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DOCUMENT OVERVIEW

This document is intended for training purposes for the eNTERFACE Integrated Forms and
Application System.

This training documentation was created to help the user(s) navigate effortlessly throughout
the system.

+ Streamline mobile applications into one private and universal interface
+ Set up mobile forms for automating internal processes

+ Streamline communication between internal and external users

+ Track and manage issues on the fly

+ Enhance reporting and visibility from multiple applications

* Reduce cost of ownership of numerous apps

« Eliminate information silos from unconnected apps

+ Leverage existing field devices

What separates eNTERFACE from a standard portal platform is that eNTERFACE has the
ability to be customized from an administrator level.

BACKGROUND

eNTERFACE is the latest web technology bridging end users to corporate information and
forms and can be customized from an administrator level. With this system administrators
can quickly configure forms and deploy them out to the field in minutes.

eNTERFACING allows forms to automatically fit to any field device and relieves the issue
and financial burden of trying to purchase enterprise hardware. In most cases eNTERFACE
can leverage existing field technology regardless of platform device.



eNTERFACE allows companies to roll out technology without having to keep track of
changes to operating systems or devices while offering the same look and feel of a normal
app with the only requirements being an internet connection.

SYSTEM SETUP

Form Tool Management allows customers to set up unlimited forms for field and back
office use. Through a series of questions a company can customize virtually any field or
internal form and deploy in minutes.

eNTERFACE Issue Management allows issues to be added to any form. A field user can
create an issue, take pictures, and document issues needing resolution allowing them to
then be emailed or routed to both internal and external users where the issues are then
managed until closed inside the issue tracker on the eNTERFACE home screen.

eNTERFACE Connector Management offers the ability to integrate eNTERFACE forms
with existing application data, functions as a data replicator to continually monitor and poll
data stored in various applications, enables validated look ups for jobs, employee and
vendor Information as well as data importing which will eliminate data entry for back office
personnel.

eNTERFACE Reports Management bridges employees and corporate information by
offering the ability to create and publish SQL reports on the eNTERFACE home screen by
merging data from multiple applications into one enterprise level view.

eNTERFACE Applications Management is designed to solve many manual processes
within companies and can be purchased separately and added to a company’s eNTERFACE
system.

eNTERFACE Custom Programming offers custom programming for companies looking to
create end to end solutions for corporate work processes inside their eNTERFACE system.



SYSTEM LOGIN

This system is designed so that
users with certain specific roles
can only access certain areas of
the background management
system.

Each user is assigned a user

name, password and user role(s). © eNTERFACE LLC

When you sign on to the system
the following page will appear
asking you to sign in using your

protected user name and ﬁ r
password. 1 Login

After entering the user name and
password you can choose the
Remember Me button so that & Password
upon logging in the password will
be remembered by the system.
However, this is not a
recommended practice if you are “ Remember Me
using a shared computer.

After completion of this process
you will have created a new user
password to be used when
logging into the system.

Login Lost password?




If you attempt to login with 5 or more
failed attempts you will be locked out
of the system.

You will then have to contact
administration for a password reset.

If you have forgotten your password
you can click on the Lost Password
button and the system will help you

create a new password.

You will be directed to the following
screen where you can follow the steps
provided to create a new password.

After completion of this process you
will have created a new user password
to be used when logging into the
system.

©eNTERFACE LLC

If you can't remember your password,
fill the input below with your username
and we'll send you steps to create a

new one:

AL Your usemmame

Send new password

Upon logging into the system, you will be directed to the Dashboard

If there are any Forms Routed to You, Unfinished Forms, or Open Issues they will be shown
on the opening Dashboard, as seen in the examples below.

There will be a blue message banner across the top of the opening page to let you be aware

of that status.

The banner at the upper left corner of the Forms Routed to You, Your Unfinished Forms, and
Your Open Issues screens will have a number of the forms or issues that are to be

addressed.

At this point you can open or delete the forms as necessary by clicking on the selected

action.



Forms Routed To You: Your Unfinished Forms:

| Eastlake HS Phase Il (11-267) - Timesheet Form was rejected
| — Credit Card Receipts - (5-7-2014)
Form Type: JobForm
Date Created: 5/6/2014 8 14:11 AM Last Updated: 5/7/2014 65948 PM
Last Updated: 5/6/2014 111724 AM

Job Name

Eastlake HS Phase lll (11-267) -- Credit Card Receipts -- (6-10-

Last Updated: 12/16/2013 12.14.05 PM

m | - Credit Card Receipts - (6-10-2014)

Delete

Friendly user tabs were designed to make navigating

The Home tab will direct you to the home page that you
see upon signing into the system.
Manage Jobs
The menu items on the green menu bar to the left
Manage Users consist of administrative items such as Form
Management, Manage Contacts, Manage Jobs, Manage

Manage Vendors Users, Manage Vendors and Search.

Search Only the user(s) with the Employee Role will be
allowed to see and use the Public and Apps sections
of the navigation pane.

Jobs

The Public section consists of Jobs, Issues, My Forms
Issues and Documents.

My Forms

When activated, each tab will display a menu of
functions to choose from.

Documents



EDITING ADMIN

By clicking on the person icon the administrative user will
be allowed to Edit the logged in employee. The following
screen will appear where you can edit any or all information
pertaining to the logged in user as seen in the following
example.

Account Information

UserName

jrusso@primtek.net

First Name




In the Site Settings section as seen in the example below, the Submitted Forms To Me
button can be turned to the on or off position only by the user. Administration cannot

modify this button.

This feature allows you, the user, to choose whether or not you want to be cc’d on this form
or not. It can be changed for every form.

Site Settings

|| OFF

E-Signature Clear

Use the mouse to sign the form on the signature line. If you wish to clear your signature and
try again you can do this by clicking the Clear button. Your previous attempt will be cleared
so that you can resign the form.

If any changes have been made, click on the Save button and the changes will be saved into
the system. Click on the Cancel button if there are no changes to be made. You will then be
directed back to the Home dashboard.

There will be a fading blue bar at the top right of the page Success, User has been updated!
with the message that the user has been successfully

updated.




ADMINISTRATIVE

When you click on the white arrow to the left of
the Form Management bar you will be given the
following menu options.

When you click on the white arrow to the left of

Manage Forms the Form Management bar you will be given

these menu options.
Manage Categories When you click on the white arrow to the left of

the Form Management bar you will be given the
List Table following menu options.

Clicking on the Manage Forms button will bring

Form Roles you to the All Forms screen as seen in the example
below.

List Categories

Manage Forms

In the following pages there will be examples to aide with creating new forms, editing forms,
and viewing the categories for the forms.

Forms are listed by Name, Description, Integrated, Reference Enabled, Routable and Active
Status with the option to Edit the form and/or view the Categorie(s) of the form.

If there is no edit button beside the form this means that the form can not be edited.



Show QU entries

¥ Name
Category 1 1 Yes
New 2 4 Yes
Paf 2 1 Yes
PadPicture Upload 2 Yes

Showing 1 to 4 of 4 entries

Is Active

Show In-Active?

If you choose to edit a form click on the yellow Edit button to the left of the form the you

wish to edit.

You will then be directed to the following screen where you can edit the information.

After the information is edited click on the green Submit button.

IssueTest @

0 Form e Categories e Questions ° Form Information

nable Referen

Activ

Add new categories to existing user forms?

Add new categories to existing job forms?

Add to all jobs currently missing this form?

Add to all users currently missing this form? m
&

5C3 Category 1 Make Routable
E-CIPdf 2

(3 Pdf/Picture Upload N s?7@
E-CINew 2

. Review

v

0 selected

e



Click on the blue Category
button beside the form

selected. You will then be Name
directed to the following
screen where you will be able T

to view the questions
associated with the form.

To do this click on the blue
Questions button to the left
of the form name.

The number in the small
black circle is the number
of questions that are
associated with that
particular form category.

o

You will then be directed to the following screen where the questions will be listed.

Show In-Active?
e sorc (D
vQ ion A Type Display Description Display Vendors Allow Duplicates Sort Order Is Active
Image Example Image Upload No No No 2 Yes
PDF Example File Upload No No No 1 Yes

Showing 1 to 2 of 2 entries




A new form can be created by clicking on the green Create New button at the upper left
hand corner.

You will then be directed to the following screen.

Follow the prompts on the screen to enter the information needed.
Enter in the name and decsciption of the form you wish to create.
Click on the Next button at the lower left bottom.

You will then be directed to the following screen.

Test [
o Form . Categories

If you click on the green New Category button you will be directed to the following where
you can enter the information in the spaces provided.

Click Save to save that information into the system.



Test m

o Form 2 Categories
N : Add Existing

Sort Order

Allow Duplication

n Back Next ﬁ

Click on the blue Add Existing button to be directed to the following screen.

Test m

° Form 2 Categories

Category

Category 1 =
n Back Next ﬁ

Click on the Next button to be directed to the next step in the process which will be the
Questions, as seen in the following example.



Test ()
o Form 0 Categories @ Questions ) 5

Select... 3

When you have
entered the information

into the spaces
Questior provided click on the
Sort Save button to save
e, T - the information into the
Type - system.
Allow Duplication
Details
Nencors Allow fesues Click on the Next
button at the bottom of
Is Required the screen and you will
- be routed to the
following screen where
you can view the Form
< next I8 Information.
Test (3
Click on the Next button © rom © categories © auestions @ Form Information

at the bottom of the page
to be directed to the
following screen.

Tokens Available (0)

Subject

Body

ﬁ Back Next E



This is the final stage of the Create New option.

In this screen you can review all of the information you have entered pertaining to your new
form.

Click on the green Submit button to submit the new form into the system. The following
vanishing message will appear in the upper left hand corner of your screen.

Test m

o Form o Categories o Questions o Form Information 5 Here you can SeleCt
features for the form.

Make Routable?

Be sure to select the
Worge Docs?@ active box in order to
make the form
discoverable

Enable Reference?

The features to the left
of the screen are for
editing previously
created forms. Emails
Add new categories to existing job forms? "Submit | pertaining to updated
forms can be sent
directly from this page.

Roles @ 0 selected s

Add new categories to existing user forms?

Add to all jobs currently missing this form?

Add to all users currently missing this form?

ﬁ Back

This box at the upper left hand corner of the page lets you
know that your form has been successfully submitted into the _

system.



The categories are listed by Name, Sort Order and Active Statue with the option to edit and/
or view questions for an existing category.

As in previous examples, if there is no edit button beside the category it can not be edited by
the user.

v Name Sort Is Active

Category 2 Y o
Category 4 Y Ouestion: .

: * =8
General In fo Y W

Click on the Edit buitton to the left of the category that needs to be edited. You will then be
directed to the following screen where the category form can be edited.

Edit Category Form
When all of the information is entered, click on

the Save button at the bottom of the screen.
The updated information will now be saved into
the system.

Edit

Name Employee

Click on the Questions button to be directed to
screen where you can view all the questions Sort Order
associated with the particular category.

Allow Duplication

Click on the Back To Forms button at the top
of the Category Form screen to go back to the
All Forms page.

Is Active v



The List table consists of the name of category
form with the option to create a new list table,
edit an existing one, and add selected files to
the form.

To the right of the form will be a number of
items associated with the category form.

To create a new List table click on the green
Create button. The following screen will appear
to the right of the List table categories as seen
in the example below.

List Tables

—— Excel (i)
- Import: SELECT FILES

Show entries Search: _
v Name
A —E_—1 [ List Item(s)
AA By KJ Uistitem(s)
AA ;.__1 ﬁ List Item(s)
asdfa _;;_‘ ﬁ List Item(s)
asdfasdf as dfas df : ﬁ List ltem(s)
Days of Week ”E_'j List Item(s)

Test | Ed | ﬁ List ltem(s)

Test 22 | Ed | ﬁ List Item(s)

Showing 1 to 28 of 28 entries

Enter the name of the new List Table in the space provided. Click on theblue Submit button.

If you click on the Cancel button, the Create New List Table screen will dissappear from the

side.

Click on the Select Files button to extract files from another location on your computer to
add to the form.

o SELECT FILES

Name

A Edit ﬁ List ltem(s)
AA Edit ﬁ List Item(s)

Create New List Table



Click on the List ltem(s) button the screen will appear as follows to allow you to view the list
items associated with the file.

List Tables

- Excel (i)
w Kapoit: SELECT FILES
Back &L

v Name Show EEIIEE entries

[ List ltem(s)
[ Fdit ﬁ List ltem(s)
| Edit ﬁ List ltem(s)

: 1 vel erat purus, nec aliquam elit
asdfa F ﬁ List ltem(s) - Edit T '

AA

AA

=2
asdfasdf as dfas df "o | ﬁ List ltem(s) “Edit | Aliquam rhoncus dictum libero, eget omare turpis vulputate laoreet
Days of Week Edit List Item(s) e Delete Maecenas id velit convallis dui ornare lobortis sit amet et nunc
Excellmport xisx u List Item(s) “EaT Donec malesuada libero eu leo rhoncus a egestas magna comn
Final Import | Edit | ﬁ List ltemn(s) ES Delete dsaf
e == ﬁ -t Showing 1to 7 of 7 entries

Here you can Edit or Delete selected files by clicking on the selected task button and
following the prompts.

The Edit selection will allow you to edit the selected item.

Click on the Save button to save the updated information into the system

List Tables

Excel (i)
22,

o — — _ slci!tntmg: Lorem ipsum dolor sit amet, consectetur adipiscing

v Name

Value

E @ List ltem(s) Lorem ipsum dolor sit amet, consectetur adipiscing elit
z Y .




Click on the Cancel button and you will be directed to the previous screen.

If you click on the red Delete button the following screenshot
sure you want to delete the item.

will appear asking if you are

If you hit Confirm, the item will be deleted from the

Are you sure? system.

If you do not want to delete at this time click on the
Cancel Cancel button and you will be directed back to the prior

Screen.

Form Roles are listed by Eo R e
Name and Description
with the option to Create
a New Form Role, and/or
Edit an existing one.

(e

Name

Form Role

Form Role

Name

Description

Description

Click on the Create button and
you will be directed to the
following screen.

Enter the information and click
on the Save button to save the
new information into the
system.

If you don’t want to save the
information you entered click
on the Cancel button to be
directed back to the previous
screen.



Click on the Edit button if you choose to edit an existing Form Role. You will then be
directed to the following screen.

After you have entered the information in FQ rm RO l £
the spaces provided click on the Save

button at the bottom of the page to update
the new information into the system. Form Role

Name FormSubmision

The following message will appear to let
you know that the information has been
successfully entered.

Description Can only submit roles

Success
(CLICK TO CLOSE)

If you have entered the information in error r—
and wish to go back, click on the Cancel [—Jm
button.

Categories are listed in the List Table by the Table Name with the option to View the Iltems
associated with the category.

List Tables

THESE TABLES ARE ADMINISTERED BY ENTERFACE; HOWEVER, YOU ARE ABLE TO ADD VALUES TO THE DIFFERENT TABLES.

Table Name

Autolncrement m

Click on the View Items button to see the items that are listed for that category. You will
then be directed to the following page.



Autolncrement

Value

To create a new list category click on the green Create New button at the top of the screen.
You then will be directed to the following.

Create

Code

IT 1S RECOMMENDED TO USE TWO HASHTAGS BEFORE AND AFTER WORD. (L.E. ##CODE##)

Value

It is recommended to use two hash tags before and after the code word.

After entering the information in the spaces provided click on the green Save button.

There will be a blue fading message, as seen below, to let you know that the information was
successfully submitted into the system.

Success
(CLICK TO CLOSE)

Click on the Edit button and you will be directed to the following screen where you can
update the information as needed.



All Contacts

Show entries Search

v First Last | Primary Addre City
Name Name  Title Phone ! e Phone Fax Numbe Address ZipCode
2
James Russo jrusso@primtek net 12343456456 12343456456 105 Business Denham 70726
Ave Springs —
James Doe johndoe@email com 12343456456 12343456456 105 Business Denham 70726
Springs ==
Fort Worth 6161
CEdit
(972)687 12222 Merit Dr Dallas 75251
9367 ==
P.O Box 40 Graha 04
CEdit
Kevin 214-879-0730 Dallas 24 -
Zablosky ===
Graha 0
CEdit
Adlington 6013

Pioneer
Parkway, Suite
H

When you have updated the information, click on the Save button and the updated
information will be saved into the system.

If you have entered the information in error or
don’t wish to continue with editing click on the Create New Contact
Cancel button and you will be returned to the
List Table screen.

Contact

MANAGE CONTACTS First Name

Click on the Manage Contacts menu bar to be R
directed to the All Contacts page where you

can view, create, and/or edit all contacts. .
itle

Contacts are listed by first name, last name,
title, email address, primary phone, mobile
phone, fax number, address, city and zip code.

Email

Previous and Next buttons that are located at

the bottom right of the page are designed to

help the user navigate through the contacts in

an easier yet efficient manner. Mobile Phone

Primary Phone

Fax Number




If there are more contacts when you get to the end of the page the Next button will be
highlighted. If there are no more contacts the Previous button will be highlighted.

This can also be done by entering the name of contact in the Search bar at the upper right.

A new contact can be created by clicking on the Create button in the grey area beside the
blue star at the top left of the page. You will then be directed to the following screen.

Enter all of the information into the spaces provided and click on the Save button.
The contact will now be saved into the system.

If you have entered the information in error or wish to discontinue creating a new contact at
this point, click on the Cancel button.

You will then be directed back to the All Contacts page.
Click on the orange Edit button to the far right of the contact you want to edit.
You will then be directed to the Editing page.

When you have edited all the information needed click on the Save button at the bottom of
the page and the information will be saved into the system.

MANAGE JOBS

When you click on the Manage Jobs menu bar you will be directed to the following page
which lists ALL JOBS.

—— s D

¥ Name Job Number Address Primary Phone Is Active

Eastlake HS Phase Il (11-267) 11.267 Yes
FBC of Jacksboro (11-265) 11.265 Yes
Jacksboro MSSES Demo/Parking (11-263) 11-263 Yes
James Bowie ES Renovation (11-270) 11.270 Yes

Lakeview Centennial HS (12-275) 12-275 Yes



All jobs are listed here by name, job number, address, primary phone number and the active
status of the job.

You will have the option to create a new job by clicking on the Create button at the top of
the page.

You will then be directed to the following page.

As seen in the example below, a Google Map will appear to the right which will allow you to
see the location of the

This location will also be
listed by longitude and
latitude.

Contact Select One

When all information is

entered correctly, click Job Number
the Save button to save
this job into the system.

Address 2

Country United States of America

If the information entered
is not correct or you do not
wish to save it at this time, click on the Cancel button.

Hold the cursor over a selected job and left click.

You will now be directed to the following screen where you will be given the option to Edit
the job, view forms, add forms, remove forms, edit forms, view vendors, edit vendors and/or
view issues pertaining to the selected job.

Editing Jobs

Below is the Job editing menu.

TR B e
View Forms Add Forms Remove Forms “

ssues

; Vendors I
Generate Document Structure m

Click on the orange Edit button if you choose to edit the particular job.



Forms for: Test Job

e sors (D
vid Name Description
46 IssuaTest Testing issues Submitted Forms

Showing 1to 1of 1 entries

You will then be directed to the following screen.
Enter all the information that you need to change or update in the spaces provided.

There is an Is Active button at the bottom left of the screen. This button can be moved
using your mouse to the On/Off position.

After you have entered the information click on the Save button at the bottom of the screen
to save the updated information into the system.

You will then be directed back to the All Jobs page.

Click on the View Forms button to view the forms associated with that particular job. You
will then be directed to the following screen.

The number in the small black circle lets you know how many forms are associated with that
job. If there is no number that means there will be no form.

In this screen you can view the Submitted Forms, View issues and/or Manage Category(s).

Click on the white Submitted Forms button and you will be directed to the following page
where you will see all the form submissions that are associated with this particular job.

Form Submissions For: Issue

o G s (D
ser Name Date Created 4 Date Submitted

No data available in table

Showing 0 10 0 of 0 entries

If there are no forms submitted there will have “No Data Available in Table” on the bottom .



If there are forms submitted there will be a blue Show Answers button to the right of the User
name with the PDF file available to

view Adding Forms to Job: Test Job

Click on the green Add Forms button

to add forms to a job. You will then be Create
directed to the following screen.

Form Select One

Enter the information in the spaces
prOVIded Form Categories:

In the emails area you can enter the

email recipient(s) that need to have P
thIS information pertaining tO ‘thlS JOb MULTIPLE EMAILS MAY BE INPUTTED, SEPARATED BY A COMMA ().
If you are entering multiple email save | [ cancer

addresses make sure they are
separated by a comma.

Click on the Save button at the bottom of the page and the information will be submitted
into the system.

If you have entered information in error, or choose not to enter the information at this time,
click on the Cancel button.

You will then be directed back to the All Jobs page. If you choose to remove a form from the
job click on the red Remove Forms button. You will then be directed to the following page.

Use the drop down bar to the right of the selected field to select the form that you wish to
delete from the job.

Once the form is
selected and you are
sure this is the form
that you wish to remove
click on the Save

Create button and the form will
be removed from the

Removing forms from: Test Jo

Caution! This will remove the ability to view submitted forms!

SelectedForms A - .— jOb-

Save ﬁ Cancel



If you are not sure that you want to remove this form click on the Cancel button.

Remember: Once you remove the form you will no longer have the ability to view this form.

Editing Emails

Click on the orange Edit
Email button if you need
only to edit an email.

Create

Forms —Select... | &

You will then be directed EmailAddress

to the fOIIOWIng screen. MULTIPLE EMAILS MAY BE INPUTTED, SEPARATED BY A COMMA ().

Select the form by using Saxe ﬁ Complete

the drop down bar to the
right of the Forms field. Enter the email address(s) that should be associated with this form in
the Email Address field.

Click on the Save button to submit the information into the system. When finished, click on
the Complete button. You will then be directed to the All Systems User page.
Documents

Click on the Generate Document Structure button to generate a document structure for
the form.

Forms

1 ==,
e——
View Forms Add Forms Remove Forms

Vendors

Forms

1 e ey
P—
View Forms Add Forms Remove Forms m

Jocuments Vendors Issues

C{‘no'a'p M"mon' S"umu'o m




Click on the View Vendors button and you will be directed to the following screen where all
the vendors associated to this job are listed by company name and contact name as seen in
the following example.

—— s D

v CompanyName Name

No data aailable in table

Showing 0 1o 0 of 0 entnes

To edit a vendor, click on the Edit Vendors button.

You will then be directed to the following screen where the subcontractor can be edited by
using the drop down bar to the right of the contractor field to choose the subcontractor that
you want to add to the job.

Add SubContractors to: Test Job

When the subcontractor is added
successfully there will be a blue fading
message in the upper right hand

Add

corner of the screen to let you know SubContractors 0 selected
that the vendor has been successfully
added' Save ﬁ Cancel

Click on the View Issues button. You will then be directed to the following page.

Show |EEEIER entres Search _

vid Form Name Job Date Created Assigned To Notes QA

3 ssueTest Eastiske HS Phase lll (11-267 5172014 admn notes Question 1 Edit T.\
5122014 admn Question 1: -



Issues are listed here by Id#, Form Name, Job, Date Created, Assigned To, Notes and Q/A.
You will also have the option to Edit the Issue and view the Issue document.

Click on the Edit button to Issue
the right of the Issue you

choose to edit. e

This will bring you to the sob: Esstake Ha Phase B (11:267)
following screen where you

can view the information such

as the Job, Form name,

Category, Questions, and

answers.

To edit the Issue Information use the drop down arrows to the right of the Priority, Status,
and Assign To areas. You can add notes to the Issue by entering the information into the
note space provided.

When you are finished click on the Submit space located in the grey area to the left.
You then have to click on the Submit Issues button as seen in the example above.

If submitted successfully there will be a blue fading message
appear in the top right corner of the screen. (CLICK TO CLOSE)

Upon successfully updating the Issue you will then be directed
back to the All Jobs screen.

MANAGE USERS

By clicking on the Manage Users tab you will be directed to the following screen where all
the system users are listed by User Name, First Name, Last Name and Locked out status.



Here you will have the option to create a new user or search for a particular user by entering
into the search field to narrow down the search.

o R | —
v UserName First Name Last Name IsLockedOut

admin Scott H

DemoAccount James

n D o

DemoAccount2 James

\ccount3 James Russo No
DemoAccountd John Doe No
garrettd G D No
Gdufrene Sarmett

jrodngue Leonard Benaly No
yusso Andres Cardona-Sanchez

sdufrene Scott Dufrene No

Showang 110 15 of 15 entries

You will be able to create a new user into the system or edit an existing one by following the
examples as seen in the following pages.

To create a new user, click on the Create New button in the All System Users page. You will
then be directed to the following page.

Enter the information in the spaces provided.

Click on the Save button and the new user information will be submitted and saved into the
system.

If you have entered the information in error, or if you choose not to submit the information
into the system at this time, click on the Cancel button.

You will then be directed back to the All Systems Users page.



Home Information

Home Phone

Home Address 2

Home Zipcode

Home Country

Business Information

Business Phone

Business Address 2

Business City

Business State

Business Zipcode

Business Country

To edit a user hold your cursor over the name of the user you choose to edit and left click.

This will bring you to the following which will allow you to edit that particular user, view
forms, add forms, remove forms and/or edit emails.

8 pl
Add Forms Remove Forms Edit Emails

Click on the edit button to edit the user.



E

In this screen you will be able to lock
the User and/or Reset their

R m ——— password. You will see the following

asking if you are sure and want
change the password.

Emall
Lmployeelode
First Name

Last Name 2
Are you sure?

Roles § selecred - I Cancel Confirm ‘

Form Roles J selecied

Forms

8 A I I
—
Add Forms Remove Forms

button to be directed to the following page where you can see all forms associated with the
particular form. The number in the small black circle is the number of forms that are
associated with the user forms.

Here you will have the option to View Submitted Forms, View Issues, and/or Manage
Category(s) by clicking on the selected buttons.



Forms
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View Submitted Forms View lssues [ q l; 0 s

View Submitted Forms AT . anag |- egory(s) |

Showing 1to 2 of 2 entries

T T T
To see the submitted forms click on the View Submitted Forms button.

You will then be directed to the following page.

If there are any forms that are submitted they will be listed on the page as seen in the
example below.

User Name Date Created 4 Date Submitted

No data avaslable in table

Showing 0 to 0 of 0 entries

Click on the View Issues button to see all the Issues that are associated with the form.

Click on the Manage Category(s) button. You will then be directed to the following screen.

Add Category(s) Click on the drop down bar to the

right of the All button as seen
above.

Make your selection and click on
the Submit button. The following
message will appear in a blue
fading bar as seen in the example
below.




