
FormReturn Quick-Start Guide – Version 1.1.1

FORMRETURN QUICK-START GUIDE

Contents
• Page1. Introduction
• Pages 2 – 9. How to Design a Basic Form Template - multiple-choice assessment form.
• Pages 9 – 11. How to Add Records to Source Data. (FormReturn's database)
• Pages 11 – 12. How to Publish the Form Template and print for distribution.
• Page 13. How to Upload scanned Form Images, into FormReturn's Processing Queue.
• Pages 13 – 16. How to Manage Captured Data and How to Export the Captured Data to a Spreadsheet.

Overview of FormReturn
FormReturn is an application which integrates an OMR, bubble sheet, form editor for designing and printing forms,
with a software OMR reader for capturing response data.
FormReturn's form processor can only recognize forms that were designed with FormReturn, as it uses a Form ID
barcode for Form recognition and the Segment barcodes for detection of the, mark areas (checkbox responses).
FormReturn links the checkbox response data, captured from your forms, with your records added to FormReturn's
database.

Steps of FormReturn.
• Use the Form editors to design an OMR form template, by adding a Form ID barcode (for form recognition),

Template Variable Replacement (for form identification) and a segment ( containing the checkbox mark areas )
• Recognition test the template before publishing the form for distribution.
• Publish the form template. This stores the template information in FormReturn. 
• Print forms from the publication for distribution to the respondents. 
• When the forms are returned to you,  scan them and save the images on your computer.
• The images are uploaded back into FormReturn and the response data is captured and stored. 

A full explanation of each Step in this Guide, is available on FormReturn's online Help Manual at
www.help.formreturn.com/

Screenshot of the Form Editor Application Window with the Form ID Barcode added using the Barcode tool.
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Function and Edit Shortcuts
If you want to use shortcuts look for them in the drop down menus of the FormReturn Menu Bar.

• Choose Edit in the Menu Bar or as a shortcut, Right click  to open the edit menu.

Tips

• Save your work often.

• Zoom  - view the whole segment or form page at one time. Good for getting the alignment correct.

• Undo - in the Edit menu

How to Design a basic Form Template.
A basic form template contains a Form ID Barcode, Template Variable Replacement and a Segment. 

Application Toolbar

• Open the Form Editor by clicking the New Form button in the Application Toolbar. 
• In the dialog box that opens, choose your paper size and type a name for the form template such as “Class

form” and click OK.
• A New Form page will open. 

Form Editor Toolbar Barcode tool

• Add  a Form ID Barcode by clicking on the Barcode tool and then on the form page.
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• Add Template Variable Replacement (TVR), as a Form Identification method,so each form is distributed to
the correct person (similar to mailmerge). Click on the Text tool to add a Text Area large enough to type your
field names – double click to start typing. (TVR replaces fieldnames typed onto the template with your records
in FormReturn's source data. The fieldnames are typed surrounded by less than<< and greater than>>
symbols which triggers FormReturn to replace them with the records Eg: <<firstname>> <<lastname>>, the
fieldnames must appear exactly as they are in your source data table.) When you publish the form
template, a form for each record will be published. The captured response data from each form, will reconcile
with the record it belongs to in source data.

• Add and Empty Segment Area to contain the Segment. The Segment Tool is used to add an empty segment
area to the form template. You will design your segment separately and then add it to your template, by
loading it into the empty segment area. Segments contain the Mark Areas  (checkboxes). The segment size
can only be as big as the form template page allowing for margins. If you need more room, another segment is
designed and another form page is added to the template for the 2nd segment. You can add as many pages as
you want to the form template.

How to Design a Segment 
Segments are designed separately because they contain their own identifying barcodes, at top right and bottom left,
used by FormReturn for locating the mark areas during data capture. The segment is designed using the segment
editor toolbar to add Mark areas and Text areas etc. and when completed it is added to the Form Template.

• Click the New Segment icon in the application toolbar to open the segment editor.
• In the dialog box that opens, choose your paper size and type a name for the segment Eg: “Class segment”.
• A new segment page will open. 

Segment highlighted in green, and Template Variable Replacement highlighted in gold, added to the form template.
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Segment Editor Toolbar

• Add Mark Areas with the Checkbox tool. 

  

The fastest way to add multiple text and mark areas to your Segment and keep them aligned.

1. Zoom to 150%.
2. Turn on Snap to Grid – Select it from the Edit Menu. Click Show Grid. Click Adjust Grid Size.
3. Add the text area for the first question – Click on the Text tool and then on the page and drag to size. Double

click to start typing.
4. Add the mark area for the first question – Click on the Checkbox tool and then on the page, using the grid to

align with the text area. 
5. Set up the mark area in the mark area properties dialog – Double click on the Mark Area to Open Mark Area

Properties.
6. Keep the text area and mark area selected, Click duplicate in the Edit menu, choose  the number of questions

as you want, or will fit, on the segment, Click Duplicate.
7. Edit the text areas.

Alignment Tools

Alignment toolbar       align centers align vertical spacing

• Use the alignment tools for aligning selected text areas and mark areas etc., with each other.

Snap to Grid
Snap to Grid puts an invisible grid on the page making it easy to align elements you add to the page. Locate Snap to
grid in the Edit menu. Click 'Show Grid', to show or hide the grid. Click 'Adjust Grid Size' to change the grid size.
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Duplicate Feature
Select a Mark Area or a Text Area, or both together and click Duplicate in the Edit Menu.

Duplicate located in the Edit menu         Duplicate text areas and mark areas, then Edit the question text.

• The Duplicate Elements dialog will open, select the number of verticle elements that you want to appear on the page.
• Type a Fieldname Prefix: If you want, for the Captured Data Fieldname. Eg: Question.
•  Field name Counter starts At 1: This will number the Captured data field names from 1 to however many you add.

The Mark Area

• Change the mark area style, size, mark value (A;B;C etc.) and Aggregation Rule in the Mark Area Properties
Dialog box.

• Double click on a mark area to open the Mark Area Properties dialog box. 

Set up the Mark Areas Properties

1. Change the checkboxes size and style. Increase the spacing if they look too close together.
2. Make sure the Captured Data Field Name and the Score field name (the names given to the columns of

captured data for each question and the score for each question ) are unique for every mark area on a form.
(When you duplicate the mark area, each Captured Data Field name will automatically be made unique, but if
you are adding more than one segment to a multiple page form template, you must make sure each segment
contains unique field names from other segments. This way the captured response data for each question,
can be stored where it belongs.)

3. Set the Column Order for captured data fields, to the order you would want them when exporting data to a
spreadsheet. Captured data and Score fields are always ordered below zero, (Eg: -1 etc.) so they appear first
in the data export.

4. Make sure the Mark Area value (A;B;C;D etc.) for each checkbox in the mark area is unique. The Show Text
box is used to show or hide the  Mark area values.

5. Set the Mark Aggregation rule, only used when you want a score for the correct answer Eg: in a school test.
6. Save new settings as a Preset Style so you can use the same style again. Click 'Save Current Settings as

Preset Style' and give it a name. When you want to use it again, choose it from the preset list and Click
Restore.
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Mark Area Properties dialog box.

Segment Recognition Preview

A Print Preview of the Segment, will show you if the Barcodes, the Segment  and the Mark Areas  are detected by the
software. It is important that they are all detected because the software relies on them for identifying the form page
and capturing response data.

1. Click the Recognition Preview tab and wait for the page to load.
2. In the Preview Check panel, click Detect Barcodes, Detect Segments and Detect Fragments (mark areas)

boxes.
3.  Highlighting of the elements will determine if they have been detected by FormReturn. 
4. If they are not detected, then you will have to go back to the segment Editor. Make sure checkboxes or

segment barcodes aren't touching each other or any black text or lines. Save any changes and try the Print
Preview again.
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Segment recognition preview showing the first (01)segment Barcode detected, highlighted blue (there will be another
one at bottom left of segment so make sure both are detected), Segment edges detected, highlighted green and
Fragments detected(mark areas) highlighted red. All of these components must be detected before adding the

segment to your form template. 

Load the Segment onto the Form

Go back to the Form editor and load your segment onto the form.

Empty Segment Area                Segment Tool    

• Click the Segment tool and click on the form page and drag to size a small Empty Segment Area. When you
load the segment, it will take as much room on the page as it needs.

• Click the 'Load Segments' button in the Segment Area panel. tThe Segment Area Properties dialog will open.

         Segment Area Properties dialog
1. Click the Add Segment button and choose the saved segment from your computer's file.
2. Click OK and the segment will load into the empty segment area.
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Form Recognition Preview

When you have finished designing the form template click the Recognition Preview tab and do a Preview Check of the
the Barcodes; the Segment and the Fragments (mark areas). Make sure they are all detected by FormReturn
before you go ahead and Publish and print the form for distribution.

1. Detect Barcodes: highlights the Form ID Barcode (pink) and the Segment Barcodes (blue). 
2. Detect Segments: highlights the Segment edges (green).
3. Detect Fragments: (mark areas) highlights each Fragment with a red border. Each fragment should be

detected separately.
4. Detect Marks: If you have added any test marks to the checkboxes, it will show which box was marked. Eg:

use the line tool or a filled circle over checkboxes, but don't forget to delete them again.

[It is important that each of these components is detected before publication of the template otherwise detection of the
response data could have errors.]

Test Preview the form template
Test preview a scanned image of your form template to determine if your scanner produces clear enough images. (A
test preview doesn't capture any data, but it will show you how the response data will be detected, a very important
step before you go ahead and print from the published form template)

• Print a form from Print Preview and  shade in the checkboxes with a pen or dark pencil, whichever the
respondents will be using.

    
• Scan the form (in color) using your document scanner. Set the resolution to between 150 and 200 depending

how clear images from your scanner are. Forms scanned at a lower resolution will be quicker to process in
FormReturn but the resolution setting you use will depend on the quality of your scanner to produce crisp
black images) 
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• Save the image as either Tif., Gif., Png. or Pdf. Format, to a location on your computer.  
• Click the Test Preview tab.
• Click Browse to look for the form's Image where you saved it on your computer and open it.
• Wait for it to load onto the test preview window. (This is a test only and doesn't capture any data)
• The test preview will show the quality of your scanned image and how well the barcodes and marks in

checkboxes are detected by FormReturn.
• Check to see if the marks made in the checkboxes are accurately detected by FormReturn.

• If response marks aren't accurately detected, the Recognition settings of FormReturn or your scanner's
resolution could be the problem. http://help.formreturn.com/form_recognition_settings.html

A test preview of a form image with barcodes, segment, fragments and hand shaded marks detected. 

The next step is adding records to a Source data table created in FormReturn's database

How to Add Records to Source Data
Adding records to FormReturn's database, requires you to:

1. Add a New data table to Source Data and give it a name.
2. Add  fieldnames for the types of records you are adding. 
3. Add the records - There should be a record added for each respondent  who will receive a form.

• Click Source Data in the application toolbar to Add your Data table.
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Add Tables and Fieldnames
Screenshot of part of the Source data application window, showing the Tables panel the Fields panel and a list of
Tables which have been added to Source Data.

• Click Add New in the Tables panel to add a Source Data table.

• In the Add New Tables dialog, type a name for your table and click OK.
• You will be able to see the new table name in the  tables list. 
• Select it  and click Add new in the Fields panel to add fieldnames to the table.

• In the Add New Field dialog, type a field name for the records you will be adding (Eg: firstname) and click OK.
• Repeat the last 2 steps to add more fieldnames.

Add Records

• Click the Records tab to add your records to the field names.
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• Choose Add New from the Records panel.
• The Fieldname and Value dialog box will open.
• Click on the fieldname for the type of record - type the record name in Field Data:
• Click the Update button to add the record.
• Click the next fieldname and type the record - click Update to add.
• Click the Save button when you have finished adding one person's records. 
• Click Add New, to add the next records. Repeat these steps until all your records are added. 

[ Data records can also be imported from a spreadsheet – www.help.formreturn.com/adding_source_data.html#impr ]

How to Publish the Form Template
When your data tables and records have been added and the test preview has been successful, the form template is
ready to be published and printed.  

• With your template still open in Form Editor, Click the Publish Form tab.  
Step 1.

• In the Publish Form Window, Select the Table name which has the records for the form's respondents.
• Type a Publication name.

Note: Click Refresh located in the Tables panel to update any new Source data tables and records.

Step 2.

• Click the Check button. This will Verify there is a Form ID Barcode detected on each form page of the
publication. A Success box will open confirming ID's were found on each page. Click OK.
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Step 3.

• Recognition settings can be changed if response marks weren't properly detected in the Test Preview. 
• Keep the Perform Automatic Deskew box checked.

To understand how recognition settings are used by FormReturn, there is a detailed account on the
FormReturn help guide. http://help.formreturn.com/form_recognition_settings.html

Step 4.

• Publication Type: Form ID Reconciles – Append Only. Will reconcile captured responses with your data table
records.

• Click the Publish & PDF  button. This will publish the forms to a PDF file.
• A Proceed with Publication dialog will open. Click OK to save.
• The PDF file can be located, where you saved it on your computer. 
• Open the PDF file and Print the forms.

When the completed forms have been returned, you will scan them, save the captured images to your computer and
upload them into FormReturn's Processing Queue.

Capturing (scanning) Form Images
• Scan the returned forms and save as images on your computer. To save time use a document scanner with an

automatic document feeder, especially when you have numerous forms. 
• Depending on the quality of your scanner, set the resolution to between 150 and 200 dpi. 
• Save the images as Tif., Gif., Png. or Pdf. Format.
• Forms scanned at the lower resolution are quicker to process in FormReturn, but the resolution you use will

depend on the quality of the images your scanner produces. This should have been determined in the Test
Preview.

• If the resolution (dpi) isn't high enough for you scanner to produce crisp, dark images, the barcodes and
response marks could have detection errors.
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How to Upload Images into the Processing Queue
Upload the saved form images into FormReturn's processing queue. From here they are sent one at a time to the
incoming images table in FormReturn's database.

• Click the Processing Queue icon.

Screenshot: Processing Queue Application Window

To Upload Form Images
• Click the Upload Folder button, located in the Unprocessed panel, to upload a folder of form images. Images

can be uploaded separately using the Upload Image button.
• The images will appear in the Unprocessed Images folder while they are waiting to be sent to the incoming

images table in FormReturn's database. Form processing is fairly quick and the response data will appear
almost instantly in Captured Data. 

• If the barcodes on Images  can't be detected the images will be stored in the Unidentified Images folder. 

Unidentified Images can be reprocessed – www.help.formreturn.com/managing_the_processing_queue.html#rep

How to Manage Captured Data

• Click the Captured Data icon in the Application Toolbar to open Captured Data.
Publications

Screenshot: Publications Window in Captured Data.     

When a form template is published, the publication information is stored in Captured Data. 
The captured response data is stored with the Publication.

• Select the Publication Name and click the Forms tab.
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Forms

Screenshot: Captured Data – Forms Window showing score for each form.

The Forms window shows a list of the forms in the Publication with the Form Score and Error Count if there were any
errors in the processing of Captured Data. Errors in the captured data can be manually corrected in the Reprocessor.

• Select a form.
• Click the Form Pages tab.

Form Pages

            Form Pages window in Captured Data.
• Select the Form page to view the captured data. 
• Field Name: This is the Captured Data Fieldnames and the Score Fieldnames.
• Captured Value: This is the Mark Value of the checkboxes with captured response marks.
• Click Preview in the Form Pages panel to open the scanned image preview. Click on any mark area to open

the Mark Detection Details dialog and to check the detection of response data by Formreturn.
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Form Pages Panel

Publication Name: The name of the selected Publication.
Form ID: Automatically generated Form page ID.
Refresh: Updates recently processed data.
Cleat Data: Clears selected captured data.
Preview: View the Full-sized image of the selected form page and how response marks were determined.
Reprocess: Manually correct and process any Response data that has an error message.

Reprocess Errors in Captured Data 

Form Pages Panel

1. Select the form page that contains the error.

2. Click the Reprocess button in the Form Pages Panel.

3. The Segment area should be automatically selected.

4. Click the Detect Data button in the Detection Panel.

5. Click the Settings button in the Segment Area panel; in the dialog that opens manually select and correct
the checkbox responses; When you have finished correcting data, Click Update.

6. Click Save in the Detection Panel to save the reprocessed data to Captured Data.
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How to Export Captured Data to a Spreadsheet

Publications panel in Captured Data 

• Click the Publications tab and select the Publication with the data you want to export
• Click the Export Data button in the Publications panel.
• The CSV export file dialog will open.

• Type a name for your Data export.
• Choose a location to save the CSV File.
• Click Save.

• Open the CSV File and click OK. Screenshot: CSV file data export.

The CSV File will be exported to a spreadsheet which will automatically open in whichever office package you have
installed on your computer. Note: You must have an office package such as Microsoft Office or Open Office installed
on your computer.

For more information or assistance, 
please visit the FormReturn website for the latest documentation, 

screen-casts and online assistance. www.formreturn.com
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