3 Customer Survey.ofm

3 D zily Planner. ofm

KN —

Br Emplovee Performance Evaluation. ofr
Br Ermplayment Application. ofm

Fax Cover Sheet.ofm

Br Irnsoice. ofrn
Br Memo.afm

Br teszage.ofm

|

File name: |

Open I

Filez of bype: IDmniForm Filez

j Cancel |

4
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Fields in the open
OmniForm
database appear
on the left.

Click Auto to
automatically link
all fields with the
same name.

Select this option
to apply existing
calculations to the
imported records.

x Street]

——F  Recalculate Imported Fecords According to Form's Calculations

Chapter 3

Locate and select the OmniForm file you want to import, and click Open.

Morte dialog boxes may appear depending on the database source you selected.
Select the appropriate options. For example, the Import dialog box appears
after you select an OmniForm file.

Import B

Fieldz in: Contacts ok |

Click Range to

Fields in: - mpgorderformyd. ol .
specify a range of

Cancel | records fo import.
B clirk>> | Otherwise,
State Eange..:l-/. o . F .
Stk Zip, Code mniForm imports
Name? <o | —_ | all records
Company2 :
St
o =] =] .
' Fields that you
Links: .
: can import from
Wilirk: |
the other
il database appear
on the right.

Select a field on the left and a corresponding field on the right, and then click
Link.

This tells OmniForm which field data to import from the other database and
where to import it in the current database.

Click OK when you are done linking fields.

OmniForm imports the information into the selected fields, creating as many
new records as necessary in the process.
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Protecting Data

Any change made to a form’s design affects all records in its database. For example,
if someone deletes a fillable text field, all the information entered for that field in all
form records will be deleted. Therefore, you might want to protect a form’s design
and data from being altered, especially if it is going to be shared by multiple people.

If you have the full version of OmniForm, you can open a form in Form Designer
and choose Protection... in the Tools menu to turn on settings that protect its
design and data. For more information turning on protection, please sce the
OmmniForm Users Guide.
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Technical Information

This chapter provides troubleshooting tips and other technical information about
using OmniForm Filler. 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:

0  Troubleshooting

0  OmniForm Filler Compatibility and Limits
O  Uninstalling OmniForm Filler
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Technical Information

Troubleshooting

Although OmniForm Filler 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 Filler:
O Make sure that your system meets all requirements listed in Chapter 1.

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

O Restart your computer. Make sure other applications are functioning properly.

O Run ScanDisk for Windows 95, 98, or ME,, or Check Disk for Windows NT
and Windows 2000 to check your hard disk for errors. See Windows online
Help for more information.

O Defragment your hard disk. See Windows Help for more information.

O Uninstall and reinstall OmniForm Filler, as described in the last section,
Uninstalling OmniForm Filler.

Low Memory Problems

OmniForm Filler may run poosly 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:

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

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

O Delete files to increase the amount of free hard disk space, as described in the
next section.
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Increase your computer’s physical memory (RAM). More memory optimizes
OCR performance. See Chapter 1 for more information.

Low Disk Space Problems

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

for low disk space problems:

O
O

O o 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 NT or
Windows 2000 to check for errors that may be using disk space. See Windows
Help for instructions.

Back up unneeded files onto other media and delete them from your hard disk.
Remove Windows applications that you do not use.
Defragment your hard disk. See Windows Help for instructions.

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

OmniForm Filler Compatibility and Limits

Supported Databases

OmniForm uses industry-standard ODBC to exchange information with the

following databases:

O
O

o o o o O

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)
Text-based and CSV files
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Supported Graphic Formats

OmniForm Filler can import the following file types for fillable graphic fields:

BMP

GIF

JPEG

PCX

TIFF

Macintosh PICT

O 0O o0googo

OmniForm Filler Limits

The following are limits in OmniForm Filler.

Forms open at one time: 20

Records in a database: 10,000, or approximately 5.4 MB of data across all records

Uninstalling OmniForm Filler

Sometimes uninstalling and then reinstalling OmniForm Filler 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 or reinstall OmniForm Filler:

1. Close OmniForm Filler.

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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