STEPS IN FORMS DESIGN
(FormFlow 2.15)

Go into FormFlow Designer.

-
Set defaults on Top Line Menu Bar and in Drawing Toolbar.  (Setting defaults should be a one-time operation unless the preference file (dfdesign.prf) becomes corrupted.)

NOTE:  Due to problems with the (WN) fonts used to design forms, some defaults will have to be reset each time you exit the designer program.  See the Design Defaults handout.
-
Under File, Properties, click on the Summary tab, and enter the file name, form short title and date, etc as required in Step 1 of the Design Defaults.

-
Set the default data file for the form (under Format, Databases in the top line menu.).  Use the same name for both the form and the data file.  (EX:  Use 094W0030.FRP for the form file name.)  For the data file, leave the description as Primary Database.  Select dBase as the format, and enter the path and name of the default data file (EX:  C:\FORMDATA\094W0030.DBF).

-
Start at the top left of the design screen and begin building your form by drawing text boxes, fill boxes, and combs as needed.  To save time, drag common form components from the Object Library onto the form.

-
Enter Label Text as you create each box.


--
As you add a new element to the form, be sure it is set for the correct text font, text alignment, margins, text spacing, fill font, and fill justification before you start duplicating it.  Also be sure that the object is transparent and that the line weight is correct.  (If the original attributes are wrong, you will have to change them box by box.)


--
If you use X boxes, be sure all properties are correctly set on the first box before you duplicate it.  Try a sample fill in.  (This will save you a lot of design time.)

-
After you have designed several boxes on the form, do a test print to ensure that everything looks correct.  Correct any errors you find and do another test print before you continue.

-
After the basic design has been created, name each fill box.  Limit names to 8 characters for combs, 10 characters to other boxes.  Use Caps and Lower Case, no spaces or special characters.  Always begin field names with an alpha character.

-
Set tabbing Order.

-
Create Calculations, if required.

-
Go to FormFlow Filler and test fill in.

-
Make corrections in designer as needed and resave the form.

-
Retest fill in.  Ensure that:


--
Tabbing order is correct.


--
Each block allows entry of all needed information.


--
All calculations work properly.


--
Use of ENTER key does not cause fill in info to wrap up over block caption.  (Caused by setting fill alignment to “Bottom Left.”

NOTE:  You should retest the fill in portion of the form each time you change anything in the design.

-
Run the Spell Checker.

-
Proofread form against original copy.  Check for:


--
Incorrect line weights.


--
Lines that do not meet.


--
Lines that overlap.


--
Misspelled or incorrect words.


--
Missing text.


--
Misaligned captions.


--
Misaligned fill in.


--
Misaligned or mis-sized boxes and combs.  (Check both horizontal and vertical alignment of all elements on the form.)


--
Incorrect fill font.  (It should always be CG Times (WN) Regular 10 pt.)


--
On-half inch margins on all sides of the form.

-
After everything looks correct and fills in properly, go back to the .FRP version and do the following:


--
Change all fill characters from lines to spaces.  (There’s no shortcut.  It has to be done block by block.)


--
Click on the outside border of the form, and select Edit, Placement, Send to Back.  (If you don’t send the border to the back, customers cannot use the data linking features allowed by the Object Locked fields.)


--
Save the form as Object Locked.  (File, Save As, Save File as Type:  FormFlow 2.x Form (Locked).  When you select OK, tell it that you want to lock “Objects.”  Your form will be automatically saved as an .FRL file.  Close your .FRP form without saving so that the fill characters will stay intact on the .FRP version.

-
Test the locked version to be sure nothing got changed and that everything fills in properly before releasing the form to customers.

--
Once everything tests okay, copy both the .FRP and the .FRL versions to a floppy disk.  (We recommend you keep a copy of both versions in your forms management files.)  Copy the .FRL version to your local pubs server, bulletin board, or Web site (depending on how you distribute to your customers).  Provide a “Master” copy of the .FRL version to the PDO function if needed.
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