STEP BY STEP INSTRUCTIONS FOR CUSTOMIZING AND USING TEMPLATES
FOR PUBLISHING AND COLLECTING DATA FROM ANONYMOUS FORMS.
(See our online help guide for full instructions on any of the steps)

For publishing and reconciling captured data using anonymous forms, an empty data table has to be added to FormReturn's Source data, this means
it won't contain any records. FormReturn uses the Form ID Barcode on each form, to reconcile captured response data from processed forms, with a
data table. If there are no records in the data table, FormReturn will automatically generate new records for each form processed, even though you
will not need them. The automatically generated records will be added to the empty data table you created. See Add Source Data in the online help
guide to add a data table.

1. Save the downloaded segment and form files on your computer.

Open the segment file.frs in FormReturn and it will open in the segment editor. This can be done by double clicking on the file and
FormReturn will open automatically.

3. Type your question text in the text areas for each question by double clicking on the text area. To change the font size, you can select all
the text areas at once and change the font size in the panel at left.

4. If you need to change the number of checkboxes in the mark area or the height and width of the checkboxes, double click on one of the
mark areas to open the Mark Area Properties dialog and change the style to what you want and save the setting as a new pre-set style, click
OK. Then select all the mark areas at once and choose that Preset Style from the Mark Areas panel at the left of the page and Apply Style.

5. When you have finished editing the segment, click SAVE in the edit menu, and add your customized segment to the form template. (see
step 6)

6.  Open the form template file.frf. It will contain a Form ID Barcode (top left) and the segment. Click on the segment part of the form to
select it and press the delete key to delete the existing segment. Click SAVE in the edit menu, and then add a new empty segment area by
clicking on the segment tool in the toolbar. Drag a small area on the form page. Click load segment in the panel on the left, choose your
segment and click OK. The segment will load onto the page. SAVE again.

7. Use the rest of the space at the top of the form to add any other text you want printed on the form. SAVE

8. Click on the Recognition Preview tab and make sure the barcodes, the segment and the fragments (mark areas) are all detected. This is also
a print preview, so check that all your question text has been detected.

Please Contact us through the FormReturn website if you have any problems, by sending us an email with your segment and form files
attached.

9. Next do a test preview by printing a form, click the print button while the form is still open in Recognition preview. Fill in some of the
bubbles in the mark areas using a black or blue pen or dark pencil, and then scan the form and save the image to your computer. Click
browse images and open the form image in Test Preview (this process does not capture any data) and click all the Preview Check boxes.
Make sure the Form ID and segment barcodes as well as all your handmarks are detected with a highlighted border. (you can double click
to zoom in on each mark area)This is a test for your scanner's settings and ability to produce a good form image. A quality form image is
vital for accurate OMR detection.

10. The next step is Form Publication and printing the forms to be distributed. Go back to form editor and click the Publication tab. 1. Choose
the Empty data table you created. 2. Give the publication a name. 3. Click on Verify form structure and OK in the dialog that opens... (this
verifies a form ID barcode is on every page that will be published) 4. In the Publication Type drop-down menu, Select Key Field
Reconciles-Append or Add New. Click the publish and PDF button and a single form will be published and saved to a PDF file on your
computer. (take note of where you save it) Open the PDF file and print the forms to be distributed.

11. When the forms have been filled in and returned, scan them and save to your computer.

12. Click the Processing Queue icon and click Upload Image and choose your form images to upload into FormReturn's form processor.
(Depending on how many forms you have, the processing of forms could be almost instant)

13. Click on Captured Data and select the publication name to see the captured response data from each form. Click the Forms tab, select a
form from the list and then click Form pages tab. View full-size image to enlarge the form image.
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Captured Data Field Name which is the name that was given to each question in the Mark Area Properties Dialog box.

If there are any forms missing, go back to Processing Queue and look in the Unrecognized Images folder. If any images weren't recognized, re-scan
them and upload them again.

14. To Export the captured data from the publication to a spreadsheet, click the publications tab again, select the publication name and click Export
Data in the panel on the left. Click OK and the captured response data will be saved to a CSV file. Open the CSV file from where it was saved and
Click OK again. A spreadsheet will open using which ever application (MicrosoftWorks/Open Office) you have installed on your computer.



