Using FormFlow99

***If you need your form data converted from the former FormFlow to FormFlow99 Please contact Barbara Figueroa, SEA 1015.  The Data must be converted before you save a form for the first time in FormFlow99.  Failure to convert old data will result in its’ loss.  Individuals cannot convert their own data since they do not have access rights to the necessary software. ***

***Windows NT users will have different procedures  which will be forwarded in the next All Hands announcement***

On the main screen of FormFlow99 is a section called “What’s New?”.  Each time a form is added, modified, or cancelled it will show up in this area.  Section shows form number, title, status, and date added to system.

There are two different ways to select a form:

Option one:  Use the drop down menus on the left hand side of the screen, click on the type of form you want (i.e.  NAVSEA, Standard Form, Department of Defense, etc.), then click on the form number you want.
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Option two:  Use the search bar on the right side of the screen, either type in portion of the form title or form number.  The search will pull up a list of forms that matches the search criteria.  Then choose from drop list under “Search Output” which form you want. 
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When you first go into FormFlow99 and select a form, you will be queried for 6 different down loads.  Say yes to all six.  After all six have downloaded you are ready to fill out your form.  This will only happen once.  If there are any problems or concerns please call or email Barbara Figueroa, X12667.

First Time using a form

The first time you go into a form, FormFlow99 is going to ask you if you want to create a database. Click yes or no.  If you click yes Formflow99 will create a database for that form in H:ff99data for your data to be saved in. 
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 If you click “no” you can still fill out the form, print and save it

Once the form is open, you will see a menu bar.  Please use this menu bar instead of the browser’s menus.
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On the Menu bar you will find the following buttons:

Print - Allows you to print the form.  When button is clicked a print window opens.  Press OK when ready to print.
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Open – Allows you to open the forms’ data.

Save – Allows you to save either in H:ff99data or somewhere else.    When the save button is clicked a window will open asking if you want to save data to default directory.  If you click “Yes” FormFlow99 will create a file in H:ff99data (if one has not been created before) then save the form data to H:ff99data.  A message box will appear telling you the data has been saved.  If you click “No” Formflow99 will open a “Save As” box so that you can choose where to save your data.  If you choose “Cancel” FormFlow99 will return to the form screen.  If you close the form without saving you will lose the data from that form. 

There are exceptions to this:

Exception 1 – If someone emails you a form and you wish to save it.  You must save it in another folder with a new file name using the menu bar on the browser.  At this time if you try to save it to your H:ff99data file your previous saved data will be erased.

Exception 2 – If you are accessing FormFlow99 from an alternative work site and you are not going through Citrix you must save it to a different folder with a different file name using the browser’s menu bar.
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Copy – Allows you to copy a saved filled form, make changes to it, and then be able to                                              retain the original filled form and save the modified filled form.  By using the next or previous buttons on the menu button go to the record you want to copy.  Type the record number in the white block on the menu bar beside where it reads “Record to be Copied”.  Click on the “Copy” Button.  Record is now copied, you can now make changes and save form.  Both original record and new record will be saved.

New – Allows you to open an unfilled form.  After form data has been saved, the next time the form is selected, the last record saved will show.  Clicking on the “New” button will open a blank form.  If you open a form then click on the new button on the menu bar, but did not create a database.  FormFlow99 will open a “Save As box” so that you can choose where to save it.

Delete – Allows you to delete a form record.  Using the “Next” amd “Prev” buttons on the menu bar go to record you want to delete.  Press “Delete” button, record will be deleted.  Once record is deleted you cannot retrieve it.

First – Takes you to the first record of the selected form.

Prev. – Takes you to the previous record of the selected form.

Next – Takes you to the next record of the selected form

Last – Takes you to the last record of the selected form

Send – Allows you to email the filled form.  After you fill out the form you have the option of e-mailing the form.  On the forms’ menu bar there is a send button.  When you click on this button a window will display a privacy statement.  The next screen will open in which you can choose your addressees, add a message or another attachment.  Once finished, click on OK.  Form will be emailed.  If you receive an emailed form DO NOT save it to your H:ff99data file. If you do it will overwrite all the records of that form with the result of lost data.  Instead rename the file and save it to a folder of your choice.
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Previous Page – Takes you to the previous page of the selected form

Next Page – Takes you the next page of the selected form.

CONVERTING DATA

The data from the former FormFlow is located on the H: drive in folder “ffdata”.

Procedures for converting data:

1. Look over the list of forms in FormFlow99, below.  Identify which forms, if any, you need data converted.  Please keep these to a minimum number, since you must complete the actions below for each form.  Saving unneeded form data will bog down the conversion process. The forms list has the file name and extension for both FormFlow and FormFlow99.

2. Go to H:ffdata, copy the .DBF files you identified from the forms list.

3. Send the file(s) by email or by disk (if files are large please put them in a zip file) to Barbara Figueroa, SEA 1015, Bldg 197, 1W 1602.  Ensure emails and disks are labeled with your name, code, phone number, and building/room number.

4. When files are converted, they will be sent back to you by email/zip file.  After receiving email you must copy the file into H:ff99data folder.  Once this is done you can start saving form data from FormFlow99.

Notes on converting data.

1. Convert only the data you absolutely need.

2. Some forms will not convert entirely.  This is due to the forms’ having been modified; other forms may have objects that do not convert into FormFlow99.

3. If you have any problems please contact Barbara Figueroa by email or phone, X12667.

Forms List

Title                                                         Previous File                       FormFlow99 File
Travel Voucher or Sub Voucher             DD1351-2.DBF                  DD1351-2

Request and Authorization for TDY       DD1610.DBF                     DD1610

  Travel of DOD Personnel 

Military Personnel Clearance Sheet        NS1300-1.DBF                   NS1300-1

Military Personnel Check-In Sheet                                                     NS1300-2

Application For Qualification Testing    NS4123-1.DBF                   NS4123-1

Government Furnished Equipment         NS420519.DBF                  NS4205-19

Notice of  Unsafe or Unhealthful            NS5100-1.DBF                   NS5100-1                                                                                  

  Working Conditions

Supervisor’s Initial Report of Personal   NS5100-6.DBF                   NS5100-6                                 

  Injury/Property Damage

Self-Certification Safety Checklist         NS51008.DBF                     NS5100-8

Request for Express Packages                NS5110-1.DBF                    NS5110-1                          

  Delivered Quick (PDQ)      

Route Sheet and Office Memo               NS521630.DBF                   NS5216-30

Confidential Route Sheet and                 NS521631.DBF                   NS5216-31

  Office Memo (Unclassified when

  Unattached and void of classified 

  Comments)

Personnel Clearance (Check-Out)          NS5300-2.DBF                    NS5300-2

WNY Badge Request Form                                                                NS5510-9

NAVSEA Procurement Request            NS104601.DBF                   NS10460-1

NAVSEA Procurement Request            NS10460B.DBF                  NS10460-1B                                 

  Continuation

Purchase Card Request                          NS104604.DBF                     NS10460-4

Authority to Sign Property Pass            NS10460-10.DBF                 NS10460-10   

  (Optional Form 7)

SLDCADA Access Authorization         NS120004.DBF                     NS12000-4

Individual Leadership Development      NS124102.DBF                     NS12410-2

NAVSEA Training Request Form
    H12410-7.DBF                      NS12410-7

Telework Agreement                             NS126201.DBF                      NS12620-1

Amendment of Solicitation/                   SF30.DBF                               SF30                             

  Modification of Contract

Solicitation, Offer and Award                SF0033.DBF                           SF33

Notification of Personnel Action             SF50.DBF                              SF50

Notification of Personnel Action            SF50_B.DBF                           SF50B

Appointment Affidavits                          SF61.DBF                                SF61

Report of Discrepancy                            SF364.DBF                          SF364

Activity Security Checklist                     SF701.DBF                            SF701

Request for Leave or Approved              SF71.DBF                            OPM71

  Absence

  (Formerly SF71)

Leave Recipient Application under        OF630.DBF                            OPM630

  The Voluntary Leave Transfer

  Program

Request to Donate Annual Leave           OF630A.DBF                         OPM630A

  To Leave Recipient 

   (Within Agency)

Request to Donate Annual Leave           OF630B.DBF                         OPM630B

  To Leave Recipient

  (Outside Agency)

