End User License Agreement (EULA)
The material presented in this publication is copyright-protected©1986–2006 by OFFICEWORK SOFTWARE® and may not be reproduced in any form, by any method for any purpose without the prior written consent of OFFICEWORK SOFTWARE®. Information in this document is subject to change without notice. It is against the law to copy the software, except in accordance with the terms of the licensing agreement.
PROGRAM LICENSE AGREEMENT
IMPORTANT NOTICE: Please read the terms of the following License Agreement carefully. Your use of the product signiﬁes your acceptance of the terms of the Agreement. If you do not agree with the terms of this Agreement, you should promptly return the package; your money will be refunded. Retain this License Agreement for future reference.
Article 1: License Grant
The software is the intellectual property of OFFICEWORK SOFTWARE® and its licensors, and is protected by law, including United States copyright laws and international treaties.  OFFICEWORK SOFTWARE® grants to you a license:
1. To use the program on a single machine.
2. To make a single archival back-up copy of the program in support of your use of the single program on a single machine.
3. To modify the program and/or merge it into another program for use on a single machine.
4. To transfer the program to another party if that party agrees to accept the terms and conditions of this Agreement, and you do not retain any copies of the program, whether in printed, machine-readable, modiﬁed, or merged form. Except as expressly provided for in this license, you may not copy, modify, or transfer this program.
5. If the software in this package is licensed as a Site License, it is licensed for use on several machines. Additional master copies of the software may be made by the licensee, equal to the number of licenses purchased.
No reverse engineering. Except as stated above, YOU MAY NOT MODIFY, TRANSLATE, DISASSEMBLE, OR DECOMPILE THE SOFTWARE, OR ANY COPY, IN WHOLE OR PART.
Article 2: Term
The license is eﬀective until terminated. You may terminate the license at any time by destroying the program together with all copies, modiﬁcations, and merged portions in any form. The license will also terminate upon conditions set forth elsewhere in this Agreement, and OFFICEWORK SOFTWARE® may terminate your license if you fail to comply with this Agreement. You agree, upon such termination for any reason, to destroy the program together with all copies, modiﬁcations, and merged portions in any form.
Article 3: Disclaimer of Warranties and Limitations of Remedies
1. OFFICEWORK SOFTWARE® software is licensed to you As Is. You, the consumer, bear the entire risk relating to the quality and performance of the software. In no event will OFFICEWORK SOFTWARE® be liable for direct, indirect, incidental, or consequential damages resulting from any defect in the software, even if OFFICEWORK SOFTWARE® had reason to know of the possibility of such damage. If the software proves to have defects, you, and not OFFICEWORK SOFTWARE®, assume the cost of any necessary service or repair. In the event any liability is imposed on OFFICEWORK SOFTWARE®, OFFICEWORK SOFTWARE®’s liability to you or any third party shall not exceed the purchase price paid for this product.
2. Thirty-day limited warranty on disks. OFFICEWORK SOFTWARE® warrants the enclosed disks to be free of defects in material and workmanship under normal use for 30 days after purchase. During the 30-day period, you may return a defective disk to OFFICEWORK SOFTWARE® with proof of purchase, and it will be replaced without charge, unless the disk is damaged by accident or misuse. Replacement of a disk is your sole remedy in the event of a defect. This warranty gives you speciﬁc legal rights, and you may also have other rights which vary from state to state.
3. THE LIMITED WARRANTY STATED ABOVE IS THE ONLY WARRANTY OR REPRESENTATION OF ANY KIND WITH RESPECT TO THE SOFTWARE MADE BY OFFICEWORK SOFTWARE® OR ANY THIRD PARTY INVOLVED IN THE CREATION, PRODUCTION, DELIVERY, OR LICENSING OF THE SOFTWARE. OFFICEWORK SOFTWARE® AND ANY SUCH THIRD PARTY DISCLAIM ALL WARRANTIES, EXPRESS OR IMPLIED, WITH RESPECT TO THE SOFTWARE, ITS QUALITY, RELIABILITY OR PERFORMANCE; OR ITS MERCHANTABILITY, NON- INFRINGEMENT OF THIRD PARTY RIGHTS, OR FITNESS FOR A PARTICULAR PURPOSE.
4. Some states do not allow the exclusion or limitation of implied warranties of liability for incidental or consequential damages, so the above limitations or exclusions may not apply to you.
Article 4: General
You may not sub-license, assign, or transfer the license or the program except as expressly provided in this Agreement. Any attempt otherwise to sub-license, assign, or transfer any of the rights, duties, or obligations hereunder is void.
This Agreement will be governed by the laws of the State of California, and you agree that any claims regarding the software shall be brought in California, and waive any objections to jurisdiction in the US District Court for the Northern District of California or the California Superior Court for Marin County.
You acknowledge that US laws prohibit the export/re-export of technical data of US origin, including software, and agree that you will not export or re-export the software without the appropriate US and foreign government license.
About this Guide 

This guide is intended to provide a very brief overview of FormTool to get you started quickly and to serve as a reference.  Additional information is available in the Help section of the FormTool program.

Please note that there are three versions of FormTool – Standard, Deluxe, and Professional.  This guide has been written to address the features and functionality of FormTool Deluxe. Notes have been made in this guide to identify those features that are not included in FormTool Standard (also known as FormTool).  References in this booklet to Scan and Web Publishing features pertain only to the Deluxe and Professional versions.
Introduction

FormTool allows users several convenient methods of designing, creating, and circulating forms. Forms can be routed in the exact order users request. Just deﬁne the recipient list and the program will automatically conﬁrm successful delivery and prompt the recipient to forward the form to the next user on the list when they are done. 
Forms can also be emailed to anyone - even non-FormTool users. The user/recipient will be able to ﬁll in and return the form, then FormTool will automatically import the information into its relational database. 
Forms can also be posted on the Web for easy access and quick data gathering. 
Note: Scan and Web Posting functions are available in Deluxe and Pro versions only
Minimum System Requirements
· Pentium class PC

· Operating System Windows 98SE,  NT4, Me, 2000, XP
· 64 MB RAM

· 95 MB hard disk space 
· CD-ROM drive
· Internet service and browser for some components
Installing FormTool 
Follow these steps to install the program:

Insert the FormTool CD into your CD-ROM drive. The installation will begin automatically.  If it does not automatically install, follow these instructions:
To install FormTool:
1. On the Windows taskbar, click [Start]
2. Select Run
3. In the Open command line ﬁeld, type D:\setup.exe
(where D is the letter of your CD-ROM drive)
4. Press <Enter> or click [OK]
5. Follow the instructions on the screen. FormTool will be installed in
C:\Program Files\FormTool Deluxe  
Note: if you have FormTool Standard the path will be C:\Program Files\FormTool 

Getting Started with FormTool

This section is designed to get you started on the basics of FormTool. It will give you a general idea of how to create forms using FormTool.

In this section, we’ll cover these topics:

Starting FormTool

To start FormTool:

1.Select Start|Programs| FormTool 6|FormTool 6. The FormTool   Start Page appears.

2.Click [New] to open a new form.

Designer View

The Designer View is the screen in FormTool where you will design and create your

forms. 

Starting a Form

You can create a form by designing from scratch or by selecting a template. You can also scan a paper form that you may already have, edit it, and import it into FormTool for further modifications.  

Drawing the Form from Scratch

To create a new form from scratch:
• Enter File |New
Drawing Text Labels

Let’s draw some text labels. We will then put fields next to the labels.

To draw the text labels:

1. Decide which fields you want on the form and the text labels that they will need. For example: Name, Phone Number, or Address.

2. Click ((Rich Text) on the Drawing toolbar, or select Insert|Rich Text.

3. Click and drag a box where you want the text to appear on the form. Begin typing your label. If you enter more text than the box can accommodate, a scroll bar will appear. Repeat this action for every text label that you want to put on your form.

Drawing Fields

Now, let’s make some generic fields, where people using your form will enter information.

To draw the fields for data entry:
1. Select (Field tool) on the Objects toolbar, or select Insert|Field.

2. Place the cursor to the right of the appropriate label.

3. Click and drag to create the field, making the fields large enough to accept all the possible text you’ll need to enter.
Defining the Fields

We’re now going to change the properties of the generic fields to match the labels.

To define the fields:

1. Click (Property Inspector) on the Main toolbar to open the Property Inspector (if it is not already shown).

2. Click (Select), and then any field.

3. Select the Data section of the property palette. (Property Inspector). There you can specify properties such as the name of the field; the maximum amount of characters the field will accept (physical size permitting); the type of data the field will accept (date, text, numeric, etc.); the database to which the field is linked; and any prompts that need to be visible for the user to fill the field.
Using the Object Palette

The Object Palette can contain predefined objects that you can paste into your form, like a memo header or a group of fields you use often. If you are designing a memo, place the memo header object included with FormTool—containing From, To, and Regarding fields—into your form. You can also create your own objects and then save them to the Object Palette for future use.

To use the Object Palette:

Click (Object Palette) on the Main toolbar.  To save an object to the Object Palette:

1. Define your group of objects by clicking (Select) and dragging a box around them.

2. Select them all and drag-and-drop them into the Object Palette.  Choose or create an FTL file to save your objects into. The Default.ftl file contains many samples. FormTool automatically saves objects in the Library folder, found in the C:\Program Files\OrgProfessional\FormTool6 Deluxe folder.

Adding Details

Once the labels and fields are in place and defined, you can do the detail work. This may include shading the fields with the Graphics tab or adding logos and images. If you have an image that you want to place on the form, click (Picture) in the Object toolbar.
Filling a Form

This section introduces you to filling the forms you create in the Designer. To get to the Filler View, select View|Go To Filler, press <Ctrl>+<F>, or click (Go To Filler) on the Main toolbar.

The Filler View

The Filler View is where you fill your forms, creating data that can be saved, edited,

sorted, and queried. It is similar to the Designer View, but only contains these elements:

Filling Area—The form with all the fields highlighted.

Main Toolbar—Contains the standard Windows functions pertaining to file

management, including Zoom and Edits.

Database Toolbar—Provides controls for manipulating and navigating through the records of a database. Use the first five icons to go from one record to another. From left to right, they are: First Record, Previous Record, Search Record, Next Record, and Last Record. The next set of icons are record management buttons. From left to right, they are: New Record, Delete Record, Save Record, Copy Record, Query, and Sort Order.

How to Fill a Form

Use the <Tab> or <Enter> keys to select fields for filling, or press <Shift>+<Tab> to go backwards in field order. The exception for using the <Enter> key to select fields is the memo field. While filling a memo field, the <Enter> key will act as a carriage return (as in a word processing application). This way you can enter text in paragraph form instead of one continuous line.
You enter data one field at a time. Each field accepts data as defined in the Designer View.  For example, numeric fields will only accept numeric characters, date fields are automatically filled with today’s date, and check boxes and radio buttons are filled by pressing <Space>.

Defining Filling Order

Use the <Tab> key to select fields. The fields will be selected in the order in which they were created. If you wish, you can change the order in which fields are made active by selecting Tools|Field Filling Order.

NOTE: You must be in Designer view to define the filling order.

To define the filling order:

1. Select Tools|Field Filling Order. All the fields will have a number attached to their border. The filling order will default to the order in which the fields were created. 
2. Choose which field you want the user to fill first and click on it. If you want the first field created to be the first to be filled, you will still need to click on it first.  The field box will now have a number ‘1’ attached (in a solid-colored box), and the number on the selection arrow will change to a ‘2’.

3. Now select the field you want the user to fill second.
4. Continue to click the fields in the filling order you want. The numbers of the other fields will change to reflect the new order.

Scanning Paper Forms into FormTool

With FormTool Deluxe or FormTool Professional you can scan a document using almost any TWAIN-compliant scanner. The resulting image can then be converted into FormTool form elements using the processes known as Optical Character Recognition (OCR) and Electronic Forms Recognition (EFR). Instead of replicating a form by hand, you can have FormTool convert the elements on the image to editable electronic objects.

There are three basic steps to converting a scannable form or image into an editable

FormTool form:

1. Scanning an existing hard copy form, or Importing electronic information.

2. Recognizing objects and converting them to FormTool elements.

3. Editing the resulting elements and arranging them in your form.

Scanning or Importing

Use your scanner to directly scan images or forms into FormTool. You can also import an image into FormTool if it has already been scanned, or choose a single image from a library of images.

FormTool recognizes elements as several different types of entities:

• Horizontal lines are seen as the base for fields.

• Vertical and diagonal lines are seen as graphic items.

• Text used for headers, footers, headings, small print, and body text will be

recognized as text.

• Field boxes allow you to create input fields, e.g., phone numbers and addresses.

• Check boxes are seen as check boxes.

• Fonts are recognized, which will save you many steps in the formatting of your document. You can choose to keep or substitute the recognized font for any font installed in your system.

Tips on Scanning
Here are some general tips which will help you get the best possible image when

you scan:

• Optimum resolution for scanning is 300 dots per inch (DPI) or higher.

• If your document uses only grayscale images and text, use the grayscale option. This will give you the best results for some fonts and check boxes with shadows.

• Make sure the page size of your scanned image is the same as the form. You can set this up in File|Form Setup in FormTool. FormTool supports Windows page sizes, so you can scan up to 11" by 17", depending on your scanner. The most common sizes are 8.5" by 11" (letter) and 8.5" by 14" (legal).
Scanning a Form

There are several steps to take when you scan a form into FormTool.

Selecting the Source

The Select Source command lets you select a TWAIN-compliant driver for your scanner.  You will only have to use this command:
• The first time you use your scanner, or

• If you have more than one scanner driver installed.

To select your TWAIN-compliant driver:
1. Select Image|Select Source. The Select Source dialog opens.

2. Choose the driver that you wish to use.

3. Click [OK], click [Select], or press [Enter], depending on your software.

Starting the Scan

Scanning your form puts a picture of your form into your computer’s memory. After

scanning, we will put FormTool’s powerful recognition software to use.

NOTE: The scanning-related options in the Image menu won’t be available unless you have a scanner available from your computer and the supporting scanning software installed.

To scan a form:

1. Select Image|Scan to open the scanner software. The scanner software’s interface appears.

2. Select settings that will give you the best scan for FormTool’s recognition process.

3. Depending on the scanner software you are using, start the scanning process by clicking the appropriate button. After scanning, close your scanning software as described in your scanner’s manual.

NOTE: For more information on operating your scanner, please consult your scanner’s user manual and scanning

software.

Recognizing Form Elements

FormTool will now perform powerful software calculations on the image, extracting the elements that you choose to remain on the form. You may want FormTool to recognize fields, or to only recognize the lines on the form so you can create your own fields. To change the default settings for the way FormTool recognizes elements on your forms, select Image|Recognize or click [Recognize] in the Recognize Options dialog.
NOTE: If you are recognizing a scanned image, you need to have the image on the form and select Image|Mark Selection for OCR in order for the Image menu options to become available.
To recognize an image:

1. Select Image|Recognize. The status bar at the bottom-left of the FormTool window will show a progress indicator, and text describing which items are being recognized. Or, you can click [Recognize] in the Recognize Options dialog.
2. When the recognition process is finished, an overlay of the new FormTool objects (fields, text, and graphics) will appear on top of the image. After Recognizing, you may wish to hide the imported image, if you wish to view only the fields, lines, and check boxes that were created by the Recognition process.
Editing Objects

After you’ve imported the image, you can make some basic image edits inside FormTool.  If you need to make extensive changes that aren’t available as menu items, you can bring the image into a bitmap-editing program and make your changes there. 
The three basic edits are Moving, Rotating, and Mirroring.

To edit an image in FormTool:

Select Image|Image Edit, and choose an edit from the submenu.

 Technical Support Checklist

To receive the fastest response to your technical questions, please complete the following check list before you call or send e-mail:
• You may already have the information you are looking for. Before calling, check your documentation thoroughly. Let the technician know what you’ve tried.
• Be in front of the computer, with the computer on if you are calling on the phone.
• Record the exact sequence of events that created the problem. Make sure that you can reproduce the problem by following the same series of steps. Know the results of any steps you have undertaken to solve the problem.
• Have the name and ﬁle date of the application. To get the exact version number, select Help > About FormTool.
• Know the type of computer and Windows version you use. Visit www.formtool.com for FAQs and additional information.
Technical Support:  OFFICEWORK SOFTWARE offers several support options that are both free and for an additional fee.  

Free Installation Assistance:  Complementary installation assistance is available by calling (505) 248-9999.


Free Support:  Available online 24 hours a day, 7 days a week for all OfficeWork Software products is a self-help area including Frequently Asked Questions (FAQ), Knowledge Base, Community Forums (where users assist one another), and Downloads and Patches.  Difficulties installing software are normally the result of other applications running that can corrupt the installation process and requires these simple Clean Installation Instructions at http://www.officeworksoftware.com/support/install.asp. 

Email Support on Demand:  $4.95 per-incident.  An "incident" is defined as one question and a solution, no matter how long it takes to resolve that issue. Please complete the secure Email Support Form at http://www.tier3support.com/officeworksoftware/emailsupport.html.

Phone Support on Demand:  Paid Telephone Support service is available Monday through Friday, 9:00am - 6:00pm (Mountain Time), excluding US holidays.  Call Today! (505) 248-9999. $9.95 per-incident at (505) 248-9999.  An "incident" is defined as one question and a solution, no matter how long it takes to resolve that issue.  All major credit cards accepted.
Additional Support Information is available at www.officeworksoftware.com
