QUICK GUIDE

FORM BASICS (CLASSIC) P ocuMET
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1. Click New, then Form and choose Form type. 1. Select the Forms module. 1. Selectthe Forms module.
" AuditfReview 2. Double click to open appropriate Form. 2. Double click to open appropriate Form.
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3. Entersubject and message details.

4. Complete all other required fields such as
Discipline/Location/Area (marked with *)

5. Select Attach Files to include a local file.

6. Click Save.

7. Click Complete Action and choose the

From the Form, select the More button then Export
Form Data.

® EXPORTING A FORM REGISTER

1. Select the Formsin the register you want to Request For Information Need help?
include, then click Export>Export Form
Data>Selected Items.
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