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CHAPTER 1
Overview and Installation

Welcome to OneForm Designer Plus E-Forms

Amgraf’s OneForm Designer Plus software is a complete designer package
for electronic forms. A single design file can be published to multiple media
formats as needed. It has both HTML and PDF e-form capabilities, PLUS the
addition of Amgraf’s MECCA III Business Forms Composition and Prepress
Software for the accurate design and output of conventional paper forms.

Paper business forms, especially internal forms, are prime candidates for
replacement with electronic forms. Using Amgraf’s OneForm Designer Plus,
paper forms can quickly be converted to e-forms with the following benefits:

e The look and feel of the paper form is preserved. This reduces design and
training costs, and allows users to gracefully migrate to electronic forms
as needed.

e OneForm e-forms are compatible with all Microsoft Windows PC’s,
and work great with Microsoft’s Internet Explorer Browsers.

e Existing form designs can be imported from almost any desktop publishing
or forms drawing system using our PDF import.

e E-Forms can be linked together, connected to databases, e-mailed, and
electronically signed and secured.

e When needed, a paper form can be printed on-demand.

e No filler software license fees are ever required to use the electronic forms
created with Amgraf’s OneForm Designer Plus.

OneForm Designer Plus (OFDP) is a complete e-forms authoring tool, with
features for the most demanding workflow projects. Because no filler software
licenses are needed, OneForm is also the most affordable solution for
enterprise-wide electronic forms deployment.

Electronic forms are generated as HTML pages with JavaScript coding for
intelligence. Also, intelligent PDF e-forms can be saved directly from OneForm
by using the optional PDF Forms Generator Module.

Software to simplify the online hosting of e-forms is also included with
OneForm Designer Plus. Internet server control scripts are automatically
generated for the rapid deployment of database-connected HTML and PDF
forms. The highly efficient Common Gateway Interface (CGI) scripts are
compatible with Microsoft and Unix web servers, and support most relational
databases including those from Microsoft, Oracle, and MySQL.

Server script generation is very easy. The E-Form Server Preferences panel is
used to quickly specify all of the server CGI scripts necessary to manage
databases; open, save, and e-mail e-forms; find and list saved e-forms; and to
perform XML data exchanges.

Chapter 1: Overview and Installation 1



Key Features for Paper Business Forms Design

Key Features for Paper Business Forms Design

Compose business forms with confidence. OneForm Designer Plus provides
the paper forms professional with all of the necessary layout and make-up
functions to compose multi-color/multi-part business forms in either Spot
Color or Process Color. Powerful drawing tools, along with a comprehensive
library of templates, fonts, borders, and pantographs, enable the efficient
creation of high quality cut-sheet, continuous, unit set, mailer, and other
business forms.

L[]

Import Pre-Designed Business Forms. The following formats can be
imported: Encapsulated PostScript (.eps), PostScript (.ps), Portable
Document Format (.pdf), and MECCA Graphics (.g).

Forms Design Tools. Not only do you have the standard Draw Line, Draw
Box, Place Text, Resize, Move, and Copy, you also have the extensive set
of business form drawing features found on MECCA III Systems such as
Scale, Rotate, Hold Position, and Step-and-Repeat, just to name a few.

Flat, Graduated, and Radial Screens. Screens can be placed within boxes
or any shape. They are controlled from 0% to 100% in 1% increments,
while the screen lineage can be as coarse as 20 lines per inch or as fine as
150 lines per inch. The operator can choose either a flat screen, a graduated
directional screen, or a graduation radiating from a specified center point.

Snap-to-Grid Background Reference. Business forms can be accurately
designed using the Snap-to-Grid and Window Zoom features. A grid of
printable reference lines can be displayed on the screen to force alignment
of items in the form. The operator can define the horizontal and vertical
spacing of the points. Business forms with exact typewriter or
computer-printer spacing in tenths and sixths are easily and accurately
created with this feature.

Borders and Pantographs. A wide variety of borders, pantographs, and
blockouts can be merged from the 120+ stock library included with the
package.

Color Separations and Layers. Thirty-two layers (overlays) are supported
for color separation and multiple-part forms. Text and rules can be assigned
to a particular layer, and the operator can choose to display or hide
individual layers or parts on the screen, as well as during printing. The
Output Specification panel makes it simple to image up to 32 color
separations in perfect registration on any PostScript device.

Barcodes. OneForm Designer Plus includes software and fonts for
barcodes: Postal Zip and FIM Codes, Code 39, Interleaved 2 of 5, Code
128, Codabar, UPC-A, UPC-E, and EAN-13 to name a few.

OFDP Getting Started — Ver. 8.0



About the Documentation

System Requirements

System requirements to install OneForm Designer Plus is a Core i3 class CPU
with a minimum of 4GB of RAM, SVGA Display, and an available USB port.
Running Microsoft Windows 7 or Windows 10. It is also necessary to have a
web browser, such as Microsoft Internet Explorer, installed prior to installing
OneForm Designer Plus.

The complete installation of OneForm Designer Plus takes up approximately
400 MB of hard disk space.

If using OTF fonts with our optional typesetting features, Adobe Type Basics
OpenType Edition is required.

PDF E-Forms require Adobe Acrobat Professional Edition V9.0 or higher.

About the Documentation

OneForm Designer Plus comes with six manuals in PDF format, expanding
on the two printed booklets. These files are located in the OneFormPlusDoc
directory.

Getting Started covers the software installation, basic tools, and system
requirements.

Business Forms Composition and Typeset Output is designed to give you
all of the details concerning the menus controlling illustrating and drawing of
business forms. It includes several tutorials and complete details of usage for
all drawing tools and menus.

Creating Electronic Forms covers the basic steps for creating electronic
HTML forms and what is needed for generating HTML forms. It includes
tutorials for creating e-form fields with complete details on the associating
data tables and necessary CGI scripts.

Server Setup explains how to setup an e-forms local internet server for testing.

Business Forms Catalog describes the library of 100+ pre-designed electronic
business forms provided with the OneForm Designer Plus software. These
forms are indexed in 37 categories. They can be copied, opened, modified,
and customized to create new forms.
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Installing OneForm Designer Plus

Installing OneForm Designer Plus

Installing OneForm Designer Plus is very simple. It creates a directory called
\Amgraf\OneForm under C:\Program Files(x86) unless told otherwise.

Installing on your Windows System

e Start Windows as an Administrator.
e Insert the disk into the DVD drive.

e Click the Install button on the dialog and follow the instructions in the
dialog boxes.

When finished, also install the software for the Software Security Device
WIBU-KEY. This is done by locating the file named "WkRuntime.exe" on the
disk and installing the WibuKey application. Please see the separate WibuKey
Software Installation Guide.
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Software Security Device Needed

Software Security Device Needed

After installing OneForm Designer Plus, you must plug in the software security

device into a USB port. This device is needed to open the OneForm Designer

Plus software. The security device driver and software is supplied with the

OneForm Designer Plus software.

The security device (WIBU-KEY) will need the following setting adjusted

after installation. Do the following:

1. Select Start, Settings, Control Panel

2. Select the WIBU-KEY option in Control Panel.

3. Select the Network Tab in the settings dialog.

4. Make sure in the WIBU-KEY Subsystems section that the Local (Kernel)
is the only item checked. See Figure 1-1.

2. WIBU-KEY Software Protection: Test and Settings

Contents  MNetwark llnstall ] About ]

WikMet Server Files
Application WwkMet Server File Add

I

| | Browse. ..

Uzer Specific -

WIBU-KEY Subsystems WikLAM Server Search List
Local [Kemel) Server Mame/|P address Add
[ wikLAN

WhLAN Port Address

| Browse. .
ok | Cancel | | Help ‘

Figure 1-1: Set the Security Device to ""Local (Kernal)"

Ui
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Technical Support

Technical Support

Amgraf provides technical support for registered users. Just call Amgraf
Technical Support at 816-474-4797 for assistance. For the most efficient
response, please have the following information on hand and be at your
computer when you call:

e OneForm Version Number. This can be found in OneForm’s About.

e Monitor Type and Resolution. This can be found in Window’s Settings,
Control Panel, Display, Settings.

o Amount of RAM. This can be found in Windows, My Computer, Properties.
You get to it by clicking the right-mouse button.

You may also contact Amgraf support by e-mail at support@amgraf.com.
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Installing the Fonts on a Windows

The Importance of Font Setup

OFDP is compatible with two types of fonts, OpenType and TrueType.
Understanding fonts can help you determine what type of font to use.

OneForm’s font default is TrueType Arial.

The fonts must be installed into Windows before OneForm Designer Plus can
find them. Use the standard Windows method found under Control Panel,
Fonts to install the fonts.

Once the fonts have been installed, they will appear in the OneForm Designer
Plus Font Setup list for their respective type: OTF or TrueType.

If you need more information, the basic concepts that are important for setting
up and using fonts follow:

e Installing the Fonts on Windows

e Font Mnemonics Need to be Established

e Setting Up Fonts in OneForm Designer Plus

e Barcode Fonts Supplied with OneForm Designer Plus
e Winfontsl.ini File

e Matching MECCA System Fonts to OneForm Designer Plus

Installing the Fonts on a Windows

Start, Control Panel, Fonts.

The Install New Fonts option is found under the File menu.
Choose Browse and locate the directory source of the new fonts.
Select all of the fonts from the Source list.

Check on the option "copy fonts to Font folder".

IO e

Click [OK] to start the install font process.
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Setting Up Fonts In OneForm Plus

Font Mnemonics Need to be Established

OFDP requires that you assign a unique font mnemonic (2 to 15 characters)
for each font that will be used, so decide what you are going to use as font
mnemonics. The OneForm software recognizes fonts by their assigned
mnemonic and not by their Font Name. OneForm Designer also has a
requirement that one of the fonts be assigned a ge font mnemonic. It is reserved
for one of the following: TrueType Arial or OTF Helvetica.

OTF fonts are always read first by the software, then Truetype. This causes
the OTF to be used when font mnemonics are the same for both OTF and
TrueType. This can be avoided completely by making sure that the font
mnemonics are not duplicated. For example, you could name the OTF (ti) and
the TrueType New Times Roman (titt).

Setting Up Fonts In OneForm Plus

The OneForm Font Setup option updates the Text Tool’s font selection list
and insures an accurate font display and output. Within File, Font Setup, there
are two setup options: OTF Font Setup and TrueType Font Setup. If you plan
on using both font types, setup both.

Let’s look at the TrueType Font Setup. The following dialog will appear listing
all TrueType fonts available. Sorting by Font Mnemonic will bring all fonts
without a mnemonic to the top of the list. Those you want to use will need to
have unique font mnemonics assigned.

Font Mapping

windows Font Name | True Type Name | Family M ame | Faont kn | Style Mn | »~
Book Antiqua (B oldltalic) Boaok Antiqua
Book Antiqua (Italic) Book Antiqua
Book Antiqua Boak Antigua
Courier Mew [Bold] Courier Mew cott b
Courier Mew [Boldltalic) Courier Mew cott bi
Courier Mew [Jtalic] Courier Mew cott i
Corier New Courier New cott n
Avrial [Bold) Airial ge b
Arial [Boldltalic) Avrial ge bi
Avrial [[talic) Airial ge i
Arial Avrial ae n
Symbal Symbal ym n
Times New Roman [Bold] Times Mew Roman Litt b
Times New Roman [Boldltalic) Times Mew Roman Litt bi
Times New Foman [ltalic) Times Mew Roman itk i
Times New Foman Times Mew Foman itk n v
Font knemonic: | Style: j

The Quick Brown Fox
Sample:

[ Allow Mnemonic in Multiple Families

Cancel Madify Fort Add Default Fontcodes Help | ok |

Figure 1-2: Font Setup Dialog Box
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Winfontsl.ini File

Do this by highlighting the font and filling in a font mnemonic and style
choice. You will see it update as you select [Modify Font]. Fonts are seen as
families. The program will try to locate all associated styles within the family
and assign the proper style mnemonics. It will not let you reference fonts it
sees as different families with the same font mnemonic, without checking
Allow Mnemonic with Multiple Families first.

Click on [OK] to save the changes. You must Exit out of OneForm Designer
Plus and restart for it to see the newly setup fonts.

Selecting [Add Default Fontcodes] will assign mnemonics to all fonts known
using Amgraf’s defaults.

The Font Mapping dialogs update a configuration file: winfonts1.ini.

Note 1: For True Type fonts to be seen in the Text Tool’s font list, the Fonts
Setup, Allow True Type Fonts option must be checked. Also, you must Exit
out of OneForm Designer Plus and restart for it to see any newly setup fonts
in the Text Tool’s list.

Note 2: If a True Type Font is given the same mnemonic as a OTF Font, the
OTF will be used instead. It is best not to use duplicates.

Barcode Fonts Supplied with OneForm Designer Plus

The Draw Barcode option requires installation of the Amgraf Barcode OTF
Font Library. They can be found in the OneForm directory under BarcodePS.
These fonts must be installed as any other. The font mnemonics must be
assigned automatically by choosing [Add Default Fontcodes] during
OneForm’s Font Setup.

Winfonts1.ini File

The winfontsl.ini file is an important configuration file that contains all of
the fonts that have been setup through the OneForm Designer Plus Font Setup.
If you are having a font issue, this would be one of the places to look. You
can get to this file through the menu Options, Program Options, Direct Edit
Config Files, Edit Winfontsl.ini. This will take you to the folder holding the
winfonts1.ini file.

When selecting a Font, the software looks at the winfontsl1.ini file, searches
for the mnemonic and then displays the first font with that mnemonic. OTF
Fonts are always displayed at the top of the file. This implies that if you have
two fonts with the same mnemonic, one OTF and one TrueType, the OTF font
will always be used. To avoid this altogether, do not use duplicate mnemonics.

Winfonts1.ini is an ASCII file. The OTF font string is different than TrueType.
OTF begins with the mnemonic first. This is generally 2-5 characters. It is
followed by the Font style. For example "n" would represent normal while
"b" would be bold. The Font family and name are next, followed by the location

of where the font’s file resides on your system.
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Matching MECCA System Fonts to OFDP Fonts

=
File Edit Format View Help
upca m=UPC-A_095 Barcode (Medium);;C:\windows\Fonts\UPCA M_0.otf B

upca n=UPC-A_100 Barcode; ;C:\windows\Fonts\UPCA_N_0.otf

upca b=UPC-A_105 Barcode (Bold);;C:\windows\Fonts\UPCA_B_0.otf

upca xb=UPC-A_110 Barcode (Bold);;C:‘\windows\Fonts\UPCA_XB_0.otf

upca hv=UPC-A_115 Barcode (ExtraBold);;C:\windows\Fonts\UPCA_HV_0.otf
upca bk=UPC-A_120 Barcode (Heavy);;C:\windows\Fonts\UPCA_BK_0.otf

upce vI=UPC-E_080 Barcode (ExtraLight);;C:\windows\Fonts\UPCE_VL_0.otf
upce th=uPC-E_085 Barcede (Thin);;C:\windows\Fonts\UPCE_TH_O0.otf

upce 1=UPC-E_090 Barcode (ExtralLight);;C:‘\windows\Fonts\UPCE_L_O.otf

upce m=UPC-E_095 Barcode (Medium);;C:\windows\Fonts\UPCE_M_0.otf

upce n=UPC-E_100 Barcode; ;C:\windows\Fonts\UPCE_N_0.otf

upce b=UPC-E_105 Barcode (Bold);;C:\windows\Fonts\UPCE_E_0.otf

upce xb=UPC-E_110 Barcode (Bold);;C:‘\windows\Fonts\UPCE_XB_0.otf

upce hv=UPC-E_115 Barcode (ExtraBold);;C:\windows\Fonts\UPCE_HV_0.otf
upce bk=UPC-E_120 Barcode (Heavy);;C:\windows\Fonts\UPCE_BK_0.otf

uspsimb n=USPSBarCodel_T1PS (Medium);;C:‘\windows\Fonts\USPS4CB_0.otf

zip n=ZIP-Barcode; ;C:\windows\Fonts\ZIP_N_.otf
[FONT_SUBSTITUTION_TRUE_TYPE]

ge n=Arial;Arial;C:\windows\Fonts\arial.ttf

ge b=Arial (Bold);Arial;C:\windows\Fontsharialbd. ttf

ge bi=Arial (BoldItalic);Arial;C:\windows\Fonts\arialbi.ttf

ge i=Arial (Italic);Arial;C:\windows\Fonts\ariali.ttf

ge hv=Arial Black (Heavy);Arial Black

an n=Arial Narrow;Arial Narrow;C:\windows\Fonts\ARIALN.TTF

an b=Arial Narrow (Bold);Arial Narrow;C:\windows\Fonts\ARTALNB.TTF J
an bi=Arial Narrow (BoldItalic);Arial Narrow;C:\windows\Fonts\ARIALNBI.TTF
an i=Arial Narrow (Italic);Arial Narrow;C:‘\windows\Fonts\ARTALNI.TTF =

4| | Moz

Figure 1-3: Example of the "winfontsl.ini'" File

TrueType is different. It lists the Font name and then the family and makes
no reference to the location of the font.

Matching MECCA System Fonts to OneForm Designer Plus
Fonts

It is necessary to convert the MECCA System laser.sub font list to insure the
font mnemonic/style selections for fonts are the same on OneForm Designer
Plus as are on the MECCA Systems. A mismatch can cause fonts not to be
found on OneForm Designer Plus when loading in existing MECCA graphic
files.

1. Install Fonts into Windows.

2. Locate the existing MECCA System laser.sub file. It is in the \usr \mecca
\fonts \fontinfo directory.) Copy the laser.sub file to the Windows
computer and place in the \OneForm \fonts \fontinfo directory.

3. Start up OneForm Designer Plus and access Font Setup option under the
File menu. Choose OTF Font Setup. This dialog will list all fonts which
are seen. For those fonts which have already been mapped to the
winfonts1.ini, the font mnemonics and styles will be shown.

4. Go to the section for "MECCA III Fonts Only" and click [Merge]. Now
locate the laser.sub file which you copied to the fontinfo directory.
This will assign the font mnemonic/style to the new fonts listed in the
font setup menu instead of you having to physically choose each one.

5. [Okay] the Font Setup. This will update the winfontsl.ini file with the
same font mnemonics as are on the MECCA Systems for a smooth
transition. Exit out of OneForm Designer Plus and restart.
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OneForm Designer Plus Profile

OneForm Designer Plus Profile

The OFDP Set OneForm Profile designates menu settings according to the
type of forms needed: E-Forms and Portal Forms are the most common. These
profile selections are found under the Options, Program Options menu and
defaults to E-Forms.

When Portal Forms is selected, dialogs appear for managing the forms

G
OHE]
=5

7z Untitled - OneForm Designer Plus

File Edit Beusuyt=¥ Draw Modify View Window Help

L, EFarm Options 3 b = * & . | Lrial
= Drawing Opkions 4 _4\ _4\ |
\t;% Program Options 4 Set OneForm Profile L4
Grid Options P v Save View Settings on Exit Skationery Forms [h
Sef Layers OnfOFF Save Component Settings  *| oML Forms
Internet Settings 4
Accessibility Options  # . KML Workflow Forms
v Auto Save Report Designer Forms
Fun Auto Save Mow Managed Forms
Key Mapping Portal Forms

‘Workflow Enabled Faorms
Use External Editor

v Use Advanced EIF Prop Edit

Deactivate Program
Diagnostics 3

Figure 1-4: E-Forms is the Default

Note: If changing your profile, OneForm must be exited and restarted for the
change to be applied.

Other Profiles

Stationery Forms: The OFDP Stationery Option uses this profile.

OML Forms: The free OneForm Manager Light Option uses this profile.
XML Workflow and Report Designer are custom features.

Managed Forms, Portal Forms, and Workflow Enabled are options that control
the OFDP Forms Portal.
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CHAPTER 2
Getting Aquainted with OneForm Designer Plus
Starting OneForm

After you have installed OneForm, you’ll see the OneForm program listed
under Programs: OneForm Designer Plus.

& Internet Explorer

rﬂ Rloaial @B Microsoft Security Esssntials

— (S

! % Documents f:—-iv_i CneFarm Cesi

e 4o Remote Assistance
© G» Settings b I WIBL-KEY ’
% ® I windows Media »
Y Search [T windows Powershell 1.0 »
(=t
E u. Help and Suppart @ Windows Madia Player
o g ﬂ windows Messenger
=g =7 Run... L windows Movie Maker
nf
= Jwindows Search
.g [ ="l Log Off Administratar, ..
£
3 O Turn OFF Computer...
¥
1y start

Figure 2-1: Go to Start, Programs, OneForm

Open OneForm Designer Plus by clicking the Start button and then pointing
to Programs and clicking OneForm Designer Plus. When OneForm Designer
Plus loads, it is ready for you to create a new file or open an existing file.
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OneForm’s Main Window

OneForm’s Main Window
OneForm’s main window is similar to most other Windows applications.

Take a few minutes to acquaint yourself with OneForm’s main window and
the many features it has to offer.

Title Bar Displays the software and project name.

Menu Bar Holds drop-down menus that offer additional options
not found on the Tool Bar.

Tool Bar Contains buttons that easily access tools and options.

Hint Bar Prompts the user what to do. It also displays the Cursor

Location, Line Direction Lock, Grid and Component
Snap, and Part Number and Layer Displayed.

e T e e eSS Title Bar Holds File Name CEE
Fle [de Options Oraw Modfy Wiew Window Help
Ehla i BHAQAEEPT [ ee=and@ 00T
© - Page to Draw On 3
S B
e % To
= = Diate Time
Oliml WHILE YOU WERE OUT
Lz
D
AR
] B e Wik EARL A
ﬁ k‘; VRN
N & Messane
% F"
]
ﬂ"
&
=
-~ %
@ ] ¥
o e < Hints and Information Bar FAILL Ak on G Off[Congtnes On 55, 1.5

Figure 2-2: OneForm Designer Plus Has Many Form Design Tools
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Creating a New File

Creating a New File

OneForm Designer Plus by default creates (.elf) electronic form files that can
hold field components. You may also create graphic drawing files that have
no fields. The following file extensions are recognized:

.g —  OFDP Graphic Drawing Files for Printing
elf —  OFDP Electronic Form Files

Start out by selecting the [New File] tool and setting up the drawing properties.

New Drawing Setup
File Name: [ untitled.elf Date Initislized: |02/27/2011 16:30:31 Okay |
Operator 10 | Job Number: |D Carrael]

Unitz:

Form*wfidth;  |8.5i Form Depth: 111
Form » Origin: | Oi Form ' Origin: - {0i

Colar Model: |Process Color j

Inches hd

EzE

Comments: |New Drawing

Figure 2-3: Use the [New File] Tool

The file will be named "untitled.elf" unless you rename it here, or use the
Save As menu later. When you type in a new name, use an extension.

File Naming Conventions: The file name is very important to the whole
process. It is used as the basename for any other files generated. The convention
needed for OFDP e-forms is an alpha/numeric name with no spaces or
punctuation. Also, the file name should be at least 3 characters, start with an
alpha character, and use the extension of .elf (for electronic form).

If you are creating files just for printing, you can use any amount of
alpha/numeric characters and end with the extension of .g (for graphics art).

[Okay] your settings. This will display a blank page on your screen. You are
now ready to draw lines, text, boxes, and fields onto the page.
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Select Cursor Controls

&2 untitled.g - Onelorm Deskner Plus

Fle [de Options Oraw Modfy Wiew Window Help
Cha i BHAQQREF T [ e ==xandd B0 T™

W - -

This will create an 8.5" x 11" page.

E] Use the OFDP drawing tools to

= draw your form on the page.

= i=

D

a®

B =

e

éﬁé =

4]

o)

3

b ]

-~ %

@ ] ¥
hitut Functin Process CMTE P ALY A ow o refiost OfffCompnes On 14005, 6.721

Figure 2-4: A Page is Created to Work On

Basic Drawing Tools

The drawing tools are easy to work with. For lines, simply choose Draw Line
and make two individual picks; the start and end of the line. Boxes and
Rectangles need two diagonal corners. Interactive Text just needs a pick for
the position and you are ready to start typing. To quit out of text input, toggle
off the Text Input tool or click your right mouse button to display a Pop-up
menu and select Done.

" | Draw Line
A1 Text Input
Draw Box

Draw Rectangle

e

Figure 2-5: Tools for Creating Lines, Text, Boxes and Rectangles

Other drawing tools on the vertical Tool Bar include: Draw Circle, Draw
Spline, Draw Area, and Add Logo.
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Text Editor Tool

Select Cursor Controls

R

Figure 2-6: Select Cursor is Used to Modify Components

Clicking on a component with the Select Cursor will initiate the Click-Drag
feature. Once a component is selected, the keyboard arrows nudge the
component. The amount can be controlled by inputting a value.

Box/Field Vector (Line)

Handle Click/Drag -> Move Click/Drag -> Move

Inside Click/Drag -> Move EndPoint Click/Drag -> Resize Line

Shift Click/Drag -> X/Y Constraint EndPoint Shift Click/Drag ->

Ctrl Click/Drag -> Handle for Resize Move Endpoint

Ctrl-Alt Click/Drag -> Copy Shift Click/Drag -> X/Y Constraint
Ctrl-Alt Click/Drag -> Copy

Text Raster (Logo)

Handle Click/Drag -> Move Handle Click/Drag -> Move

Inside Click/Drag -> Move Inside Click/Drag -> Move

Shift Click/Drag -> X/Y Constraint Shift Click/Drag -> X/Y Constraint

Ctrl-Alt Click/Drag -> Copy Ctrl Click/Drag -> Handle for Resize

Dbl Click -> Edit Ctrl-Alt Click/Drag -> Copy

Text Editor Tool

There are two methods for inputting text: Interactive or Text Editor. When the
Text Editor is off, the Interactive mode is in effect. The Text Editor can be
turned on and off by toggling the Text Editor tool.

Figure 2-7: On the Top Tool Bar is the Text Editor Selector

When using the Text Editor, you simply choose the Text tool and pick the
position in which you wish to place text. As long as you have the Text Editor
turned on, NotePad will appear each time you begin placing text and each time
you edit.
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Pop-Up Menus

Pop-Up Menus

Pop-up menus contain a wide variety of options specific to the current
component or tool chosen. The pop-ups can be accessed by a right mouse
click.

The Pop-up menu holds many options that aid in modifying properties or
positioning the component.

The following pop-up menu is associated with Lines. Use the Select Cursor
tool to pick an existing line. Then, right-mouse to access the pop-up options.

_/—"'_'_'_/-'_'_'_f'—'_'_ﬂ

Vecktor Properties
///h Location Properties

Breal: Line

Trim Line

Maodify End af Line

Move End Point Line

UnSelect Line

Horizonkal Only

YWertical Only
Conkinue

Figure 2-8: Pop-Up Menus Hold Many Varying Options

Each component’s pop-up menu (along with associated Hot Keys) are
discussed within the Business Forms Composition manual.
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Saving a New File

Saving a New File

Using the [Save] tool brings up the standard Windows dialog box if the file
has not previously been given a name. Afterwards, it will simply save the file
and overwrite with the current version.

-z unthtled.g « Onoform Dusignar Plus

Figure 2-9: Use the [Save] Tool
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Quitting and Saving

Quitting and Saving

You can close OneForm Designer Plus in one of three ways. If you have
forgotten to save any changes before quitting, the program will respond with
a "save changes" message.

e Choose the Exit command in the File Menu.

e Click on the Close Button.

You can also Save Files in one of three ways:

e Choose the Save or Save As command in the File Menu.
e C(Click the Save Button on the Tool Bar.

e Use the power key [Ctrl]-[S].

OneForm’s Auto Save

As you work, there is an Auto Save that saves changes automatically to a
temporary file. If your software should shutdown while working on a OneForm
project, this file will be available.

Immediately after, when either New or Open is chosen, you will be asked if
you want to keep the auto saved file. Say "Yes" and look it over after loading,
then use "Save As" and resave using the original file name and continue
working.

OneForm’s Drawing Backup

There is also a drawing backup folder where files get saved when closing the
software. These files can be located by going to Options, Program Options,
Explore Drawing Backup Folder menu.

If you see a file you need, copy it to your desktop. Rename it and take off the
GUID number before opening.
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Opening a File From the Library

Opening a File From the Library

There is an extensive library of forms ready for you to use. They can be
customized for your particular needs. See the Business Forms Catalog for
examples of each form.

OneForm’s library is located in the folder Amgraf/OneForm/Forms_Lib
within C:/Program Files(x86). It contains a wide variety of forms in many
categories. Notice that each form is in its own folder. This is necessary for
containing the files created when generating an electronic form.

You will not be able to save over these files, so use SAVE AS to save into
another location such as My Documents.

e Accounting

e Promissory

e Automotive e Proposal
e Bill of Lading e Purchase
e Bill of Sale e Quotation

e Change Order

e Real Estate

e Collections * Receipt

e Credit e Receiving
e Delivery e Reply

e Employee e Requisition
e Estimate e Restaurant
e Expense e Service

e Fax e Shipping

e Inventory e Signature
e Invoice e Statement
e Medical e Stock

e Memo e Transmittal
e Order e Travel

e Packing e Work Order
e Payroll

Chapter 2: Getting Aquainted with OneForm Designer Plus
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Opening an Existing Form

Opening an Existing Form

Select the Open File Folder Tool to open an existing form. The Open File
dialog box takes you to the last directory you were in. The form library is
located in the OneForm/Forms_Lib directory (below is the full path). The first
directory in the form library is the Accounting category.

To open an existing accounting form double-click the accounting directory,
this will take you into it, and you will see eight additional folders, one for
each form designed for accounting. Double-click on acountO1 and select the
acount01.elf and Open.

',_—';'C;\‘lwun Fllesmgrafidnel armiform_Liblaccountinghacount0 1 \acount01.elf : Onelerm Designar Flus
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Figure 2-10: The Forms Library Contains a Wide Variety of Forms

Below is the full path of the Accounting Form directory:

C:\Program Files(x86)\Amgraf\OneForm\Forms_L ib\accounting\acount01
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Opening an Existing Form

Opening an existing form will place you in the main drawing window ready
to make any changes necessary.

%2 €:Wropram Files\imgrafiOnelorm\Form _Lib\accountinglacauntD1\acount01.alf - Onelorm Dasignor Plus

Fle Cde Options Oraw Modfy View Window Helo
SR 4 @0 G 8@y [ ele exam
218
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A
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i h Withholding 'ﬂ
E E Sacurty Conmb D TOTAL FOR
= Empioyoes Social 1st QUARTER
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Figure 2-11: The Accounting Form
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CHAPTER 3

The Tool Bars
The OneForm Designer Plus tools help you perform common tasks quickly.
Each of them also have right-mouse pop-up menu options available. The basics
of the tools are described in the following usage groupings:

e File Function Tools

e Basics for Drawing New Components

e Basics for Modifying Existing Components

e Select Cursor Controls

e Move, Copy, Scale, Rotate

e Accuracy Controls and Undo

e Cut and Paste Tools

e Zooming Tools

e Using the Text Tools

e Setting Properties Before Drawing

e Eletronic Field and Form Tools

[1] % b

=
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Figure 3-1: The Tool Bars are Active after Starting a New Form
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Creating a New Form File

File Function Tools

Figure 3-2: New / Open / Save / Print

The File function tools are the shortcuts to New, Open, Save and Print. New
File creates a new graphic file which is an 8.5" x 11" page for you to start
designing your own form. The Open File tool allows you to browse through
your directories to open existing graphic files. Save File will save the current
version under the existing file name, and Print takes you to the standard
Windows Print dialog box for proof printing.

Creating a New Form File

Selecting New immediately brings up a Set New Drawing Properties dialog
box for naming the new file. This dialog allows you to setup the properties
pertaining to the new file.

New Drawing Setup

File Mame: [ unititled.elf Date Initialized: |02/27/2011 16:30:91 Okay |
Operator 1D: | Job Mumber: |D Cancel

nits:

Form ‘idth: | 8.5 Form Depth 1
Inches =
Farrn ¥ Qrigin: | 0i Form % Origine | 0i

Calor Model: | Process Color j

s

Comments: |New Dirawing

Figure 3-3: Setup Drawing Properties Dialog

The file created can be either a graphic file (.g) or electronic form file (.elf)
ready for drawing artwork and fields according to your OneForm Profile.
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Creating a New Form File

Before selecting [Okay], you have an opportunity to setup the following items:

File Name: The file name is very important to the whole process. It is used
as the basename for any other files generated. The convention needed for OFDP
e-forms is an alpha/numeric name with no spaces or punctuation. Also, the
file name should be at least 3 characters, start with an alpha character, and
use the extension of .elf (for electronic form).

If you are creating files just for printing, you can use any amount of
alpha/numeric characters and end with the extension of .g (for graphics art).

Date Initialized: This is the date the file was originally created. The date is
generated by the computer and cannot be changed.

Operator ID and Job Number: Here you can input names and job numbers
to assist in production management.

Form Width and Depth: This determines the size of form you are creating.
The default is in the Units of points. You can change this to inches.

Form X Origin and Form Y Origin: This represents the location of the
form’s lower-left corner in the window display.

The options for Color Model, and Layer Color all deal with Color display
and printing. You are able to create either Process color, Spot color, or RGB
color files. The difference in printing techniques are significant and affect the
creation and output process. "Process" color is based on a Color Number made
from the four colors: cyan, magenta, yellow, and black. Whereas, "Spot" color
refers to a pre-mixed ink color number (FCP number) and is controlled by our
Layer attribute. For HTML e-forms, the "RGB" (Red, Green, Blue) color model
works well. See Business Forms Composition, Working with Color for more
information.

Comments: This is a handy place to keep comments concerning production
of the job.

You can modify the Drawing Properties through the Options, Drawing Options,
Drawing Properties menu.
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Opening an Existing Form File

Opening an Existing Form File

When you click Open on the Tool bar, you are opening an existing file. It will
bring up a dialog box listing all valid files in the last directory opened.

The standard OneForm Designer Plus can open two types of files:

.9 — OFDP and MECCA Graphic Files
elf — OFDP Electronic Form Files

You may look in another location by clicking the Folder dropdown field and
double-clicking the name of the folder that contains the file you wish to open.
Continue doing this until you get to the folder which holds your file. Then,
in the list of files, click the file name and select [Open].

|lf} My Documents ﬂ = =% Ef-

bioxes.g
exercisel.g

samplel.g

File name: |sample1 g
Files of type: |4l OneForm Files [*.g:" elf | Cancel

[ Open as read-only

Figure 3-4: Open Files Dialog
You can also back out of the current folder by clicking the Close Folder icon.

A Shortcut: If you have opened the file recently, it may be in the file name
list in the bottom of the File menu. There will always be a list of the last ten
files opened. Just select the name from the list.
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Saving and Proof Printing Your File

Saving and Proof Printing Your File

When you select Save, the action is immediate. You are overwriting an existing
file with the current version.

The Save As allows you to save items under a different name. Here you have
an opportunity to give it a new name or save it in a different location. Use
"Save All Components" to save the entire file. The Save As has many other
saving options such as Save Only Grouped Components, and Save Only
Current Layers. All of the save options are explained in the Business Forms
Composition reference manual.

When naming files remember to use the file naming conventions described on
page 27.

Printing the Form

When you select the Print Form you will be printing through Windows Print
Manager. File’s Print option includes the standard Windows Print Manager:
Print, Preview and Print Setup.

You can use your View selections to print the form with fields (Normal Fields)
or without fields (No Fields).

Printer

M arne: Herox DocuPring N2125 PS5 Froperties...

Status: Ready

Type: #erow DocuPrint M2125 PS

Where:  IP_139

Commert: [ Prirt to file

Frint range Copiez

v Al Murmber of copies: 1 :

~

- LI
ITI Cancel

Figure 3-5: Windows Print Dialog
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Drawing New Components

Drawing New Components

/ Draw Line

(1R i Input Text
Draw Box

Draw Circle

Draw Rectangle

Draw Area

CJ
o
Ao Draw Spline
A

N Add Logo

Figure 3-6: All of These Tools Create New Components

Each of these tools create components and add them to your drawing. You
will find the right-mouse button causes a Pop-up menu to appear with a variety
of choices relative to the drawing tool you are currently using.

Following you will find the simplist form of usage for each tool to give you
a general idea of how they work.

Draw Line: To create a line, you would pick the Draw Line tool first. Then
pick two points on your page representing the start and end of the line. You
will stay in the Draw Line tool until you toggle out of it or pick another
drawing tool. All lines drawn will have the properties specified within the Set
Line Properties dialog.

Input Text: Inputting text requires just a position pick after selecting the Input
Text tool. The text cursor will appear ready for you to start typing. The position
of the text is relative to the position picked and its composition mode: Flush
Left, Flush Right, Centered, or Justified. Toggle out of the Input Text tool or
select Done within the Pop-up menu to end Text Input. (If Notepad opens,
you have the "Text Editor" option turned on.)

Draw Box: Drawing a box simply requires selecting the Box tool and picking
two diagonal corners. Box components have additional attributes which can
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Drawing New Components

be applied through the Set Box Properties, such as rounded corners, screens,
bars, borders and pantographs.

Draw Circle: This option lets you create full circles. For a full circle pick the
center and tangent. The line weight of a new circle is controlled by the Set
Line Properties tool.

Draw Spline: This tool draws curved lines. After picking the Spline tool,
select four control points on the screen to represent the anchors the curve is
to travel through. Finish by right-clicking and choosing Done. The line weight
of a new spline is controlled by the Set Line Properties tool.

Draw Rectangle: Drawing a Rectangle (which is made up of four lines) simply
requires selecting the tool and picking two diagonal corners. The line weight
is controlled by the Set Line Properties tool.

Draw Area: An Area is a color fill placed within a closed boundary. After
picking the Area tool, start picking the boundary control points on the screen.
Finish by right-clicking and choosing Close Path or Done. The properties of
a new area is controlled by the Set Area Properties tool. Hint: It is easier to
draw your boundary guide with lines and splines, and then come back and
trace over them with the draw area tool.

i C:Wrogram Files\AmprafineFormWiserFilesksample? g - OnoForm Designor Plus
Fle Edt Colorm Craw Moddy Vew Wirdme el

Bl® & &b [E P 7= v jm e xmm @G O0ST

=
:l -
LINES

HE N
iin [T] %% o

RECTANGLES

COMPANY NAME
TEXT

S kK
o Lt
) S
(= Ko % K

=) MY My oo |
155355 8

AREAS

MUINNE@ S#E+ N FEoEE®OLL O

¢ ¥

i

: Object or bt Furction Frocess CMY. POLALOL Move varticl  (Gridinag OfffComasnag On 2.7, 0259

Figure 3-7: Different Types of Drawing Components
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Select Cursor Click-Drag Controls

Add Logo: Adding a logo to a form is done by choosing the Add Logo tool
and pick the position for the upper-left corner of your logo. This will bring
up the Raster Image Properties dialog window for browsing to the logo.

Modify Properties with the Select Cursor

The Select Cursor is used to modify the properties of existing items. For
example, toggle on the Select tool and pick on the item to modify. Notice a
bounding box with handles will appear showing you that it has been identified.
By clicking your right mouse button while the item is selected, a Pop-up menu
will appear with choices relative to that component type. Selecting Properties
will bring up a Modify Properties dialog (for that component) allowing you
to change them. Note: When the Select Cursor picks the page canvas, its
pop-up menu is a shortcut to the Text Editor Selector and Group.

ol
Ferd

C:\Program Files\AmgrafilOneForm\UserFiles\sample1.g - OneForm Designer Plus

File Edt Options Draw Modify Wiew Window Help
Ty Select Cursor S| i B DA E P T
| o
. . COMPANY NAMI
Modify Properties by =1 . el
selecting any item first |[%] % TEXT pete Tt e
then the I‘Ight mouse C] D Combine Selected Text
pop-up menu. Cliz vt ot
== + ertical Only
l:l Saug Continue

Figure 3-8: Use the Select Tool to Modify Properties

Select Cursor Click-Drag Controls

Clicking and dragging a component with the Select Cursor will initiate the
Move option. Following are the click-drag controls.

Also, once a bounding box is displayed, the keyboard arrows can "Nudge" the
component. The amount can be controlled by inputting a value, then arrow.

Box/Field

Handle Click/Drag -> Move

Inside Click/Drag -> Move

Shift Click/Drag -> X/Y Constraint
Ctrl Click/Drag -> Handle for Resize
Ctrl-Alt Click/Drag -> Copy

Text

Handle Click/Drag -> Move

Inside Click/Drag -> Move

Shift Click/Drag -> X/Y Constraint
Ctrl-Alt Click/Drag -> Copy

Dbl Click -> Edit

Vector (Line)
Click/Drag -> Move
EndPoint Click/Drag -> Resize Line
EndPoint Shift Click/Drag ->

Move Endpoint
Shift Click/Drag -> X/Y Constraint
Ctrl-Alt Click/Drag -> Copy

Raster (Logo)

Handle Click/Drag -> Move

Inside Click/Drag -> Move

Shift Click/Drag -> X/Y Constraint
Ctrl Click/Drag -> Handle for Resize
Ctrl-Alt Click/Drag -> Copy
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Modify Size Options

Modify Size Options

Each component type has modify size options in its Pop-up menu. For example,
toggle on the Select tool and pick on the line to modify. Notice that handles
will appear showing you that it has been selected. By clicking your right mouse
button while the line is selected, a Pop-up menu will appear with choices for
modifying its length. Descriptions of some of these options are below:

Modifying Lines

Break Line: is when you want to create a break in an existing line. This option
breaks a line into two segments or cuts out a middle portion of the line. After
choosing a line with the select cursor, choose Break Line and pick the two
points where you want to break the line. Finish the process by selecting Done
in the Pop-up menu.

If the two picks are the same point, the line will be broken in two with no
obvious break. If the two picks are different, the section between the two picks
will be cut.

Trim Line: This will trim lines in reference to another line. Choose your
Select tool and the line that will be your trim marker. Right-click your mouse
and choose Trim Line. Click on the end-point of the line you want to trim.
Choose Done Trimming in the Pop-up menu when finished.

Modify End of Line: This is a method for lengthening or shortening your
line. With Modify End of Line, you can extend or shorten the length of the
line without changing the angle of the line. After selecting the line with the
Select tool, choose this option and select the end to modify. Now, simply pick
on the new position.

Modifying Boxes

Modify Box Size: This will resize a box by grabbing a side (or corner) and
clicking on the new position. Use the Select Tool to pick a box, then choose
Modify Box Size and grab a side or corner of the box. As you move the cursor,
you will see the box size change. Pick the new position for your side or corner.

Divide Box into Rows: This divides a box into rows and creates two separate
boxes. Dividing a box is as simple as choosing the box to divide and selecting
the option. Pick the position in which you want to divide the box horizontally.
The box is immediately divided into two. [CTRL]+[F11] is the shortcut.

Divide Box into Columns: This works in the same manner as Divide Box
into Rows, it just cuts the box vertically. Shortcut is [CTRL]+[F12].

Modifying the Size of Existing Logos

If existing logos need to be resized, pick on the logo with the Select Tool and
then choose the Modify Logo Size in the pop-up. You will be given an
opportunity to pick a side or corner to modify. Raster Properties does not
allow you to resize, it only reports the current size.
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Move and Copy Tools

Modify Tools

1+
#_i# Move
Copy

Scale

;!,l
@ Rotate

Figure 3-9: These Tools allow you to Modify Existing Components

The Modify Options allow you to Move, Copy, Scale, or Rotate any component.
After picking a Modify tool, choose the component to modify. These tools
also work with Groups of components.

Move and Copy Tools

Move and Copy: Choosing the Move or Copy tool on the tool bar allows you
to move or copy any component to a new position. These tools work in an
identical manner, so we will explain the concept through the move.

Moving a component is easy. After picking the Move tool, pick the component.
Then pick a handle and its new position. To constrain the movement go to the
Pop-up menu and select either Horizontal or Vertical Only.

Move Copy
f/

e Position Assistant 4 Position Assistant L4
v Horizontal Only v Horizonkal Only
“ertical Only Werkical Only
Repeat Last Move Repeat Copy
Eiring Others Copy Others
To Plumb Pos Step Count
Set Plumb To Flumb Pos

To Level Pos Set Plumb
Set Lewel To Level Pos
Continus Set Level
Cancel Continue
Allow GUID Tterm Move Cancel

Figure 3-10: The Move and Copy Pop-Up Menus are Similar

Tools to aid you in moving and copying components can be found in their
respective Pop-up menu. Descriptions of these tools are found below:
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Move and Copy Tools

Horizontal Only: This only allows movement in the horizontal direction.
Vertical Only: This only allows movement in the vertical direction.

Set Plumb: This allows you to pick a vertical plumb line for moving left and
right.

Set Level: This allows you to pick a horizontal level line for moving up and
down.

Repeat Last Move: This will replicate the previous "move" both in direction
and distance. This is not a continuous function and must be chosen each time
that you want to repeat the move. [Ctrl+F10] is the shortcut.

Repeat Copy: This will repeat your last copy; both in direction and distance.
[CtrI+F10] is the shortcut.

Bring Others: If you move a component within a group and you want to move
the other components so that they remain in the same relationship to the
component moved, choose "Bring Others.” Begin clicking on the other
components, they will be moved to the new position so that they remain in
the same relationship as they were to the original. This is a continuous function
and will continue to allow you to "Bring Others" until you choose Done in
the Pop-up menu.

Copy Others: If you have a group of items and you copy a component within
that group, you may use "Copy Others,” and select the other components to
copy. Upon clicking on them, they will be copied to the new position so that
they remain in the same relationship as it was to the original. This is a
continuous function and will continue to allow you to "Copy Others" until
you have chosen Done in the Pop-up menu.

Step Count: This will allow you to copy an item multiple times by entering
the number of copies and distance in both the horizontal and vertical direction.
This will create multiple copies in one easy step.
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Scale and Rotate Tools

Scale and Rotate Tools

Scale and Rotate both operate in a similar fashion in that they need two pieces
of information before any action can take place; an anchor position and a
value.

To resize a component choose the Scale tool and select the item to modify.
Handles will appear noting it is selected. The Hint Line at the bottom of the
screen will prompt you to "Pick Center to Scale”. This is the anchor position
of the component as it is scaled; it will shrink or grow from that position.
Once you have chosen the Center position, the Scale dialog box appears
automatically for you to input the scale factor. The scale factor is the fraction
in which you want to increase or decrease the size of the component. Click
on [Okay] to accept the value and see the component resize. Hint: Just filling
in X-Scale will always proportionally scale.

Scale §|

# Scale: |-| 4 |2
' Sicale: |-| / |2
Copy Court | Cancel

Figure 3-11: Scale Size Dialog Box

Pick the Rotate tool to spin the item counter-clockwise. Select the item to
modify. Handles will appear noting it is selected. The Hint Line at the bottom
of the screen will prompt you to "Pick Center to Rotate". This is the anchor
position of the component as it rotates; it will rotate around that position. Once
the center has been chosen, the Rotate dialog box will appear. You may then
enter the angle in which you want to rotate the component (boxes however
can only be rotated in 90 degree increments), and select [Okay]. The object
will rotate. Also for rotate are options within the Pop-Up menu for aiding in
rotation.

The following tools aid in scaling and rotating items. They can be easily
accessed through their respective Pop-up menu. Descriptions of these tools
are found below:

Pick Center: This will find the center point in which you wish to scale/rotate
an item from. This is the position that will be fixed to the site as the other
sides change when scaling or rotating.

Key in Size: This is the scale factor. The scale factor is the fraction that you
are scaling the component.
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Accuracy Controls and Undo

Key in Angle: This is the angle you wish to rotate your component. Input the
angle in degrees that you wish the component is to be rotated.

Repeat Rotate/Scale : This will repeat the last rotation or scale by the degrees
or Scale Factor set in the dialog.

Rotate/Scale Others : This will rotate or scale other components on the form
using the values set in the respective dialogs.

Make Copy only works with the Rotate tool and is not yet supported for Scale.
When checked, this will produce X number of copies rotated Y degrees on
the center point. The number of copies is determined in Copy Count.

Copy Count is only available for Rotate and is not yet supported for Scale.
This is the number of copies to be rotated on the center point.

Accuracy Controls and Undo

Grid Snap On/Off

- |

Component Snap On

I

L

i . . .

ELq Eight Direction Lock
J Measure

q Undo

Figure 3-12: Grid On with Eight Direction Lock Assists in Accuracy

Grid Snap On/Off is a handy toggle that when "ON" will snap components
to the grid. The Grid Properties and the Ruler can be found under the Options,
Grid Options menu. Comp Snap will snap your component to other nearby
components. The Eight Direction Lock forces lines to be drawn in only eight
directions: 0, 45, 90, 135, 180, 225 270, and 315 degrees. Toggling it off will
draw lines in all directions. Both of these options are great when ruling a form.
They keep the lines straight and on the grid. The Eight Direction Lock works
with boxes as well. When drawing a box, the Eight Direction Lock will lock
the box into a square.

The Measure tool measures the distance between two picks on a page. It
displays the X Difference, Y Difference, Distance, and Angle in selected units.

To measure the distance of something, click on the Measure tool. Next, click
the two points in which you want to measure the distance. A dialog box will
give the X and Y difference, the distance and choice of units.
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Zoom Options

The Undo tool will restore the last modify which took place. It is an unlimited
Undo, up to your last Save.

Cut and Paste

» B0

Figure 3-13: Cut / Copy / Paste

These options are standard editing options of Cut, Copy, and Paste, with a
twist. To cut or copy, first Group Select Pick the item. Then, choose the Cut
or Copy tool on the Toolbar. Finally, click the Paste tool and the position to
paste. You can continue pasting the items into new locations as many times
as needed. The items remain on the clipboard (a temporary storage area) until
you cut or copy again. These options allow you to copy items to other files.

The items will be pasted on the new page as a white group of components. It
will be necessary to use Edit’s menu option of Group Unselect All to unselect.

Zoom Options

Q @ |4g

Figure 3-14: Down / Up / Zoom Area / Fit Screen

The Zoom options available allow close up viewing of details. Zoom Up brings
you closer to the screen, while Zoom Down moves you away from the screen.
The Zoom Area option allows you to select any area within a rubberband box
by making two picks. This is an easy method to zoom into a specific area. To
revert back to the entire graphic, choose Fit Screen.
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Set Text Properties

The Text Tools

A | ABy mem :
[ ] J s |Ar|a| ||1U.uumn.uu |@

Lom—

Figure 3-15: Input New Text / Check Spelling / Set Text Properties / Readout /
| Text Editor / Composition Mode

These are the tools that work specifically with text. The first one is for creating
new Text Input. This requires a position pick after selecting the Input Text
tool. The text cursor will appear ready for you to start typing. The position
of the text is relative to the position picked and its composition mode: Flush
Left, Flush Right, Centered, or Justified. You must toggle out of the Input
Text tool or select Done within the Pop-up menu to end Text Input.

Set Text Properties

The Set Text Properties gives you the ability to set (or describe) the attributes
of any new text item before it is created. When the Set Text Properties icon
is picked you will see the dialog box appear:

Set Text Properties E|
Hyph. */ord Space ] Letter Space, Kem ] Sub/Super Script ] Mizcelaneous ]
Font l E numeration ] Layer, Color, Screen ] Paragraph ]
Foamt M arme: |Arial j
[+ TrueType Fonts [+ PostScrpt Fonts

Haoriz Size: I‘ltlpi Wert Size: ’1[":7

Leading: l'l'lpi Rotation: ’7

Left Margir: IElli Right kargir: ’3327
Comp Mode: IW‘

Language: | ﬂ

Unitz:  |Inch -

0k | Cancel ‘ Apply | Help ‘

Figure 3-16: Set Text Properties Font Tab Dialog

Once all text attributes have been selected, choose the [Okay] button to accept
them. Then whenever you create a piece of text through the Input Text tool,
these attributes are used. The attributes chosen will appear in the Readout.
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Text Font Tab

The only attributes which will be discussed here is the Text Font Tab. All
others are completely detailed in the manual for Business Form Composition.
See Chapter 6: Working with Text.

Text Font Tab
The following are components of the Text Attributes:

CompMode —

FL = Flush Left

FR = Flush Right

CE = Centered

JU = Justified

FLC = Flush Left Centered

FRC = Flush Right Centered
Font Name — Font Selected from List
H-Size — Horizontal Point Size
V-Size — Vertical Point Size
Lead — Baseline-to-Baseline Leading in Points
Rotation — Angle Position of Text

The CompMode (Composition Mode) field has a drop-down list of four
different modes which are: Flush Left, Centered, Flush Right, and Justified.
This controls how lines of text are placed within your text box.

Flush Left aligns all left edges, Flush Right aligns right edges, Centered will
center all lines over each other, and Justified will adjust each line’s spacing
to align both the left and right edges of the text.

The Font Name field shows what font is currently selected. Clicking on the
[...] button next to the Font Name field will bring up the font list of all fonts
accessible to your system with their associated font mnemonic. Select the
font/style needed and then click the [Okay] button.

The next options control the size of your text. The HortSize (Horizontal Size)
field controls the width of the text and the VertSize (Vertical Size) field
controls the height. These values can be entered in 1/10th point increments.
When they have two different values, you are requesting it to expand or
condense the font.

Leading controls the spacing from the baseline of the first text line to the
baseline of the second text line. The values can be input in 1/10th point
increments. It is recommended that the leading be equal to or larger than the
vertical size of the text to keep lines from oversetting.

The Left Margin is the point where your first character of your lines will
align. The Right Margin determines where your line will end and begin to
wrap to the next line.
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Check Spelling

Text Attributes Readout

Atial

10.0010.00

Figure 3-17: Font / Horizontal Size / Vertical Size / Composition Mode

The Text Attributes Readout displays a quick reference as to the Font Style,
Font Size and Composition Mode of your Text Attributes. Font Characteristics
cannot be changed here and simply represent the characteristics determined in
your Text attributes. When in a text box, this will display its current font

characteristics: Font, Size, Style and Composition mode.

Check Spelling

Figure 3-18: Spelling Tool

5

You can check the spelling of text with the Check Spell tool. If no text is
picked or grouped, it will run through the entire file and show you a bounding

box to identify the text it is currently checking.

To check a portion of the file, group the text to be checked and then choose
the Check Spelling tool. To check just one text component, identify it with
the select cursor. The Check Spell tool will then only check the text within

that text bounding box.

Interrupting the Check Spell program, must be done cautiously. If you do not
allow it to complete the entire task and you close or cancel to soon, the last
task is considered cancelled. To avoid a Replace not taking place, just select

Ignore before the Cancel. Then the last task is the Ignore not a Replace.
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Text Editor Selector

Text Editor Selector

There are two methods for entering text: Interactive or Text Editor. When the
Text Editor is off, the Interactive mode is in effect. The Text Editor can be
turned on and off by toggling the Text Editor tool.

——

Figure 3-19: Text Editor Selector Tool

When using the Text Editor, you simply choose the Text tool and pick the
position in which you wish to place text. As long as you have the Text Editor
turned on, the Text Editor will appear each time you begin placing text and
each time you edit.

I OFPTextaD32B0.1xt - Notepad
File Edit Format Yiew Help

'K'E'Jf\"ﬁai"f:'rﬁﬁg: WnaThis s not a payment woucher. {nTA
This Yihonly \nArepresents intent to pay.

Figure 3-20: Notepad Text Editor Allows Immediate Commands
Advantages of Using the Text Editor

You may enter text using all of the notepad features such as the [Del], [Arrow]
keys, [Insert], [Page Up] and [Down] along with cut and paste. Also, the text
can have embedded MECCA Immediate Composition Commands.

Text is discussed completely within the manual for Business Forms
Composition. See Chapter 6: Working With Text.
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Set Properties Tools

Set Properties Tools

These four tools are for controlling the characteristics of the draw tools. You
are "setting the look" before an item is drawn. The two most commonly used
are Set Line Properties and Set Box Properties.

i Set Line Properties

[ 2| .
Set Box Properties

) P

[ o | .

ﬂ Set Area Properties

Figure 3-21: Set Properties Tools

The Set Line Properties Dialog Box

The Set Line Properties gives you the ability to describe the attributes of any
new line, rectangle, circle, or spline component through the following dialogs.
They control the line weight, line style, and color attributes.

Set Line Properties E|
Line Style/Color Properties l Line Patter Properties ]
Urits [Select Color] - By default,
weicht  [05p [Fairts =] the spot color attributes
Syl [Sal = dialog holds 32 layers,
 UserlineStie  Lavr o7 3] each with a different color.
Calor .
To draw a Blue line, select
FEP Mum [700 layer 4.
Select Color
|
Layer: - Screen Type: Default PS dot » Okay
Density: W z . Screen Lineage: ’W Cancel

J Lz O Screen dngle: -1.00

ivVIEE 7 Bl 3w 4 MM s [ s [ &l [T
s M wr [ nrC [ w2 uar [ owr [ o [ s l
wE P e [l o [l ol a2 2T =2 2
s Ml =r WMl > P = ar T or il s [l 2 [l

Figure 3-22: Set Line Properties Dialog
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The Set Box Properties Dialog Box

Weight — Line Thickness Shown in Current Unit

Style — Line Style Used: Solid, Dashed, Dotted, etc.

Color — Layer 1 - 32 and the Percentage of that Layer’s Color for Spot Color
files (or a Four Color Process Number for Process Color).

The default attributes for the Draw Line tool is a Black, half-point solid line.

If you need to draw your lines in Blue instead, you can use Set Properties to
set it ahead of time. When the form’s Color Model is Spot Color (found in
the Drawing Properties option), the line properties dialog will allow you to
pick from the stock of 32 different Layer Colors through Select Color.

If your form’s Color Model is Process Color, then Select Color will bring up
a Four Color Process color chart.

The Set Box Properties Dialog Box

The Set Box Properties tool presets the attributes for the Draw Box tool. There
are Edges, Corners, and Inside tabs for basic box attributes.

Set Box Properties E|
Edges ] Corners] Inside l .
i eight Style Paszition
Battam: |1 D |So|id j Center -
Right: [p |Salid | Center  +
Top: |1 D |So|id j Center -
Left: |1 p |So|id ﬂ Center -
v Al the 5ame
m -
Edges Color
Inzide B ars:
FCP Murn: |0 Border
Murnber: Add
Panta
Murmber:
Select Color Add
™ Show Advanced Units: | Points :|v

0K | Cancel | Apply | Help |

Figure 3-23: Set Box Properties —Edges Tab

The Edges Tab controls the line weight on each side while the Inside Tab
controls the color fill of the box.
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The Set Box Properties Dialog Box

Modify Box Properties E|

Layer:

Edges] Comers  |heide l

Inside Laver. [« Inside: Bars: m

Calor Stark
Layer: Density: | 100 Graduation
Tupe: Directional hd
Select Colar Angle: 90 degrees -
Frogression: ’m
Calor End

Spot Color, Attributes

Densine: (100 %

Layer: Dengity: |0 E:Stlzlrx:
R adial
Center 'y
Select Calar

52 Screen Type: Default PS5 dat - Okay
. Screen Lineage: [133.00 Cancel

1IFIHNE :T"T Il :" B sl s [ s [
a” Ml w0l nr 12 13 e 15 16
17 el [l e [ o o 2 oz [ 2

J (FIETE, MDY Screen Angle; -1.00

o Ml 2 Nl > 0 29 w1l T [ = Il

] T - ] r

Figure 3-24: Set Box Properties —Inside Tab

Through Select Color it shows you which layer the component is on and what
color the layer represents. Box insides can have two colors applied allowing
a Graduating effect if Directional is chosen. The Color Chip shows the intensity
of the color, where 0% represents white and 100% represents a solid color.

Box Attributes are: Box Attributes are:
Edges and Corners are Edges and Corners are
One-half point weight, 2 point weight, solid style, black.
solid style, black. UL and UR corners are Round,
All corners are Inverted Round, with 30 point Radius.

15 point Radius. LL and LR corners are Square.

Inside Screen is 5% Gray. Inside Screen is 1-15%

Screen Lineage is 100. Graduated at Angle 270.
Screen Lineage is 80.

Figure 3-25: Box Attributes Define the Look of the Box
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Electronic Field and Form Tools

Electronic Field and Form Tools

Figure 3-26: Set Field Properties/ Add E-Form Field / Auto Fields

Both Add Field and AutoField tools allow you to add new electronic form
fields to your form. The Add Field tool creates a field with the location and
dimensions defined by your two picks.

The AutoField tool picks up the size attributes defined by its dialog box and
determined location method, gutters and position of the field. Every time the
AutoField tool is selected the dialog box will appear allowing you to set the
location method, gutters and field dimensions prior to drawing. [Okay] and
you are ready to draw fields.

And don’t forget the Set Field Properties tool, which presets the properties
of the field prior to drawing it. Many times it is helpful to determine the
properties before drawing the field, although it is not necessary, since the Field
Properties dialog box will appear each time a field is drawn.
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Figure 3-27: E-Form Preferences/Field List/Set Tabbing Order and Add Required
Fields/Data Table Assists/E-Form Server Preferences

These tools allow you to quickly build an E-Form Project. For more
information on Electronic Field and Form Tools, see the Creating Electronic
Forms manual.
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CHAPTER 4

Tutorial - Drawing A New Form

This tutorial is designed to acquaint you with OneForm Designer Plus. The
following will be covered as we draw the WYWO form:

e Setting Drawing Properties e Adding a Logo
e Setting Grid Properties e Adding Fill Fields
e Setting Component Properties e Applying Field Properties
e Drawing Components e Setting Form Preferences
e Modifying Properties e Setting Tab Order
To
Date Time
of
Phone )
Area Code Number Extension
RETURNED YOUR CALL PLEASE CALL
CALLED TO SEE YOU WILL CALL AGAIN
WANTS TO SEE YOU URGENT
Message
Operator
[M&EForn)

Figure 4-1: Take a Moment to Look at the Sample Form
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Setup New Drawing Properties

Setup New Drawing Properties

The first step in creating a new form is to create a canvas to work on. When
you click the New File tool you are taken into the New Drawing Setup dialog.
Before selecting [Okay], you have an opportunity to type in a file name, form
size, and select a color model.

New Drawing Setup

File Name:  [wpwoef Date Initialized: [08/02/2011 10:38:04 Dkay |
Operator 10 l— Job Number: ID— Cancel

Units:

Inche: =

Form 'width; |4 Form Depth, |5
Form ¥ Origin: {01 Form ™ Origin: | 0i
Color Model: | Spot Color <

Comments; |New Dirawing

Figure 4-2: Starting a New Form

We are going to draw a "While You Were Out" message form. Our new name
is wywo.elf and the size is 4 x 5 inches. Keeping the Form Type of Custom
will give you an opportunity to type in the form size.

Our example is drawn as a ""Spot Color" color model, so make that selection
in the Color Model drop-down, if it is not already. This affects how the Set
Attribute Dialogs display for choosing colors.

[Okay] confirms your choices and closes this dialog box. You will then see
a page canvas that is 4 x 5 inches. This blank page is ready for you to start
creating components.

The OFDP drawing tools will also become active. Click the Save As icon and
browse for a location to save the wywo.elf file. As you are working, remember
to Save often.
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Draw Foundation Ruling First

Turn on a Grid

OneForm has a handy grid option which assists in accurate component
placement. The Grid Properties dialog is found under the Options, Grid
Options menu.

Grid Properties

e e
0O On * On/Snap
Cancel
Grid Spacing .
Hor.Aver, Unitz |Inches =2
Inches -
Horizontal Spacing per Uni: | 1/16 i

Wertical Spacing per Unit: ’m
Minar Divizion Count: ’07
# Origin on Page: ’I:hi
" Onigin on Page: ’57
Y fwis Dir: [Down =]

Figure 4-3: The Grid Assists in Accuracy

The Grid Properties dialog allows you to customize your grid spacing. You
may choose [On] or [On/Snap] to turn on the Grid display. [On/Snap] will
not only turn on your grid, but will snap all of your components to it. This is
the option we want to use for our form. Setup the grid with the same 1/16i
spacing as shown in Figure 4-3.

Draw Foundation Ruling First

The easiest way to start a new form is to draw any ruling first as a foundation
for the form using the line and box tools. Creating text and placing it into the
correct position would be next. Adding any other items such as screens or
logos is usually the last step in forms design.

Looking at our form we have many lines, a few boxes, and lots of text. Since
we want to draw the ruling first we will start by learning how to set the
properties for lines and boxes before drawing.
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Set Line and Box Properties

Set Line and Box Properties

The Set Properties tools gives you an opportunity to setup the style of your
lines and boxes before drawing. Set both of them to 1-point weight. While
you are in the Box Properties, go to the Inside Tab and Select Color. Change
the density to "None" meaning "no color”. This will cause only line edges to
appear as you draw your boxes.

I 7 Set Line Properties [zl

Line Style/Color Properties ] Line Pattern Properties }
Units:
‘Weight: ‘1 B |F‘oints j
Style:
[~ User Line Style  Layer: 'ﬂ
Caolor
Layer: 1 Density: W
I : Set Box Properties [z‘
Edges ] Enmers] Inside: ]
“wizight Style Poszltion
Bottom: ‘1 P ‘Solid j |Cenle| j
Right: p |Sold | [Center -]
Top: ‘1 P ‘Solid j |Cenle| j
Left: ‘1 B ‘Solid j |Cenle| j
W Al the Same

Set Box Properties

Edges | Comers Inside ]Even.-"Ddd Bars | Border | Panto | Superlmposs |
|

Spot Color Attributes

Select Color
—_ j I™ Show Advanced

Layer | 1
Dengiy:  |None %
)I (RGE: 000000

1~
ar [
17 [
7 1l

2P 20 [ 47 s B s [
wor 1l nr Il er B o Il o B
19 M 1o N o N 2 [ 2 Il = Il
2 N 27 Ml 2 Il > . - [ ar- [

7
-1 i

Cancel

s ™ [
16
27 1l
2

Figure 4-4: The Set Properties and Attributes Dialog Boxes
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Draw Boxes and Lines

Draw Boxes and Lines

We are now ready to draw the first box with its 1-point rule while picking on
the grid for positioning. It will be easy to visually space the items by keeping
the same amount of grids between items.

The second box needs a 2-point rule, so go back into the Set Box Properties
tool and set its Edges before drawing.

wywo.olf - OneFarm Designer Plus

133975

| SLEIOHE A

] i
& d
[t bravwg vectors Frogess CMTE POIALOL Exht Or o GridtSnapOn/CompSnapon =015, 0,115

Figure 4-5: Draw Boxes and Lines Using the Grid

Our lines are 1-point rules and we have previously set the line attribute
properties. Draw the lines by simply picking a start point on the grid, and then
picking the end point.

When drawing form lines, it is helpful to have them locked in drawing straight
across or up and down positions. So toggle on the Lock Eight Directions
tool.

¢
|Eight Directions

| o4

Figure 4-6: Lock in Eight Directions While Drawing Lines

The beginning of the lines can be adjusted later, using a modify pop-up menu
option, Modify End of Line. After placing our text we will then see where the
beginning of the lines need to start. For now, draw all of them same. This
gives us locations for our text.
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Drawing Multiple Lines

Drawing Multiple Lines

The Draw menu holds other drawing options. Under Vector you will find an
option for drawing Prorated Lines. Setup the properties through the dialog.
and then draw your rectangular shape.

4 wywo.alf - OneForm Designar Plus

= aura » Insade Lines
.. e Nk Nbsd [
= o X Herzortal Lines: 12 VertcalLrer: |1

Dutzide Lines

7 Bom  GRoM M Tm Lot
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Figure 4-7: Draws Equally Spaced Lines

This will give you equally spaced lines with 2 internal horizontal lines and 1
internal vertical line.

Draw your rectangular shape counting the grids as you go. Our example has
9 grids down and 21 across, or close to the middle.

After drawing your lines, use the Select cursor to move the vertical line over
to the right. Hold down the Shift key as you move it horizontally.
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Modify Lines with Select Cursor

Place Top Text

On the top tool bar, the Set Text Properties tool allows you to setup text
attributes before creating the text. The Text Attributes Readout displays the
current Font Style, Size, and Composition Position.

4 wywo.alf - OneForm Designar Plus
Fle Ede Cptons Cvew Modfy View Window Help

) =1 ng e || 00 MR R e
Skim i B0 QX E T e | = Exam 00 BB ST
— (Tt Eroperties B
Set Text Properties =
High Word Spsce | LetieeSpace.Kem | SubSuperSeict | Misostanecin |
Fae | Ersmesnten Layes, Coka, Setnen Paagagh |
To Ford Nome: [l k) +
© TrTmeFots 5 PostSerct Forkr
Daie Moz Size: [170 | veasioe [170
Leadng |18 Rotators |
WHILE Y( == DAL
Mode: [Fmhleh =]
Largrasgm: | x|
Unti: [inch =
[ oo weo |
| ¥

>
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Figure 4-8: The Set Text Properties Dialog Box

To create text use the Input Text tool. Pick a position (such as the beginning
of the first line) and start typing. The current Text Properties will be applied.
To quit out of text input, toggle off the Text Input tool.

Modify Lines with Select Cursor

You can now modify the lines to the right of the text. Use the Select Tool to
pick and identify the line, then pick the white handle to move, and drag to its
new location.

[hn Wector Properties
Location Properties

Da te Break Line

Trim Line

Modify End of Line

‘ Move End Point Line
UnSelect Line

Figure 4-9: Use the Modify Line Icon or the Modify Line Pop-Up Menu
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Modifying Text Properties

Modifying Text Properties

If you happen to forget to set the text properties to the desired attributes before
creating the text, you don’t have to delete it and start over. Instead you can
modify the existing text component’s properties.

All component properties are accessed through a right-mouse pop-up menu.
Use the Select Tool to pick the component first, and then press your right
mouse button.

Shown is the pop-up menu for Text components. Select the Properties Change
option and the Modify Text Properties dialog will appear.

3 wywo.alf - OnaForm Designer Plus
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Figure 4-10: Getting to the Modify Properties Dialog

If you have not saved your file yet, take the time to save the file.
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Place Text in Boxes

Place Text in Boxes

This option allows you to place multiple text pieces, within retangular shapes,
easily.

Start by setting your Text Properties to 6-point. Then locate Draw’s Text option
Place Text in Boxes.

After selecting Okay for the gutters and composition modes (as shown), it will

prompt you to draw a dynamic rectangle. It uses this rectangle to provide the
region in which it looks for box shapes. The positions will be portrayed by

red lines.

Select Start Inputting Text from the right-mouse pop-up menu and type in the
text, and press [Tab]. The cursor will move to the second location. Type in

each piece of text and [Tab] to finish.
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Flo Edt Options {eERl Modfy View Window Help
Wecker YIS @ e S Ay we r P ==
Skin T Ve @ e @ VR |l M = <] | | e
Rectangle -~
L= R |
Tet = Mark Anchior Posgaon
ey F] o Tost - Mark Laft. arvd Righ Poition Sel Mulliple Position Text Properties
Spire T Teat in Baens.
Barcode ¥ Compostion Maode:
EFormn Field » r—
| Horieriat -
~ Faster image L o |Fuihien  ¥| Cancal ]
bt gt [ Veticst  [Conterd 7]
2= T e Urits
=)= ) e =
& B
| B —
B RETURNE} -~
nk =
% — .
4] it =
o8
=
.
5 -
& e .
Pk Frst ok of More Teat Boxes Process CMYE P AIILE Al ow On GrdsnapCniCompsnapon  2.563, 1375

Figure 4-11: The Red Diagonal Line Indicates a Text Position

Chapter 4: Tutorial — Drawing a New Form 55



Add a Logo

Add a Logo

A scanned logo can be brought into your form through the Add Logo tool.
Pick where the top of the logo will fall. This will bring up the Raster Image
dialog so you can locate the image file (GIF, JPEG, BMP, etc.) you wish to
include. Once it is brought into your drawing, it can be moved, copied, and
scaled.

Raster Image Properties

Path: |1FarmLogo.jpg [ Okay ‘
Height:  |n109i Width: 0448 -
ancel
# Pogitior: |3 353 Y Position: |, 25
. Uitz
Rotation: | External
Inches -
I_ Corrvert
Layer: [1 Color: | J to BMP
Screen

Twpe:  [Default PS Dot
Lineage: [133.00
o

Angle: ko

Acguire from Twain Source ‘

Fit Logo:
hegs e Original Size mgﬂ M

" Distart ta Fit

Scale: e

Freview:

Figure 4-12: Add a Logo to Give it a Custom Finish

Note: Image file color modes compatible with OFDP are Bitmap, Grayscale,
and RGB.

Now that you have the artwork of the form finished, please Save, Print, and
proof.

Our next step will be adding the electronic fill fields. Since we will be
referencing our drawn lines, you can now turn off the grid: Options, Grid
Options, Grid Properties.
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Add Electronic Fill Fields

Add Electronic Fill Fields

We are going to add fields using the default settings for the field tools. This
will give you Text Field Types with user input that prints 10-point Arial.

Using the Auto Field Tool

Lets begin placing fields on our form by choosing the [Auto Field] tool on
the Tool bar. An Auto Field Attributes dialog will appear. Select the Field
Locator Method, Draw Bounding Location. The only change | would
recommend is to reduce the Gutter Control, Auto Size to 5% and [Okay].
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Figure 4-13: The Auto Field Tool Attributes Dialog

When using the location method of Draw Bounding Location, you will pick
the two endpoints of each line where you want a field to be placed above.
Since the attributes default is Flush Bottom, it will place the bottom of a
perfect sized field on the rule, after you pick the two endpoints of the line.

Once the second pick has been made, the Field Properties will appear. Just
[Okay] the field properties for now.
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EForm Field Properties E|
Diim/Steps ] Cuztomlnfo and Event Code ] W alidation ]
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Figure 4-14: E-Field Properties Dialog

The Field options will name each field consecutively Field01, Field02, etc.
The Field Type will always be TEXT. This is fine for starters and allows us
to focus only on placing the fields.

Continue placing fields for the Date, Time, Name, Company, Phone, and
Operator using the Auto Field tool.

For the checkboxes, we need to reset the Auto Field tool. To get back to the
Auto Field Attributes Dialog, toggle the tool off and back on again. Here
we need our Field Height to be 11p, a Field Position of Centered and the
Field Locator Method to be Auto Detect Location. Then choose the Gutter
Control, Auto Size and make the percentage 10. Now, [Okay] the setups.
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Add Electronic Fill Fields

Auto Detect Location uses a dynamic rectangle to provide two corners of a
region in which it looks for retangular box shapes.

RETURNED YOUR CAL PLEASE CALL
CALLED TO SEE YOU WILL CALL AGAIN
WANTS TO SEE YOU URGENT

Figure 4-15: Pick Just Outside the First CheckBox Column

When picking the location for the first column of checkboxes, pick outside
the first checkbox area, then below the third checkbox. As it finds each
checkbox location, the Field Attributes Dialog will appear. [Okay] each one.
Go over and pick two locations for checkboxes four through six and also
[Okay] those.

To L ]
Date L | Time [ ]

WHILE YOU WERE OUT
| 1

of e——

Fhone L1 I | ]

AimCode Mumbm EnJeromon

FENFTED WIURCALL PLEFSL AL
CALLED M SRR YO WL T e
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Figure 4-16: Place All Fields with Auto Field Except the Message
Using the Add Field Tool

When you get to the Message field, it is best to use the Add Field tool, since
we don’t know the depth. Draw it to cover all of the longer lines in the message
area. This tool places the corners of the field exactly on the two diagonal
picked corners. It will then take you into the field properties. Again, just
select [Okay] to accept the defaults.
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Applying Field Properties

Applying Field Properties

The Field Properties allows you to specify the filling properties of the
electronic fields. The Field Properties dialog has appeared each time we created
a field. To make changes to a field’s properties, use the Select tool and
double-click on the field. Or, right-click to get to the pop-up menu and select
the E-Form Field Properties option.

EForm, Field Properties E|
Dim/Steps ] Cusztarilnfa and Event Code ] alidation ]
Field ID l DataBase | Secuity | Input | Frint |
Field Mame: |T-3th-m
Field Type: ﬂ Add Mazk
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N Humeric k pelited
s ComboB ox E niok Print
™ Read Only CheckBox
Button
) Date b’
Fequired Thput Cizabled
" MR {* Required Always I” Dizabled By Field
" Required By Field: | J
| J Criteria: | J |
Criteria: | J | ~ -~ ~
Walue When Input Dizabled
Const: OoF  Field: J
Group Name: | [Uze Chk Box Opts)
Initial W alue |
Help Text: [wiho is this message for?
Meszage Tent:

ok | Cancel Apply Help

Figure 4-17: Field Properties Specify Filling Properties

Every field must have its own unique name. The Field Name can stay Field01,
Field02, etc., but we suggest you give it an English name for easier
identification. Do this now by using the Select tool to identify the field and
double-clicking. Then edit Field01 to be named ToWhom.
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Assiagning the Field Type

The Field Type indicates the purpose of the field. There are many different
types, each one doing a particular action. For example, Text allows the operator
to simply cursor to the field and type (which is why it is the default). CheckBox
wants a click from the mouse and places an X in the box. The field types that
can be used with standard VB E-Forms, are: Text, Numeric, Date, Time,
CheckBox, ComboBox, Button, Signature, and Graphic. Those available for
HTML I-Forms are: Text, Numeric, Date, CheckBox, ComboBox, Button,
Graphic, Signature, and Upload/Attach.

The WYWO form uses Text, Date, CheckBox, and ComboBox Field Types.
Changing a field type is as easy as identifying the field to change with the
Select tool and opening its Field Properties and selecting a type from the
list. The drawing below identifies the type of each field. Go ahead and change
the field types which are not TEXT to their correct type. HTML does not
recognize Time fields. So keep that one a Text field.

To LIEXT |

Date LDATE | Timme L_TEXT__|

WHILE YOU WERE OUT

Telephone Numbers are

considered TEXT fields. LIEXT '
of | TEXT |

NUMERIC field types are | ppon. (LieR0 Crex I [verr |

used only when calculations A Code Hamee Eckis b

are necessary. CHECKE)XES CHECKB(EES
RETURNED vOuR Catl |[] PLEASE CALL []
CaLLEDTO SEEvOU [ | WILL CALL 45 AIN ]
wents To seevou ([ URS ENT []

ES5a0e

TEXT

Opemtor | COMBOBOX | |

Figure 4-18: ""While You Were Out" Field Types
The Field ID Tab

Simple controls make the e-form easier to use. The following optional actions
on the Field ID Tab allow us to add intelligence to the form.

e The ToWhom, WhoCalled, and Operator are all Required to be input
before the form can be saved. Go to each one of these fields and click on
Required.

e In the case of the DateReceived field, we want the information to be
brought in from the computer’s date To get the tab to bypass this field
and not allow operator input, click on Read Only.
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The Input Properties Tab

e Only one entry should be selected for the three checkboxes
ReturnYourCall, CalledToSeeYou, and WantToSeeYou. To make them
exclusive when chosen, associate them together. Type in Groupl as your
Group Name assignment under each of the three checkboxes. This group
name assignment associates multiple checkboxes together and then allows
only one of that group to be selected.

e Also Help Text can be entered for a visual assist when the user hovers
over the field.

The Input Properties Tab

This tab places controls on the data as it is input into a field. Go to the following
fields and make these changes to the Input Tab.

EForm Field Properties @

Custominfo and Event Code ] “alidation ] Measurements I
Field ID ] D atabase ] Security Input I Print I Dim/Steps I
Text:

Text Qualifier: | J

Max Chars: Max Lines: r
DatedTime:
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Custom D ate:

Time Qualfier: |
Murmeric:

tax Digits: Decimal Pas: ~

Format. | J

Desc: | r

HTHML 5 Opts:

Iniit  aluie: Min Y ale Mar Yalue
Step r

Combo/List Box:

ax Chars:

0 i Lines Displayed: r

r Field ta trigger Combo Appearance
r | I7]
r C

ak | Cancel Apply | Help |

Figure 4-19: The Input Tab

Go to the following fields and make these changes to the Input Tab.
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The Combo Options Tab

e The action of the DateReceived field is controlled here. Go to the Input
Tab and select a Date Qualifier from the list of choices and then set the
Initial Value to Now.

e We used a maximum of five lines for the Message field on our WYWO
form. You can type as much as you want with Max Chars of 0, but only
5 lines will print. Your electronic form can hold any amount of data, but
when it comes to printing the form, there is only so much physical room
to print. If you want to control the Max Chars count, 250 is a good value
for that amount of space. Select the Input Tab and for Max Chars type
in 250 (or 0) and Max Lines type in 5.

e The AreaCode field is considered a text field with input of numbers only.
Select the Input Tab and choose Numeric Only.
The Combo Options Tab

Here we can customize the ComboBox choices for the Operator’s field on
the form. It will give the maximum choices asked for as Choice 1, Choice 2,
etc. Just edit in the names you would like to see in the list.

EForm Field Properties El
Field ID ] DataBaze ] Security ] Iput ] Frint ]
DimASteps ] Custarnlnfo and Event Code Combo Options
Index | Tent Walue -
1 Mary
2 Scott
3 Mancy |
Clear Optians | Sart By Text | Mave Up | Inzert Above |
Sort By Value | Move Down |
0K | Cancel | | Help

Figure 4-20: The Combo Options Tab
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Setting Tab Order

E-Form Preferences Tool

Every form has its own set of preferences and this tool takes you to the E-Form
Preferences dialog.

The only change we will make here is the Form Title. This will appear on the
browser’s title bar. It looks better to have a form heading, instead of a file
name.

Setting Tab Order

Tabbing order is the route the cursor takes when tabbing from one field to
another. To set the Tab Order, go to the Tab Order tool.
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Figure 4-21: Setting Tab Order

Numbers will appear representing the current Tab Sequence. You can easily
reset the tab order by right-clicking and choosing Sort Tabs into Reading
Order. The field with the number 1 is where the cursor will begin when the
form is opened. The Restart Tab Order will let you pick on the fields in the
order you want them to tab, with the first picked being the start number. When
you have finished, choose Done Setting Tab Order.

Read-only fields will show 0 in the tab sequence.

Note: CheckBoxes can be made tabable by going to E-Form Preferences, Form
ID Tab, [Form Global Info], and turn on "Tabable Checkboxes". This will
allow resetting tab order to include checkboxes.

Save your finished form. Congratulations, you are now ready to generate your
electronic form.
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Electronic Form — HTML

The Generate E-Form Option

The Generate E-Form tool generates your finished form as an HTML E-Form
or a Visual Basic E-Form. Let’s generate the HTML E-Form.

Electronic Form - HTML

Click on the blue Generate EForm tool on the top tool bar. For the Generate
Code, select within the drop-down list Electronic Form - HTML. Also click
on the checkbox for Run HTML Form and select [Okay].

= While You Were Out - Windows Internet Explorer,
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Figure 4-22: Electronic HTML Form Displays in Your Browser

This creates an HTML file in the base directory. The "Run HTML Form*
option will start Windows Internet Explorer and display the form ready to
fill-in and test. Closing Internet Explorer will take you back to OneForm.
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Using the Electronic Form

Using the Electronic Form

Click on any field with the mouse, or use the Tab Key to move through the
input fields easily.

Field Color Identifiers

The fields on the form will display in one of four colors. Each color represents
a property assigned to the field. The four field colors and properties are as
follows:

Green - ldentifies where the cursor is located.

Yellow - Identifies that the field is required to be filled-in before the file
can be saved. An error message will appear if the user tries to save without
having input something into all of the required fields. The message will
indicate which fields are left blank.

Gray - Optional fields.
White - Read-only and cannot be edited by the operator.

If you find anything that needs changed, simply close Internet Explorer and
it will take you back to OneForm. You can make the change to your ELF and
generate HTML again to check the modification. Continue this process until
you are satisfied with your new electronic form.
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CHAPTER 5

Testing OneForm Designer Installation for
HTML E-Forms

After installation of OneForm Designer Plus is complete, check to see if you
have Microsoft Internet Explorer 5.5 or higher. If that is the case, you are
ready to test your software. Do this by running through the steps of generating
an HTML E-Form.

Open the Accounting Form

Use the accounting electronic form found in OneForm’s Forms Library. Below
is the full path of the Accounting Form directory.

Complete Path is:
C:\Program Files\Amgraf\OneForm\Forms_L.ib\accounting\acount02

The acount02.elf file is ready to be generated. It contains fillable electronic
form fields.
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Figure 5-1: The Acount2.elf Form

Chapter 5: Testing Installation for HTML E-Forms 67



Generate the Electronic Form

Generate the Electronic Form

OneForm’s Generate EForm option creates an HTML file ready for testing
the E-Form and its fields. Just select the Generate EForm tool. To generate
code, choose Electronic Form - HTML from the drop-down list as the code
to generate. Check Run HTML Form and select [Okay].

Project Name: acount02
Project Output Path: |c:.-"program files/ amgraf /oneform/form_lib/ accounting acount02/ Cancel
Generate Code For: : £ v Run Html Farm HTHL Compatibility:
r | =] [HTMLE =]
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Soale Factar (%) 1120 [ Create Az ReadOnly Farm
) I Generate with Farm Buttons
Min Field Height [pixels) |18 ™ Show Field Border

|Disable Embedded HTML Fants v | ¥ Transparent Field Background
[™ Generate with Centered Print
[T Generate with WES cript

™ Do Mot Scale Line Weights ™ Generate with WML Graphics
™ AddFlease Wwait Div [™ Check for .js Loaded

Fant Path: |/webfonts

Please wait Image: |

HTML System Optiohs Graphics Options
Sys JavaSeorpt Include: | " Generate with WML Graphics
" GenHTMLS Carvas Graphics
Output JS HTML Path: | " Mo Special Graphics

Figure 5-2: Generate an Electronic Form as HTML

Generate EForm will create an HTML file in the base directory.

Checking the Run HTML Form option will automatically start Microsoft
Internet Explorer and open the HTML file for simulation and testing. Tab
through the form and test field input. Closing Internet Explorer will take you
back to the OneForm program and acount2.elf file.

If you want to make yours look the same as the example in Figure 5-03, make
the choices highlighted in blue, before selecting Okay.

Note: Refer to Chapter 14 in the Creating E-Forms Manual for complete
details on electronic forms and generating the CGI server scripts.
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Using the Electronic Form

The Electronic Form will appear:
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Figure 5-3: The Electronic Form

Using the Electronic Form

Click on any field with the mouse, or use the Tab Key to move through the
input fields easily.

Field Color Identifiers

The fields on the form will display in one of four colors. Each color represents
a property assigned to the field. The four field colors and properties are as
follows:

Green - ldentifies where the cursor is located.

Yellow - Identifies that the field is required to be filled-in before the file
can be saved. An error message will appear if the user tries to save without
having input something into all of the required fields. The message will
indicate which fields are left blank.

Gray - Optional fields.
White - Read-only and cannot be edited by the operator.

This simple little test shows that OneForm is installed successfully and that
your system is ready to create your own custom electronic forms.
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Printing the HTML E-Form

Printing the HTML E-Form

When you are printing the E-Form, you will be using the browser’s Windows
Print option. The browser’s defaults may not give you the best results.

Following are some hints:

Many of the OneForm Designer Plus components are using Windows "Print
Background" option to print. To turn this on in your browser go to: Tools,
Internet Options, Advanced Tab, Printing Choices, and toggle on Print
background colors and images.

The brower’s Print, Page Setup usually has large page margins, along with
headers and footers. This interfers with printing a form that has been designed
full page. Modify the Page Setup dialog to reduce the margins and you can
even take out the header and footer strings prior to printing.

If your E-Form is not printing centered, OneForm Designer Plus has a control
for centering. Before generating, you can toggle the form to center itself on
the paper. This is the Form Perferences, Global option Generate with Centered
Printing. The default is to print forms in the upper left corner of the page.
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