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Introduction

This document provides an introduction to the Forms Content Management
Program (FCMP) system and explains how a user can fill, sign, route and track
forms. The document is primarily annotated screen shots from the system.

This document is based on the FCMP Test and Evaluation system, which may
vary in appearance and functionality from the FCMP production system.

This document will be updated as the system is completed. A reader should
always assume that the system has been updated since this document was
revised.

What is the Forms Content Management Program?

The Forms Content Management Program (FCMP) is the Army’s solution for
managing business workflows by automating the predefined business processes
and their associated forms and publications. The solution integrates electronic
forms software, content management software, and digital signature software.

The FCMP provides a single portal where all forms (departmental forms and
eventually command and local forms) can be found, filled, completed, signed,
copied, renamed, and added to folders. The portal contains capabilities similar to
an e-mail system (e.g., an Inbox). The forms can be routed to other FCMP users
for approval. Additionally, the portal includes a forms library, tracking system and
has searching and sorting capabilities.

Objectives

This user guide gives the user an overview of all of the capabilities of FCMP by
showing and annotating the system’s capabilities using screenshots.

Forms Content Management User Guide

5



Getting Started

Step-by-Step Overview

The use of the system follows some basic steps. Although every form is different, the following
example shows how a typical set of users might use FCMP to complete a Request for Leave form.

User A
1. Logs into FCMP.
2. Goes to Form Finder.
3. Locates the form (Request for Leave, DA-31).
4. Opens the form.
5. Complete the appropriate data.
6. Save the form. The form is saved into the user’s drafts.
7. Select the form in the Drafts and click Route.
8. Complete the routing information for User B.
9. Continue with other work or log out. User A can continue to track this form using the FCMP

Tracking capability.

User B

N~ WNE

Logs into FCMP.

Goes to Inbox.

Clicks on the form name and the form opens.

Enters any additional information and signs, if appropriate.

Save the form. The form is saved back into the Inbox.

Select the form in the Inbox and click Route.

Complete the routing information for the next user, if any.

Continue with other work or log out. User B can continue to track this form using the FCMP
Tracking capability.

Note: This is an example; the basic steps of finding a form, filling it out, using the Inbox and Drafts,
and routing and tracking are the same for all forms.
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Login to Forms

The Forms Content Management Program can be accessed via the Internet at

https://www.us.army.mil/suite/login/welcome.html

AKO Login

|@ Army Knowledge Online - Microsoft Internet Explorer g

File Edit Wiew Favorites Tools Help

- . ~
GBa(k A > ﬂ IEL‘ 4l | ) Searth 7 Favorites

Acéress | (] https: frvww, us.army,milfappiansuitefloginflogin, Foc? TYPE=335544 338 REALMOLD=0-000a¢cd6-21 8- 1 122-97ea- B2 882/ 0000BGUID=8SMALTHREASON=08METHOD=GETBSMASENTNAME=§MHPacroPYpat v | [ G0 Links ™ &L~

AKOGE DKO:::
KNOWLEDGE KNOWLEDGE
ONLINE ONLINE

Login to AKO / DKO

Type the user’s assigned AKO and
Password OR sign in using your
CAC card with the CAC Login

Username:

Password:

[akovie

CAC Login to AKO / DKO

[ ako Liee Iragi children prepare to start their school day while Soldiers from Company Oy
2nd Squadron, 2nd Stryker Cavalry Regiment, conduct an early morning clzaring

operation in Baghdad. {Phato by Petty Officer 2nd Class Greg Pierat)

New User? Help FAQS

Register for AKD Reset Password How do Tinstall the DoD Certificate?
Eligibility: Active Arrivy, Army Reserve, Help Diesk. Haow da I reset rry password?

Mational Guard, Cw Civilian, Retived Army, How do T register for an AKO Account?
and Army Guests How do T use my CAC to login to AKD?

search all FAQs
Register For DKO
Eligibility: Pre-authorized Dalr users

Learn more about DEC

DoD Service Portals: Air Force Portal Defense Online Marinefet  Mawy Enterprise Portal -- Coming Soon

Use of this system constitutes consent to monitoring For whul purposes.

&) 2 %4 Local intranet
Figure 1 Login Screen

Forms Content Management User Guide

7



Link to “Forms” Portal

|@ Army Knowledge Online - Microsoft Internet Explorer

MEX]

File Edit View Favorites Tools Help

eBack ML > | \ﬂ @ jj /._] Search i‘:{Favor\tes €‘}

A

=]

.l*r
@)

Address |€| hittps: e, us. army. milf suitefpartalfindes. jsp

v

Gu

Links » & -

ONLINE

* AK ARMY |

KNOWLEDGE
My Workspace SiteMap | Favorites ~ QuickLinks = Self Gervice =

— =
Sk =3 M ;
Search...

Breacl

- 13 Aug 2008 GMT - Safety Alert: FM 3-34.214 Urls ing

Tuesday, 26 August 2008 Ly
LATEST NOTIFICATIONS
Army Wide 3 . o
AKO News Announcemeants Early Bird News Safety News View all notifications (0 nq )
| 19 Aug 2008 GMT - 2008 US Army Combatives ionship Visit the AKO News Center for
é ;:: 2008 US Army Combetives Championship will be held 4-5 OCT &t Fort Benning, GA. For more informestion on the evert friare news NEW IN MY FILES
[more] | Wisitthe Carear Opportunities PureEdge compatibilty (En
18 Aug 2008 GMT - llew Leader Development For om BCKS page on AKO ED ~Ach-spprovel-5-8-2 (| 1)
l:jifluiﬁi'n\_eader Met has a new topic srea: "Civilian Leader Development Forum.” This area provides a learning Visit the Slick Deal AL L £l
oy MEMREE AL ) ink on AKO homepage allows e

#:Safety Alert™* An error with one of the formulas in FM 3-34 214, Demaolitions and Explosives, has been idertified and.

mum ..

users to access the FCMP’s Forms
portal.

[more]

Key Links

#DoD Links - DKo, KO, DaD 14 Partal, more

# army Select Links - My Clothing, EagleCash, 1ED-0y Activities, Issues, Programs,
ALARACTs, more

# AKO Featured Sites - DA Civilians, Family, Retivees, FRG, Green to Gold, more

Be Smart. Do Your Part. ¥ote!
Wisit the Army Yaoking Assistance Program Wweb Site For all woting resources. Get your ballat:
&1 5F 186 Federal Write-In Absentes Ballat

& 5F 76 Registration and Absentes Ballot Request - Federal Post Card Application (FPCA)

Site Map - Locate Commands

Lacate major cammands. Mavigate through the Site Map under the AKO loga at the top of the
page. Learn more about how the Site Map relates to the Files area - Review Visibility for
Official Pages - Make Sure You're in the Site Map.

Have comments about the home pags? Click here.

Now Live: WIKI Limited User Testing on NIPRI

This new feature an the Army's enterprise portal will make collaboration sigrificantly more
effective. The Project Manager, Army Knowledge Online/Defense Knowledge Online
(BKO[DKO), has launched a wiki imited user test; it will run thraugh 11 MOV, The Feature is
limited ta Army core users {(Active Army, Mational Guard, Reservists, DA Civiians, and
appraved contractars), Click here to learn mare.

ARMY POST-DEPLOYMENT
HEALTH REASSESSMENT

E

Saldiers redeploved From a combat zane, click the loga to camply.

AKD TIPS & TRAINING » ¥

g

Tip of the Week

Administrators of Tesm sites intended to officially represent an
organization are encouraged to have their sites converted to
Organizational sites snd moved into the Site Map. If you have a Team
or Community site that you feel should ke an Orgsnizstional site,
=eek out the administrator for your organization's parent unit. See
=ome of the questions regarding Crganizational sites in this week's

&
Figure 2 Forms Portal Link

5 %4 Local intranet
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Using the Forms Content Manager

Welcome Page

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Taols

. -~ A
1 \ ) s
& > \ﬂ |EL‘ (| ) Search < 7 Favarites €

Address ﬂj https: fimyForms, us. army. mil wps myportal

Edit  Wiew Favorites Help

FCMP Forms Welcome

~8e

BEX]

Links » @Y -

Screen.

Welcome Tab is selected.

Favorites Recycle Bin Settings Reports

;?J';vaer: ;?J: ‘ Search | | Search By Range | |Nﬂn—PureEdge Forms ‘
Click the question

Quick Links mark (“?") to access

A2TS website _APD Mews PureEdge _approvert U] Help on the page. er _Awards

Welcome to APD's "My Forms" Portal {¥ersiom oy

What is the "My Forms" Portal +1.07 The "My Forms" Portal is the Army Publishing Directorate's {(APD) next-generation forms
content management systern. "My Forms" Portal v1.0 pravides an Army enterprise forms system situated behind the army
Knowledge Online (AKO) to improwe the managerment of thousands of forms-based processes. The solution includes Army
enterprise-wide licenses for new electronic forms software, PureEdge Viewer, and new electronic approval software,

Approvelt Desktop
Click this button to

Wwhat you will be able to do:

minimize the window.

Eight Pages:
Welcome
Inbox
Drafts
Favorites
Recycle Bin
Help
Settings
Reports

+ Search for Departmental forms + Track the status of a routed

« Wiew forms within Internet Explorer  Wiew a real-time, read-only Copy of @ routed form

+ Fill, edit, print, sign, and save forms

Click this button to
maximize the window.

+ Route forms to other AKO users

System Requirements:
Users rust have the PureEdge Viewer 6.5 and Approwelt Desktop 5.7.2 or abowve installed on their computers to use "My
Forms" Portal v1.0,

PureEdge compatibility with Yista operating system:

when installing the PureEdge Wiewer on a PC using the Wista Operating Systern (0S), some users have encountered
compatibility issues, The compatibility issues may prevent the installation of the Viewer or prevent the Viewer from properly
opening PureEdge forms when the installation is successful. IBM which now owns the PureEdge products has little to no

snnnnrt availahle far installing the PureFdne Wiewer an the Yista OS. TRM is warkinn an huildina an TRM version nf the

&

Figure 3 Welcome Screen
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Form Finder — Search by Form Title

|@—M Form Finder, allows the user to search the

Fe 1 Army’s Forms Content Manager Repository
_°| using the Form Title, Form Number, or — i
e S€arch by Range.

e

v B ks 7 @y~

Note: Form Finder is located on the Inbox,
Drafts, and Favorites pages.

& ¢ -

Favorites Recycle Bin Settings

Form Finder

Farm Form

Number: Title: al Search | | Search By Range | |Nun-PureEdge Forms ‘

Duick Links
BZTS Website APD Mews PureEdge Appro] It User Guide PureEdge/Work||ace User Center & Jards

Welcome to APD's "My Forms" Portal { |ersion 1.0}

what is the "My Forms" Portal +1.07 The "M| [Forms" Portal is the Army Publisf ho Directorate's (AP| P next-generation forms
content management systern. "My Forms" Fl ftal v1.0 provides an Army enter| [ise forms system si] |ated behind the army

Knowledge Online (AKO) to improve the mq [agement of thousands of forms-f |sed processes.

Approvelt Desktop

enterprise-wide licenses for new electronic | |rms software, PureEdge Viewer, | hd new electroni CIle “Search by Rangen to
search by form number range.

W': The letter “a” is entered to he status of a rd fed form

.viey search all forms that have the real-time, rd

-r| letter “a” in the Form Title. Click “Search” after entering

. RourE TR the Form Title or Form Number

. to locate a form.
System Requirements:

Users must have the PureEdge Viewer 6.5 and Approvelt Desktop 5.7.2 or SO0¥E MISTAMET O OTETT COTIIOTETS T0 05T
Forms" Portal v1.0,

PureEdge compatibility with Yista operating system:

When installing the PureEdge Viewer on a PC using the Vista Operating Systemn {OS), some users have encountered
compatibility issues. The compatibility issues may prevent the installation of the Wiewer or prevent the Viewer from properly
opening PureEdge forms when the installation is successful, IBM which now owns the PureEdge products has little to no
sunnnrt availahle for installinn the PureFdne Wiewer nn the Vista OF. TRM is wnrkinn nn huildinn an TRM wersinn of the

&

S R = —

e JEEE———— - . o
Figure 4 Welcome Screen — Using the Form Finder
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The user clicks on the form title
to open the form.

IPA_1_0_FL/SessionCheckServiet?action=search&field. userid=calvin -... E] |

Form Finder displays
a list of forms that

criteria. The letter “a”
was entered and the

displays any form that
has the letter “a” in the

Form Search Results B —
meet the search
Form Mumber Form Title Published Date Slonaline Form V¢ search engine
Enabled
[0 authorization For Inactive Duty Dec 01, 1977 .
PG, Training 00:00:00 GMT ne Me wErsIY Eorm Title.
[ Enlisted Performance Report (AR |[Jun 25, 2007 .
AF 910 thru Togt) 00:00:00 GMT TES Mo wersion found |
[ Performance Feedback worksheet |[Jun 25, z007 .
AF 931 | (4B thru Tqt) 00:00:00 GMT no Mo version found
L Sep 01, 1991
AF 955 O Leave Request/authorization Q00000 GMT no .00
. Jul 01, 2000
AF 1206 [ Momination for Award 00:00:00 GMT no 5.00
(3 application For Ready Reserve Aug 03, 2004
AF 1288 Bssignment 00:00:00 GMT noe 1.00
|.0.F 1768 ”D HAF Staff Surmmmary Sheet ||Nu:| date found ||no ||Nu:| version found |
[0 classificationson-The-Job Training ||[Feb 01, 1985
IF EEl Action 00:00:00 GMT ne i
[aFsPC 1768 |E aFsPc ESS DRO wersion 1.1 e date found | e version found |
I [ INSERT T DA FORM 2-1 RECORD |[Mov 01, 1974 oo 1 oo
OF COURT-MARTIAL COMVICTION |[00:00:00 GMT ’
[ DEPARTMENT ©F THE ARMY
DA 4 CERTIFICATION FOR E‘E'?D%l,’mlggﬁ.r no 1.10
BUTHENTICATION OF RECORDS e
. Oct 01, 1956
|D.0. 5-129 ”D GAGE OBSERVATION HDD:DD:DD T ‘nc- Hl.nu |
[ CENTRALIZED MATERIEL SECTION|[, o o)
DA §-272 - NOM-EXPENDABLE TECHNICAL Lo oD b0 GMT no 1.00
EQUIPMENT CHARGECUT RECORD e
[ INDUSTRIAL STORAGE BATTERY ||Mar 01, 1959
Bl S SERVICE RECORD 00:00:00 GMT ne i
[ MAHAGEMENT CONTROL 0l 01 1994
D& 11-2-R EVALUATION CERTIFICATION 00:00.00 GMT Tes Ma version found
STATEMENT e
[ INITIAL DISTRIBUTICON apr 01, 1998 .
Dl S AR REQUIREMENTS FOR PUBLICATIONS |[00:00:00 GMT ne No version found
[ REQUEST FOR ESTABLISHMENT oF|[apr 01, 1995
Bl el & PUBLICATIONS ACCOUNT 00:00:00 GMT YES e
[ REQUISITION FOR PUBLICATIONS |[0ct 01, 1979
|D'q 7 |.ﬁ.ND BLANK FORMS 00:00:00 GMT M 3.00
[ REQUISITION FOR PUBLICATIONS
LICAT Oct 01, 1979
DA 17-1 AMD BLANKE FORMS (Continuation 00:00:00 GMT no 2.20
sheet) T
[ REQUEST AND AUTHORITY FOR  |[Sep 01, 1993
|D'°' 1 |LE.0.UE 00:00:00 GMT b =02
May 01, 1999
DA 54 [ RECORD OF PERSONAL EFFECTS  ||5% - 2200 res 1.00
los 61 I apeLicaTion For appomnTmenT |[7un 01, 1961 llves 201

Figure 5 Search Results for Search by Form Title
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1&"] htipss/imyforms. us.ammy.miliwpe/PA_T_0_FL/MownloadFormServiet?field. formtype=01A% 20105 %8 field. us - Microsoft Int

The form is displayed from the

o=

B 45| vIE o] & 470 8]

repository when the user clicks
the Form Title in the search
results.

BEIR]

SERVICE S3CHOOL ACADEMIC EVALUATION REPORT CATC (%3 ylation
“oruse oft1 2 farn 3ee AL 3233 the proponent agency iz DS, O |
1. LAST WAKC - TIRST MAME - MIZDLE INIT AL 2. 55N J.GRAIDC 4 DR O GPZCIALTY!MOSC
£ CCURECTIT_Z 7. WAMC Or 5ol OZL 0 COWP

9 TIN5 3ARCTCRRCD RCFORT, D2 YO WASH 0 WAKT
COMWENTS?

[] [Jws W

10 DURATION O COUSSE (v¥ WD

Fromr: Thn:

1. PZRTORMANCE SUsMARY

s D EWCEEDED COURZE 37ARDARDS
(Liwaitec o 20% of cizss e lnent

b D ACHIEVED COURSE STANDARDS
L D MERGINALLY ACHIZVED SOURSE STANDARDS
L. D FALED "D ACHEYE ZOUREE STANDARZS

“Rabing it De swaciied e comnenis in TEM 14,

12. DEMONZTRATCD ADILITICZ
. WRITTEN COMIUNICATION
TTHNETRYA LAT=R TTUNSAT  T18aT RENE

t. ORAL COMMUNICATION
TTHNETRYA LAT=R TTUNSAT  T18aT RENE

C. LEADERSHIP SKILLS
TTHNETRYA LAT=R TTUNSAT  T18aT RENE

. CONTRIBUTION TC GROUP WOEK
TTHNETRYA LAT=R TTUNSAT  T18aT RENE

. EVALUATION OF STUDENT'S RESEARCH ABILITY
TINETRvAlLATIR TTUNRAT  TT8aT  TI1SPFIINR

(U PESIDANSAT 1ating mvat be sdoo2dz0 bv c mments in (T2 {4

1z, HAS THE ETJDEXT ZENONSTRATED "HE ACACEWIC MOTENTIAL =0R SZLECTION T2 FIZHER LEVEL SCHCOLMGTRAMNNG?
|_| YES |_| D |_| WA fA NC" reamanae mJai e aupooned By commenta i ITEV 141

14, CIMMORTS s daim is fatended t2 obigin @ woud pucture of eacn studant that wil ccomatel o compleiel podiay 220
rarfnirancg inelartuad quathes, and rommaration S5 and shilias Tha naiatin Ao 250 N5ess Bacar asperis of tha siudants
potantial sadarsfin copaluites, mars aod overal protasslonal qiales  p barlicdar coramenls shouid be made it tne stdert faiad o
reanmn 10 recoimmenaatona for ieroving academic or seraonal sair.|

Figure 6 Form Displayed (DA Form 1059)

The Service School Academic Evaluation Report, DA 1059 was selected from the search results. A user
can display any form located in the Forms Content Manager repository.
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Form Finder — Search by Form Number

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

€] 5] \ﬂ IEL‘ _;\J /7753arch ‘f‘\',/Favuntes & - k,’ = _J i

I
i

address | ] https: fjmyforms.us. army. mi jwpsjmyportal

[v] Go | links @+

Welcome Favorites

Form Finder

Farm

Form
Number: 24 ‘

Search | | Search By Range | |Non-PureEdge Farms ‘

Duick Links
4275 website] [APD Mews PureEdaoe Approvelt User Guide PureEdge/work| |ace User Center Awards

Welcome {| APD's "My Forms" Portal {¥ersion 1.0}

is the Army Pul

wH]
el The number “21” is entered to  [des an army ef - Click “Search” after entering

« Fill, edit, print, sign, and save farms

+ Route forms to other AKO users

System Requirements:

Kn| ousands of forng

=n{ search for all forms that have ruresdge vieol  the Form Number to locate a 5
#1217 in the form number. form.

wh

+ Search for Departrnental forms « Track the status of a routed form

« Wiew forms within Internet Explorer « Wiew a real-time, read-only copy of a routed farm

Users must have the PureEdae Viewer 6.5 and Approvelt Deskbop 5.7.2 or above installed on their computers to use "My

Forms" Portal v1.0.

PureEdge compatibility with Yista operating system:

when installing the PureEdge Wiewer on a PC using the Wista Operating Systern (OS), some users have encountered

compatibility issues. The compatibility issues may prevent the installation of the Wiewer or prevent the Viewer from properly

opening PureEdge forms when the installation is successful, IBM which now owns the PureEdge products has littls to no

sunnntt awailahle farinstallinn the PureFdne Yiewer an the Yista 05, TRM i< warkina an huildine an TR wersion of the [vl

&

Figure 7 Search by Form Number
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‘ L) https:/imyforms. us.army.milfiwps/PA_1_0_FL/SessionCheckServlet?action=searchffield. userid=calvin -... E]

-

Form Search Results

Form Finder displays a list of
forms that meet the search
criteria. The number “21” was
entered and the search
engine displays any form that
has the number “21” in the
Form Number.

Form Numher Form Title Published Date Signature Form Yers
Enabled
. Jun 01, 2001
AF 3215 |||3 IT/MNSS Requirernents Docurment ”DD:DU:DD GMT ‘ no ||1.DD
[ STRATEGIC AND CRITICAL
DA 621 MATERIAL STORED IN ARMY E";,rug?’mz%unh Tes 1.01
INSTALLATIONS Ak
[ MEMORAMDUM OF Bl eeer
DA 2100-R UNDERSTANDING FOR SALE OF DD O T no 1.00
UTILITIES SERVICES Ak
[ SPECIAL PROVISIONS & (5) Jun 01, 1976
B R ELECTRIC SERVICE 00:00:00 GMT ne i
[ SPECIAL FROVISIONS B (3) GAS |[Jun 01, 1976
(Bl b SERVICE 00:00:00 GMT no —
[ SPECIAL PROVISIONS C (5) Jun 01, 1976
‘D':‘ I |WATER SERVICE 00:00:00 GMT ne —
[ SPECIAL PROYISIONS D (S) Jun 01, 1976
‘D“ cHE |SEWAGE SERVICE 00:00:00 GMT na i
[ SPECIAL PROVISIONS E (S) Jun 01, 1976
DA 2105-R |STEAM SERWICE 00:00:00 GMT ne 100
[ SPECIAL PROVISIONS F (5) Jun 01, 1976
B AN |REFLISE DISPOSAL SERVICE 00:00:00 GMT no i
[ WONAPPROPRIATED FUND - —
DA 2107 RECEIPT AMD DISBURSEMENT oen0inD ST yes 1.00
YOUCHER Ak
[ RECORD OF GRAVESITE May 01, 1973
; ‘D” 21zl |RESERW\TION 00:00:00 GMT by .0m
[ RECORD OF Jun 01, 1982
) e INTERMENT/INURNMENT 00:00:00 GMT e —
Mar 01, 1399
DA 2125 [ REPORT TO TRAINING AGENCY || O 2938 no 1.01
Apr 01, 1982
‘Dn 2142 ”D P&T INQUIRY Huu:uu:un T ‘yes ”2.00 ‘
] Mar 01, 2006
‘DF\ 2166-8 ”D NCO E¥ALUATION REFORT ‘nu:un:un porin HYES ||6.DEI ‘
B WCOER COUNSELING AND Mar 01, 2006
‘D':‘ i |SUPPORT FORM 00:00:00 GMT [iEE i
[ STATEMENT OF MEDICAL Oct 01, 1972
‘Dn e |E><.0.MINATION AND DUTY STATUS  |[00:o0:00 GMT e e
Mov 01, 1958
‘DP. 2182 ”D IMVENTORY OF PUBLIC PROPERTY ‘nu:un:un iy no ”1.00 ‘
i Mar 01, 1991
DA 2188-R ”E’l DATA SHEET (LRA) e T no 1.01
[ CHRONOLOGY RECORD (Military  ||Qct 01, 1953
ey Personnel Security Case) 00:00:00 GMT no il
i Dec 01, 1991
‘DF\ 2408-21 ”D LIFE RAFT INSPECTION RECORD ‘nu:un:un i no ”1.00 ‘

M REPORT OF ANMINISTRATIVE

lan N1. 1972

Figure 8 Search Result for Search by Form Number
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This is the result of selecting
2166-8 from the search results
shown on the previous page.

|@j https:/imyforms. us.army.miliwps/PA_1_0_FL/DownloadFormServiet?field. formtype=DA%202166-B&field. - Microsoft Internet Explorer
S| & w4l wlE o] @] 2@ @l The form is displayed from the

] repository when the user clicks

LJEdit Comporl  the Form Title in the search

| e results.
¥ repottis 4 e at
=) HoRe =
pr— -~
FOR QFFICIAL USE ONLY (FOUD)
+ NCO EVALUATION REPORT SEE PRIVACY ACT STATEMENT || 4
Foruse ofthis form, see AR 623-3; the proponent agency is DCS, G-1. INARB23-3
PART I - ADMINISTRATIVE DATA \
a. MAME (Last, First Middie Initial) b. G8N . RAMK d. DATE OF RANK | e. PMOSC
¥ )
1. UNIT ORG. STATION ZIP CODE ORAPO,  MAJOR COMMAND | £.2. STATUS CODE__ [9. REASON FOR SUBMISSION
2 ]
h. PERIOD COVERED 1. RATED | . NON- K MO.OF | | RATED NCO'S EMAIL ADDRESS m. UIc n. CMD 0. PSB
FROM THRU MOMTHS S;SBEE% ENCL Cgovor.mi) CODE CODE

VEAR MONTH DAY | VEAR MONTH DAY

0 FlF

PART Il - AUTHENTICATION

a. MAME OF RATER (Last, First Miciclie fnitia) ‘ EER ‘ SIGNATURE ‘ DATE (¥Y¥yMMOD)
rs
RANK |_ PMOSCIBRANCH ORBGANIZATION DUTY ASSIGNMENT RATER'S AKO EMAIL ADDRESS (.gov. or mif
v
b. MAME OF SENIOR RATER (Last, First Micicle {nitia)) 350 SIGNATURE DATE (¥Y¥YMMDD)
o pon
RANK PMOSC/BRANCH DRGANIZATION DUTY ASSIGNMENT SENIOR RATER & AKO EMAIL ADDRESS [.gov, of mij
[
. NAME OF REVIEWER (Last, First, Micicite (nitial) E=D SIGNATURE DATE ¢y yMMD0)
- e
RANK PMOSCIBRANCH ORGANIZATION DUTY ASSIGNMENT REWIEWER'S KO EM&IL ADDRESS (.gov. or .mi)

v

=3

D CONCURWITH RATER AMD SENIOR RATER EVALUATIONS D MNONCORCLUR WITH RATER AMD/OR SEMIOR RATER EVAL (See aftached comments)

RATED NCO: | understand my signature does not constitute he ewal of | SIGNATURE DATE (¥ Y¥YMMOD)
me Tater and senlor rater. | furthar Undetand my clgnature varilles that the admmlslratwe P Fart|, e 1ating
officials in Part Il, the duty description ta include the counseling dates in Partill, and the APFT and heightineigh
entrias in Par (Vo ara sariact. | Fave saen ine sompletad rapan | am aniare of tha appaals prosess of AR 523,

PART Ill - DUTY DESCRIPTION (Rater)
a. PRIMCIPAL DUTY TITLE h. DUTY MOSC

c. DAILY DUTIES AND SCOPE (To Include, as appropriale, people, equipment, facilities and doliars)

d. AREAS OF SPECIAL EMPHASIS

Figure 9 Form Displayed, DA Form 2166-8

The NCO Evaluation Form, DA 2166-8 was selected from the search results. A user can search for and
display any form located in the Forms Content Manager repository.
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This page is shown when the user clicks
“Search by Form Range” on the Form Finder
Form Finder — Search by Ran g e page. Searching by Form Range allows the

user to search by form types (DA, SF, etc.) in
a predefined range.

| &1 https:/imyforms. us.army.milfwps/PA_1_0_FL/SessionCheckServlet?action=viewSearchRa nge&f#d. user... E]

Form Range

Please select the type of form you would like to search for? | DA Forms w

DA E-Forms By Range
DA 0000 - 1000

DA 1001 - 2000 <— The user clicks here to search
DA 2001 - 3000 form range 1001-2000.

[oa 3001 - 4000
DA 4001 - 5000
DA 5001 - 6000
DA 6001 - 7000

DA 7001 - 5000
I DA G001 - 9000

I

o=

Figure 10 Search by Form Range
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Actions  Help

Adobe PDF

d &1htt ps:/imyforms. us.army.miliwps/PA_1_0_FL/SessionCheckServlet?action=searchRange&begin=DA 100... E]

Form Range Results

Form Number Form Title Published Date Signature Form Yersion
Enabled
[ ARMY IDEAS FOR EXCELLENCE fiug 01, 1990
‘DA 1045 PROGRAM (AIEP) PROPOSAL 00:00:00 GMT ne 3.00
[ APPLICATION FOR ACTIVE DUTY
i FOR TRAIMING, ACTIVE DUTY FOR  |[Jul 01, 1993
DA 1058-R SPECIAL WORK, TEMPORARY TOUR  ||00:00:00 GMT i 2.00
OF ACTIVE DU
[ SERVICE SCHOOL ACADEMIC Mar 01, Z006
‘DA — EVALUATION REPORT 00:00:00 GMT i —
[ CIVILIAN INSTITUTION ACADEMIC |[Mar 01, 2006
N - EVALUATION REPORT 00:00:00 GMT i .00
[ MANAGEMENT INFORMATION e —
D4 1085-R REQUIREMENT AND ADP PRODUCT  |[-5% - 2ot no 1.00
REVIEW SCHEDUILE s
[ PERICDIC REVIEW OF
MANAGEMENT INFORMATIGN
DA 1086-R REQUIREMENTS - PREPARING qu',yug,lu’olg?\qe‘T no 1.00
AGENCY RESPONSE AND e
RECOMMENDATI
[ APPLICATION FOR ARMY
DA 1103 EMERGENCY RELIEF (AER) FINANCIAL gue!:ug-lu’nl%gh?T no 1.00
ASSISTANCE s
[ RECOMMENDATION TO DECLARE  |[0. 01 50g7
DA 1106 ARMY EMERGENCY RELIEF LOAN TG no 1.00
UNCOLLECTIBLE s
[ BUILDING PREVENTIVE Mar 01, 1954
‘DP' — MAINTENANCE RECORD 00:00:00 GMT ne i
[ SUMMARY RECEIPT AND e
DA 1125-R DISBURSEMENT YOUCHER PERSONAL (BT ohe 25tk no 1.00
DEPOSIT FUND s
[ RECORD OF PRISONERS PERSONAL |[Apr 01, 1986
‘D"" R DEPOSIT FUND 00:00:00 GMT ne i
[ STATEMENT OF PRISONERS
i PERSONAL DEPOSIT FUND ACCOUNT ||&pr 01, 1986
B U AND REQUEST FOR WITHDRAWAL OF |00:00:00 GMT no il
PERSOMAL FUNDS
[ PRISONERS CASH ACCOUNT - fipr 01, 1986
‘DP' EEE PERSOMAL DEPOSIT FUND 00:00:00 GMT ne -
[ PRISONERS PERSOMAL PROFERTY |[Apr 01, 1986
‘DP' e LIST - PERSONAL DEPOSIT FUND 00:00:00 GMT ne —
[ PERSONAL PROPERTY
DA 1133-R TRAMSMITTAL SLIP - PERSONAL Qupru%l,’uéggﬁT Yes 1.00
DEPOSIT FUND s
[ REQUEST FOR WITHDRAWAL OF  ||Apr 01, 1986
‘D"" i PERSONAL PROPERTY 00:00:00 GMT ne i
i fpr 01, 1986
‘DA 1135-R [ PERSONAL PROPERTY PERMIT s s 1.00
|nn P |[B REQUEST FOR DOSSIER/TNDEX |[pec 01, 1968 . (I

Figure 11 Search Results for Search by Form Range
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This is the result of
searching by Form
Range 2001-3000.
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l https:ﬂmyfnrms.us.army.miliwps!-PAJ _O_ﬁuwnlnad-FormServleﬁeld.formtype:DA%Zm 135-Rifield. - Microsoft Internet Explorer

pal = I S S S fwos | @] %7 0)| @

PERSONAL PROPERTY PERMIT

For use of this form, see AR 210-174; the proponent agency is USAFAC.

MAME (Last - First - Middle Inifial)

IS PERMITTED TQ HAVE THE FOLLOWING:

FROM (Duate)

SIGNATURE (Cusfodian)

TO INCLUDE (Diate) l Uick Bpprave

(This permif may be renewed upon expiration)

DA FORM 1135-R  REFLACES DAFORM 1135, 1 00T 52, WHICH
APR 1986

MAY BE USED UNTIL EXHAUETED. aPD: PE +1.00ES

Figure 12 Form Displayed, DA Form 1135-R
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FCMP Help

This dialogue box is shown
after the user clicks the Hel
button. The Help button is
represented by a question

mark (“?").

p

ﬂ IE] gl | - search

https: fimyfarms. us. army. mil wpsfmvpartal

Address |

welcome

Form Finder

Farm

Farm
Mumber: 2

Title:

Duick Links
AZTS Website APD Mews PureEdge App

Welcome to APD's "My Forms" Porta

what is the "My Forms" Portal +1.07 The "
content management system, "My Forms"
Knowledge Online (AKO) ta improve the
enterprise-wide licenses for new electrani
Approvelt Desktop

What you will be able to do:

+ Search for Departrnental forms

« Wiew forms within Internet Explarer
« Fill, edit, print, sign, and save forms

+ Route forms to other AKO users

System Requirements:
Users must have the PureEdage Viswer 6.5
Forms" Portal v1.0,

PureEdge compatibility with Yista op
when installing the PureEdge Viewer on a
compatibility issues. The compatibility iss
opening PureEdge forms when the installa
sunnntt availahla far installina the PoreFd

: &
Favarites  46<] " ) ij‘

Click the question mark (“?") to
access “Help.” The Help is page
specific, only Help for items located in
that page are shown. The help is
shown in a separate dialogue box on
the same page.

LWehSphere Portal - Microsoft Internet Expl... E]@

Form Finder
Form Name
Form Number

Search by Range

Forr| [Finder

Forr] Finder allows the user to search the Army's Forms
Con{ |nt Management repository using the Form Name, Form
Hurry Jer, o Search by Range faatures, Form Finder is located

Click one of the links above
to access Help on that topic.

The Form name is the title the Army assigned ta a form and
is used to identify that spedfic form. A user can search the

Army's Forms Content Management repository by form name.

Back To Help Topics

Formn Number

The Form Number is & nurmber the Army assigned to 3 form
and is used to identify that spedific form (=.g. DA 260). A
user can search the Army's Forms Content Managernent
repository by form number.

Back To Help Topics
search by Range
The Search by Rangs feature allows the user to search the

Army's Content Management repasitory by a predefinad
range of form numbers,

Back To Help Topics

Close Window

)
lx’

v ks ? &y-

tion forms
he Army
s Army
e,

se "My

ed
properly
0 no
the [

&1
Figure 13 FCMP Help
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€]

Form Finder

Form Name
Form Number

Search by Range

Form Finder

Formn Finder allows the user to search the Army's Formis
Content Managerent repositary using the Form Mame, Form
Mumber, or Search by Range features. Form Finder is located
on the Inbox, Drafts and Favorites pages.

Back To Help Topics <
Form Name

The Forrn narme is the title the Arrny assigned to a formm and
iz used to identify that specific form. & user can search the
Army's Forms Content Management repository by form name,
Back To Help Topics

Form Number

The Forrn Murber is a number the Armmy assigned to 2 form
and is used to identify that specific form (e.g. D& 2600, A
user can search the Armiy's Forms Content Managerment
repository by forrmn nurmber,

Back To Help Topics

Search by Range

The Search by Range feature allows the user to search the

Army's Coantent Managerment repositary by a predefined
range of form nurmbers,

Back To Help Tapics

IBM WebSphere Portal - Microsoft Internet Expl... E]@

I''"I7IT TUJlL LI L=} = W= L === | L5 I}y -~

Close Window

Figure 14 FCMP Help Result

This is the result of clicking “Form
Name.” The user can scroll up or
down to view the contents of the
Help page.
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Army Publishing Directorate’s News

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

Fle Edt View Favortes Tools Help

o = 1
\ | A L .
Yy J o |x ,u: )| - search 7 Favarkes s &z = ij

Address @]https:Hmyforms‘us.army.mi\prs;’mypurta\ hd 'Go Links > @ -

Forms Content Management

Click this link to access the Army
Publishing Directorate’s (APD)
news via AKO.

——— Recycle Bin Settings Reports

Form Finder

Farm Faorm

Humber: Title: Search | | Search By Range | |N0n-PureEdge Forms

Quick Links

B2TS Website APD Mews Purefdge Approvelt User Guide PureEdoe/workPlace User Center Awards

Welcome to APD's "My Forms" Portal {Yersion 1.0)

What is the "My Forms" Partal %1.07 The "My Forms" Portal is the Army Publishing Directorate's (APD) next-generation forms
content management system, "My Forms" Portal v1.0 provides an Army enterprise forms system situated behind the Army
Knowledge Online {AKO) to improve the management of thousands of forms-based processes, The solution includes Army
enterprise-wide licenses for new electronic farms software, PureEdge Viewer, and new electronic approval software,

Approvelt Desktop

what you will be able to do:

+ Search for Departmental forms + Track the status of a routed form

+ View forms within Internet Explorer * Wiew a real-time, read-only copy of a routed farm

* Fill, edit, print, sign, and save forms
+ Route farms to other AKO users
System Requirements:

Users must have the PureEdge Viewer 6.5 and Approvelt Desktop 5.7.2 or above installed on their computers to use "My
Forms" Portal v1.0.

PureEdge compatibility with Yista operating system:

when installing the PureEdge Wiewer on a PC using the Wista Operating Systemn {0S), some users have encountered
compatibility issues, The compatibility issues may prevent the installation of the Wiewer ar prevent the Viewer from properly
opening PureEdge forms when the installation is successful, IBM which now owns the PureEdge products has little to no
sunnnrt availahle for installinn the PureFdne Wiewer nn the Vista OS5, IRM is warkinn an hoildinn an TRM wersinn af the

@l] é & Local intranet
Figure 15 APD’s News
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The Army Publishing Directorate
@Army Publication News Headlines - Microsoft Internet Explorer news is displayed after selecting the ulg]ﬁ
Fle Edt ‘Yiew Favortes Todls Help L APD News link. ;';'
Al A i \
g J \ﬂ ﬁ "‘J 7 | Search ‘:\7 Favarites &e == ﬁ
Address féj https: fjakocamm.us. army.mijusapajnewsnews_head_1.html V: a G Links *? @ -

ALARACT™ Forms and Digital Signature Enterprise Site License Purchased Far The Army.

Secretary ofthe Army Publishing Award Nominations.

Mew, Improved Ordering System.

L0 Farm 1805, LIS District Court Violation Motice, is no longer available from APD.

Arrny Directive 2007-01 5 now available.

DA Form 638, Recommendation for Award - Frequently Asked Questions.

Transition Period On Revised OER And NCOER Support Forms

PureEdge Forms Are MNow Available

Chief of Staff, Army Announces Establishment ofthe Combat Action Badge and Changes to the Combat Infantryman Badge and Combat Medical Badge

Revised Army Travel Policy Pubilished.

Mew Aty Publishing Systern.

APD launches Publishing Community page on Army Knowledge On-ling (Ak0) Website.

Self-contained DOS version of PAM 25-30 (Consolidated Index of Army Publications and Blank Forms) Mow Available

Attention Army Units Deploying to o Stationed in the European Theater of Operations.

+ end

& &) S Localintranet
Figure 16 APD’s News is Displayed
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Inbox Tab

File Edt View Favorites Taools Help

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer [._]@]ﬂ
4:

eBacK' 3] \ﬂ @ h /.-

-~ 1 \
) AL 3, f
Search \‘},\( Fawarites {‘3 2 = _J ﬁ

Address @'lhttps:Nmyforms‘us.army.mi\;‘wps;’mypurtau‘!ut;’pJ‘chml,iD4_5]95PykssyDxPLManUvMDV_szKLN4iSdAPJgFku-pGoIsamSCKOcAFf]_chH1v_QDQgtzQUIhyRDUAEloMSA!‘;’delta;’base64xmULD\DUD\LVUtVLUIGUkFESWIN[V] Go  Links @ 9

Click this tab to access the user’s Inbox. The L
Inbox shows all forms, folders, and folder : Calvin ! | Log out
content that have been routed to the user.
Welcome Favorites Recycle Bin Settings
Form Finder
;JDLI':-nnber: 'T'\OY:T: Search | | Search By Range | |Non-PureEdge Farms ‘
g ]
Folders Tracking -- 0 Form({s), 0 Folder{s) Close all
Farm Marme Farm Type Current Qwner Drate Received Date Viewed L
3| No forms found
| The Tracking page appears on the bottom
-] of the Inbox page and allows the user to
] view the changes that are made to the
[+ forms and folders located in the Inbox.
lv]

@Dane
Figure 17 Inbox Tab

é H Local intranst
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Inbox Page — Overview

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

This screen appears after the user

Fle Edt Vew Favorites Tools Help

G Back - ?,

A |l A 1 \
ﬂ @ .|\J /  Search ‘::;’Favur\tes {‘(

BE

clicks the Inbox tab.

N=1nl"|

],
i

Address ﬂ:]https:;',lmyForms‘us.army.mi\prs;'myporta\f!ut;'pfkcxm|,fD4_S]95PykssyﬂxPLMnMzUVMDV_szKLN4i3dAPJngu-pGUIsam6CKOcAFf]_chKBwpoQTxmsHSWTmpGVXKkFrO-tHSEkasaGIGeMgAZTwIaA‘!J'deltafhase&‘lxrV aGo Links @ @

.A.
Eorm Name is the name The user can sort by Form Ngme,
of the form Form Type, Create Date, Action
L Date or Suspense Date by selecting
lm T = the title.
Action Date is the date
Welcome the form was opened. | Reports
Form Finder
;Dui:-nnher' ‘ Search | | Search H
Forms Folders Inbox -- 4 Form(s), 0 Folder{s) 1 Close all Suspense Date is the
% date the form creator or
| Form Na'me Forrn Type Routed User Actmn' Drate Suspend Date oY | onglnator aSS|gned to the
form.
|:| 712004361 Adam Te ' Dec 18, 2007 Mo suspense
|:| O ] s Copy runcie.. L sty {a-young 19:25:28 GMT  date set
805000985 Quick § q May 16, 2008 No suspense
|:| O D heet Printview ... pael shltiayoung 75107 GMT  date set
calvin.chasejr_Up y s . Jan 25, 2008 Mo suspense
: O E joad Pl cof frchaselr  JoicoboGmr  date set
l:l calvin.chasejr_Up . May 07, 2008 No suspense
I:I O D load ki shia-young 135702 GMT  date set
Form Type is the form Routed User is the
number. person who sent you the
form.
Forms Folders Tracking -- 0 Form{s), 0 Folder{s) Close all ™
= Local intranet
&l EWS
Figure 18 Inbox Page Overview
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer [._]@]ﬁ
File Edt View Favorites Tools Help 'f

A =\ il " A
OBack > \ﬂ \EL| W | 2 ! Search ‘\;\;:“Favarltes @e = ﬁ

Address @j https: {fmyFarms. us. army.milfwps fmypartali lutfpfkexml 04 _5i95Pykssy0xPLMAMz0wIM0Y_QjzkLN4iZdAP JgFku-pGalsamCKOCARFj_zcWKBwnDm) 7 xmsHSW T VkkfrO-tHEBFkBsaiiGe T wg A2 Twlad || fdeltafhasefdur ¥ a Go  Lnks * @ o

A.
! | Log out
The Action List is a list of actions
the user can perform on a selected
form or folder. The actions operate
the same on all pages, i.e. Drafts,
Favorites and Admin pages.
Click the Form Name to open the form. The form name appears
in bold print until the form is opened.
[ = ! TT T
For] }s Folders Inbox -- 4 Form(s}), 0 Folder(s) 1 Close all
I Farrm Narng Form Type Routed User Action Date Suspend Date |
|
712004361 Adam Te . Dec 18, 2007 No suspense
O B s copy Functio.. e shatia young 19:25:28 GMT  date set Placing the cursor over the
0 D 805000985 Quick § DA 7627 shatia.youn May 16, 2008 No suspense g
heet Print¥iew ... HOUNG7:51:07 GMT  date set FO”_“ Name allows the user
O D calvin, %‘?Tmmck . % : TTTTETTE to view Form Name_s that
Cony Ioald- Printwiew only last four of ;8:500:? ::JS cNIate st Iare more than two lines
__ calvin(ssy a ay 07, 0 SUsSpense ong.
D load i shatia.young 55217 GMT  date set 9
Manage Favs
Select the form or folder by clicking the box. A check mark will
appear in the box when the form or folder is selected. Selecting
the form or folder allows the user to perform a specific action on
the selected form or folder. The actions are listed in the Action
List located along the right margin of the page.
The actions on the
Actions List can be
performed on a selected
form or folder when the
action appears in bold |
print Tracking -- 0 Form(s}), 0 Folder(s) Close all w
@J hikps: firyFarms, us.arry. mil wps/myportall utipikexmlf04_Si95Pykssy0xPLMnMz0vMOY _CizKLN4i3dAPIgFku-pGolsamaCKOcAF_zcVKEwpDmO7x é ‘3 Local intranet

Figure 19 Inbox Page Overview Continued
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Inbox — Form History

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

MEX]
File Edit View Favorites Tools  Help l.;'
e Back ~ () \ﬂ |EL‘ 7;} /.-] Search ‘j:"\? Favorites {‘3 2~ :{ — #J ﬁ

Address |@:| https:p’,imyForms‘us.army.mi\prsp’myporta\f!utp’pfkcxmI,iD47S]9SPylssyUxPLMnMzUvMDVﬁQ]‘zKLN4iﬁdAngFku—pGoIsam6CKOcAvaV—P7N><U7QD9gtzQDIhyRDUA]KD\u‘KA!\p’deltap’hase64xmUL3deyEvUUd3QndNQSEvN[V] Go Links ** @ ~
~
This page appears when the user clicks ‘History.” Selecting
“History” on the Inbox page allows the user to view the history of the
form.
T
Favorites Recyc
Form Finder
;?J:—Tber: %’gﬂ [ Search | [ Search By Range | [Hon-PureEdge Forms |
HISTORY.
D 712004361 Adam Test Copy Functionality
History for *712004361 Adam Test Copy Functionality’
_ : —— Click “Back” to return to
User ID Action Performed Last Action the preViOUS page.
calvin.chasejr Create Temnplate May 12, 2008 18:21:49 GMT
calvin.chasejr Create Template May 12, 2008 18:20:13 GMT
calvin.chasejr Open Apr 30, 2008 15:3%:46 GMT
calvin.chasejr Open Mar 28, 2008 14:57:33 GMT
The History shows what user had
the form; the action taken on the
form; and when an action was
taken on a form.
Folders Tracking -- 0 Form{s), 0 Folder{s) Close all
E— e ——— T —- T v
@ Done =] % Local intranet:
Figure 20 Form History
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Inbox - Form Comments

u@l"ﬂ

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

e Back - _) \ﬂ @ h /,-\J Search ‘S_n:( Fawortes {‘Z < l'_ﬁ — J ﬁ
Address @'Ihttps:HmyForms‘us.army.mi\prs;’myporta\f!ut;’pfkcxml,iD4_519SPykssyUxPLManUVMDV_szKLN4i3dAXJgFku—pGoIsam6CKOcAFvFV—P_NxU_QDQgtzQDIhyRDUA]KDVKA!‘;’deltap’hase&‘?xmULBdeyEvUUdBQndNQSEvN[V] Go  Links * @ -
-
Welcome Favorites Recyc Reports
Form Finder
’EJDLI':-nanI’: !I:'\Ot;.: Search | | Search By Range | |N0n-PureEdge Forms‘
COMMENT...
D 712004361 Adam Test Copy Functionality
Currently there are no comments for this form or folder.
Enter Comments {These are public comments that follow the form) These comments are
/‘\': public.
| ‘ Back | | Clear
This screen appears when the user clicks ‘Comments.”
Selecting “Comments” on the Inbox page allows the
user to view the comments for the form.
Folders Tracking -- 0 Form(s), 0 Folder{s) Close all
v
é HLoca\ intranst

@Dane
Figure 21 Form Comments
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Inbox — Route Function

This screen appears when the user clicks ‘Route.”
Clicking “Route” on the Inbox page allows the user to
|@ My Forms on Army Knowledge Online - Microsoft Internet Expll  yjjew the history of the form or folder. B
I
L)

File Edt View Favorites Tools Help

: (N JL N
GBack T Y \ﬂ Ig W | / Search . ¢ Favorites &"( T kg = ﬁ

Address ﬂj https: fimyfarms. us. army.mil wpsfryparkal/ ot fp fkexmli0d_SiasPykssyOxPLMAMz0vMOY _QjzkLN4i3dAxIgFku-pGolsamaC kK OcARYY-P_hbd]_QDEgkzC0ThyROUAKDYKAL | fdelaibaseddxml/L3d1dvEvULd3OndNGSERN | % a Go  Links * @ 9

A

| Log out

\* T~ A Ll 7 's:;n%ﬁﬂ!mlmsm

Original, allows the user to send the original form to an AKO
email address. The user can only send one original to an
addressee because a form can only have one owner. The rrr— e
original is tracked until the process is complete. The
creator can reclaim the original until the addressee has
opened it. The original remains in the repository. by Range | [Non-PureEage Forms

RY ITE...
712004361 Adam Test Copy Functionality

Se\prch Users Last Name: First Hame:

Last Mame First Name Rank

Original

Flease select @ user
Mo Date |v email | v |

The Info Copy is a read-only copy that allows
— <:i the user to view changes as they are made to

the form as long as the form remains in the
repository. The user views the changes by
clicking on the “Tracking” page.

Email Copy

The user clicks “Back” to
return to the Inbox.

The Email Copy is a read-only copy that is emailed
to an AKO address. The email copy is not placed
in tracking and the email recipient cannot view
changes as they are made to the form. "

Fuedbn Mmmeied LR VY | |
& S Local intranet

Close all

@T] Done

Figure 22 Routing Slip

Forms Content Management User Guide

28



My Forms on Army Knowledge Online - Microsoft Internet Explorer

=12 x|

File  Ecit “iew Fawvorites Tools  Help

| .4:

eElack - -d - \ﬂ @ _h | /.__) Search \;"\'(‘ Favatites €‘3| = :i _J @ ﬁ :’i

Address Iﬁ:l hﬂps:.l’.l‘myforms.us.army.mil.f\vvps.l‘rnyportal.i!m.l'p.l'kc:xmI.l'D4_Sj9SPykssyDxPLManDvMDY_szKLN4i3dAPJgFku-pGoIsamBCKOcAFfj_chH1v_QDQgtzQDIhyRDUAEj Go | Links **

& -

¢! | Log out

Search allows the user to search the
Army Knowledge Online White Pages
- - to look-up the AKO email address for
Welcome Fawvorites Recycle Bin

the addressee.

Form Finder

I'ilour;'rnnber' I 'T'loizT? I | Search | | Search By Range | |N0n-P reEdge Forms|

ROUTE...

D TRANSMITTAL RECORD

Search Users Last Mame: Ismith First Mame: Ithn| Search

Original A add as original ast Name First Name Rank
Flease select 3 user add to info
NoDate;”l ;||2008;||hr;||min glemail;l :
&dd to e-rmail
Please enter comments here. ;I
= ROUTE

-

Info Copy The user enters “Smith, John” to Search foral

[=mail = email addresses that have the name “Smith John”

Email Copy in the Last Name.

|Please e et sal e Note: Searching by first name is done in the same — =
|@D0ne manr.'ner. ing by 1 ! : l_l_l_l_ré_|° Internet
j.'ﬁ'Stﬂrtl @ @ (v 7 v wesley - | T 2 | SR P A b ot 0 "@MyForm... ZlihDaE 3D @ e 307PM

Figure 23 Search by Last Name
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a My Forms on Army Knowledge Online - Microsoft Internet Explorer = |ﬁ' |5|
File Edit ‘“iew Faworites Toolz Help | ,'
e Ny . Yz = .
e Back - -_\_’) E \ﬂ @ __ﬂ | /.j Search “}\( Favarites Q} | = =) D _J @ ﬁ ﬁ
Address If§| hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMDY_szKLN4i3dAPJgFku-pGolsamBCKOcAFfj_chH1v_@DSgtzQDIhyRDUAEj 5o ||-il1kS > @ <
-
2 | P.ge -
This is the search result for last name
names containing the name “Smith, John.”
Welcome Favorites
- After search results are returned the user
has the option to select the type of routing
(Original, Info Copy or Email Copy) or
search again.
ROUTE...
D TRANSMITTAL RECORD
Y
Search Users Last Narne: Ismith Firs\jlarne: |j0hn Search
Original add as original | Last Mame First Name Rank
Flease select 3 user I~ Desmith John 550G ﬂ
e Date =) |1 = [2008 2] [hr =] [min 2] [ernail =] [~ Goldsmith Johnathan S5G
Please enter comments here, ﬂ I~ Grobsmith John
roben
I~ Highsmith John FFC
ﬂ ™ Hockensmith John WiE10
Info Copy ™ Hockensrith Jahn WLOE
| emnail =] Back [~ Mesmith John SFC
Email Copy Yiew Favs | [ Mesmith John SGT
|Please enter text for the email here. d [~ Mesmith Johnnie LTC ;I

|@ Done - I;I_I_I_E|° Internet

gﬁstartl @ @ i~ * [ wesle. | & amy . | EYreLe - | ) stanca.. | £]ntpsir..| @hﬂp:ﬂs...”@mm“. 1] FCMP . | E|J Ll DR ESD 2B 310

Figure 24 Search Results for Last Name
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3 My Forms on Army Knowledge Online - Microsoft Internet Explorer _ |5' Iﬂ

File Edit ‘“iew Faworites Toolz Help | ;'
G Back - \_) - \ﬂ \ELI ’ :_\] | /..- ) Search ‘f\'{’ Favorites @:{ - \. = = @ ﬁ ‘f‘
Address I@'] hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykssnyPLMnWWﬁMMWZQDIhyRDUAEﬂ Go ||-il1kS » @ -
——— The user has elected to send an Original -]
to Smith, John.
Farm I— Form I— .
MNumber: Title: . P R T
Note: The outline of the “Original” button
N, -
ROUTE...
D TRANSMITTAL RECORD
Search Users Last Name: Ismith First Manl b [john Search
Driginal add as original | Last Mame First Marne Rank
Flease select 3 user I~ Desmith John 550G ﬂ
Mo Date | [1 =] [zo08 2] [hr =] [min =] [ermail =] [~ Goldsmith Johnathan SEG
Please enter comments here, ﬂ ™ Grabsmith John
b
I~ Highsmith John FFC
;I ™ Hockensmith John WE10
Info Copy ™ Hockensmith John WLOE
|email =] Back [ Mesmith John SFC =
Email Copy Yiew Favs I~ Mesmith John SET
Please enter text for the email here, =] [ Mesmith Johnnie LT
I smith john BG
j ™ smith Danieljohn SPC
¥ smith John LTC
Smith John CoL
Smith John CoL LI
Tracking ;I
|i€] Dane The user selects an addressee from the list by proet
distart| (3 @ o 7 o wesie. | E)amy . | E)recp-.. | ) stenss.. | £]nipsi]  placing the cursor over the check box in front of the | e, 312pm
. .. name and clicking the left mouse button. A check
Figure 25 Select Original Addressee mark appears in the check box when the
addressee is selected.
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3 My Forms on Army Knowledge Online - Microsoft Internet Explorer _ |5' Iﬂ

File Edit ‘“iew Faworites Toolz Help | ,'
) A O L ’ 25
e Back - \._.) - \ﬂ \ELI ol | 7 Search ‘:_./\\./ Favorites {‘} = = _] ﬁ 3
Address Ifg'l hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMDY_szKLN4i3dAPJgFku-pGolsamBCKOcAFfj_chH1v_@DSgtzQDIhyRDUAEj 5o ||-il1kS > @ <
Form Finder il
Farm I— Form N
e - Title: | Search | | Search By Range | |Non PureEdge Forms|
ROUTE...
D TRANSMITTAL RECORD
Search Users Last Name: Ismith First Mame: [john Search
Driginal add as original | Last Mame First Marne Rank
™ Jahn Srith rddto e | [ Desmith John 556G i’
e Date =) |1 2 [2008 2] [he =] [min 2] [ernail =] [~ Goldsmith Johnathan SEG
Please enter comments here, ﬂ ™ Grabsmith John
o
I~ Highsmith John FFC
;I ¥ Hockensmith John WE10
Info Copy Clear Al ITH smith John WLo6
[~ John Hockensmith I~ Mesrnit John SFC i
femi =] I e
Email Copy I Hesmith Theduser hfas elected to
Flease enter text for the email here, d [ smith Joh sendan In'o S
. Hockensmith, John.
™ smith Dary
= [ Smith o Note: The outline of the
I Smith Jahd “Info Copy” button
™ Smith Johf appears bold.
Tracking ;I

|@ Done I_’_’_|_|E—|° Internet
f.ﬁﬁtﬂrtl @ @ [~ v weslk. | &7 Army .. | @HELP-...' iE’l_]Standa...l @hﬂps:ﬂ...l @hﬂp:ﬂs...”@wh... I FCMP .. | E|_j LD BRI RD @ BHE 315PM
Figure 26 Select Information Copy Addressee
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Form I— Form
MNumber: Title:

Search | | Search By Range | |Non-PureEdge Forms|

ROUTE...

D TRANSMITTAL RECORD

Original

Search Users Last Marne: Ismith First Mamne: |j0hn

Add as original Last Mame

[~ John Smith

¥ Grobmit

IND Date;”l ;”2008;”hr;||min;”email;|

Please enter comments here.

| £dd to e-mail | [ Highsmith

= .
™ Hockensmith

=l ROUTE

I~ Mesmith

Info Copy ™ Mesmith
I John Hockensmith I~ Mesrith
[email =] ™ smith
Email Copy I~ =rmith
[~ John Grobsrnith I Smith
Please enter text for the email here. d I~ Smith
I~ =rmith
j ™ smith
I~ =rmith

Search

First Name Rank

John w
John PFe—T——

John W10
John WLO6
John SFC
John SGT
Johnnie LTC
john BG
Danieljohn SPC
John LTC
John CoL
John CoL
John SGM
John LTC ;I

Tracking

i€l

My Forms on Army Knowledge Online - Microsoft Internet Explorer ;Iilﬂ
File  Ecit ‘iew Fawvortes Tools  Help | ,’
e Back - \._.) - \ﬂ \ELI _;\] | /l.-j Search \j“\'\/ Favorites {‘} | = “‘F =1 _] @ ﬁ 3
Address Ifg'l hittps: fimyforms us army milhvwpsinyportaliutipkcomiod_Si9sPykssy0xPLMAMZ 0Oy _GjzKLMNAiSd AP JoFku-pGolsamBCHOCAFfj_zcvH1 v_@DSgtzQDIhyRDUAEj 5o ||-il1kS > @ <

Form Finder il

The user has elected to
send an Email Copy to
Grobsmith John.

Note: The outline of the
“Email Copy” button
appears bold.

=

C (B e

distart] (G @ o 2 [ wesie | Eamy | E1Hee - | ) Stenoa | Ertps i | Ertns |[ETmyFo.. ElFow | 3] L DX 8D @ Be aaem

Figure 27 Seclect Info Email Address
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i€l

-'§MyForms on Army Knowledge Online - Microsoft Internet Explorer The page shows John Smith as a recipient of an ﬂ
File Ecit View Favortes Tools  Help Original Copy, Jonn Hockensmith as a recipient of an
O ok -~ ©) - \ﬂ \ELI N | /'_'" Search 57 Favortes @ = @ Info Copy, and John Grobsmith as a recipient of an
s o) - Email Copy.
Address Ig‘] https: Smyforms us army milswpsimyportaliutiokc:mi0d _Si9SPykssylxPLMAMzO0vMOY _GjzKLMAi3d AP IR — —
Form Finder ;I
Form I— Form N
Number: Title: | Search | | Search By Range | |N0n PureEdge Forms|
ROUTE...
D TRANSMITTAL RECORD
Search Users Last Mame: Ismith First Mame: |j0hn Search
Original add as original | Last Mame First Narne Rank
I 30hn Smith [ Grobsmith  John =
|’\:° Dato [ |1 [ |2°?134| L I8 | min [ |j“"'"4| [ Highsmith J0hm PrC
Flease enter comments here, - .
™ Hockensrith John WiE10
™ Hockensrith John WLOG
=l ROUTE
I~ Mesrith John SFC
il all
Info Copy ™ Mesrmith John SGT
[ 3ehin lockenSmith I~ Mesmith Johnnie LT B
femai=] ™ smith john BG
Email Copy ™ smith Danieljohn SPC
[~ 1chn Grobsrith ™ Smith John LTC
Please enter text for the email here. ﬂ ™ Smith 1ohn coL
™ Smith John CoL
;I ™ Smith John SGM
™ Smith John LTS LI

T8 e

i;startl B8~ Z \.-'\l'esl...l @Army...l @HELP...| 1] Stan... | @hﬂps...| & bt ||@ MyF.. BFcM.. | Y urtit... | IE|_.1 LD RE D @ B 321 P
Figure 28 Completed Route Slip
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My Forms on Army Knowledge Online - Microsoft Internet Explorer = |ﬁ' |5|

File  Ecit ‘iew Fawvortes Tools  Help | ,’
\ SN e ’ 3
e Back ~ () ~ \ﬂ \ELI Tyl | - Search ¢ Favorites {‘} == _] ﬁ 3
Address Ifg'l hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMDY_szKLN4i3dAPJgFku-pGolsamBCKOcAFfj_chH1v_@DSgtzQDIhyRDUAEj 5o ||-il1kS > @ <
4
.
The user can set a Suspense Date using
Forrm I— - ~
Number: drop down menus. h By Range | |Non PureEdge Forms|
_ Note: The user can also include a time with
the Suspense Date.
ROUTE... |
D TRANSMITTAL RECORD
Search Users Last Marne:| |smith First Name: |j0hn Search
Driginal \/ add as original | Last Mame First Marne Rank
I™ 3ohn Smith V 4dd to info ¥ Graobsmith John ﬂ
IJan ;I |1 ;I I2DDB;| Ihr;l nr:ilnn;l Iemall;l ™ Highsmith Iohn PFC
Please enter comments here. o - W I™ Hockensmith 1ahn WeLo
™ Hockensmith John WG
o
I~ Mesmith John SFC
Clear all
Info Copy I~ Mesmith John =GT
I John Hockensmith ™ Mesmith Johnnie LTC o
femail =] ™ smith john BG
Email Copy I~ =rmith Canieljohn SPC
I~ lohn Grobsrith ™ Smith John LTC
Please enter text for the email here. d I Smith 10hn coL
I~ =rmith John CoL
j I~ =rmith John SGM
I~ =rmith John LTC ;I
Tracking lE‘ ;I

@ RERNEL
f.ﬁﬁtﬂrtl @ @ [~ v weslk. | &7 Army .. | @HELP-...' iE’l_]Standa...l @hﬂps:ﬂ...l @hﬂp:ﬂs...”@wh... I FCMP .. | E|_j LD BRI RD @ HE 323PM
Figure 29 Set a Supsense Date
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My Forms on Army Knowledge Online - Microsoft Internet Explorer = |ﬁ' |5|

File  Ecit ‘iew Fawvortes Tools  Help | ,’
Y . — T )
Q- O - [x) [ (] Do oreone B2 2 =L QE B
Address I@'] hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMDY_szKLN4i3dAPJgFku-pGolsamBCKOcAFfj_chH1v_@DSgtzQDIhyRDUAEj 5o ||-il1kS > @ <
4
Form Finder
Forrm l— Form ~
Number: Title: | Search | | Search By Range | |Non PureEdge Forms|
ROUTE... X .
The user can send a private email with
[£] TransmrTTAL RECORD the Original form
Search Users Last Name: |smith First Name: |j0hn Search
Driginal add as original | Last Mame First Marne Rank
I™ 3ohn Smith V 4dd to info ¥ Graobsmith John ﬂ
|J|‘"” =l = |2°?13;| O JETY |:;“:i'|';| I Highsmith John PFC
Flease enter comments here, .
M ™ Hockensmith John WGLo
Mo ™ Hockensmith John WG
=l ROUTE
I~ Mesmith John SFC
Clear all
Info Copy I~ Mesmith John =GT
[~ John Hocken i . . . f
[email =J—————————1 The user can send a private email with ith Hehinnic ELE
the Info Copy. John BG
Email Copy ——=mh Canieljohn SPC
I~ lohn Grobsrith ™ Smith John LTC
Please enter text for the email here. d I Smith 10hn coL
I~ =rmith John CoL
j I~ =rmith John SGM
I~ =rmith John LTC ;I
Tracking = ;I

@ RN L
f.ﬁﬁtﬂrtl @ @ [~ v weslk. | &7 Army .. | @HELP-...' @Standa...l @hﬂps:ﬂ...l @hﬂp:ﬂs...”@wh... I FCMP .. | E|_j LD BRI RD @ (D 325PM
Figure 30 Send Private Email with Form
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3 My Forms on Army Knowledge Online - Microsoft Internet Explorer

==

X

Fil=  Edit ‘“iew Fawortes Toolz  Help

b A G oy .
eElack < \._.) - \ﬂ \ELI __l\l | /.jSearch ‘:_./‘\'\./ Favarites {‘}| < =)

1 QK 3

i€l

Q;Istml @ @ i~ ” v wesle. | Elamy . | EYreLe - | B stenda. | Entpsn. | Ertps.. | &My For. | EFowe

Address Ifg'l hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMDY_szKLN4i3dAPJgFku-pGolsamBCKOcAFfj_chH1v_@DSgtzQDIhyRDUAEj 5o ||-il1kS > @ <
4
Form Finder
Form l— Form N
Number: Title: | Search | | Search By Range | |Non PureEdge Forms|
ROUTE...
D TRANSMITTAL RECORD
Search Users Last Name: Ismith First Name: |j0hn | Search |
Original [Add s The user has set a Suspense Date |,
[ John s e of Jan 04, 2009 at 4:00 pm and has T
Add tof i i
s sl e e (e —— elected to send a private email. =
| v J Add to e=Trram T cl
Please enter comments here. - .
™ Hockensmith John WGLo
™ Hockensmith John WG
o
I~ Mesmith John SFC
Clear all
Info Copy I~ Mesmith John =GT
I John Hockensmith ™ Mesmith Johnnie LTC o
femail =] ™ smith john BG
Email Copy I~ =rmith Canieljohn SPC
I~ lohn Grobsrith ™ Smith John LTC
Please enter text for the email here. d I Smith 10hn coL
I~ =rmith John CoL
j I~ =rmith John SGM
I~ =rmith John LTC
Tracking ;I

T @@

Figure 31 Selected Suspense Date and Email
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My Forms on Army Knowledge Online - Microsoft Internet Explorer = |ﬁ' |5|

File  Ecit ‘iew Fawvortes Tools  Help | ,’
\ S Ne L ; a8
e Back - \‘_) T \ﬂ \ELI ol | 7 Search ‘:_./\\./ Favorites {‘;{ Tt A _] ﬁ 3
Address I@'] hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMDY_szKLN4i3dAPJgFku-pGolsamBCKOcAFfj_chH1v_@DSgtzQDIhyRDUAEj 5o ||-il1kS > @ <
4
Form Finder
Forrm I— Form ~
Number: Title: | Search | | Search By Range | |Non PureEdge Forms|
ROUTE...
D TRANSMITTAL RECORD
Search Users Last Name: Ismith First Name: |j0hn Search
Driginal add as original | Last Mame First Marne Rank
I™ 3ohn Smith Add to infa ™ Smith Johnathan SSG ;I
a ~| |1 =||2008 |04 =| |00 =] | - .
I Ic"n =l = > =lfoa =] Joa = [ves ] I Smith Johnathan sa
P t t: : .
gase enter commMents Nere d w I_ Smith Iohnathan 26T
;I ™ smith Johnathan ZLT
™ smith Johnathan SPC
Clear &
Info Copy ™ Smith Johnathan SPC I
I John Hockensmith I~ =rmith Johnathan SPC
[~ lohn Highsmith <:—__|j
| The user added two addressees =PC
. to the routing slip to demonstrate
Email Copy the remove capability of the PFC
I~ lohn Grobsrith system e
I~ Johnathan Smith ——— S— S— —
Please enter text for the email here. d I~ Smith Tohnathon =
j I~ =rmith Johnathon MFDZ ;I
Tracking = ;I

@ RERNEL
f.ﬁﬁtﬂrtl @ @ [~ v weslk. | &7 Army .. | @HELP-...' @Standa...l @hﬂps:ﬂ...l @hﬂp:ﬂs...”@wh... I FCMP .. | E|_j LD BRI RD @ HE 331 PM
Figure 32 Added Addressees
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3 My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edit ‘“iew Faworites Toolz Help | l"
. ] — . 5
e Back - \._.) - \ﬂ \ELI l\l | P ! Search \;\'\/ Favorites {‘} - “.‘?' = ] @ ﬁ ‘:‘3
Address I@'] hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMDY_szKLN4i3dAPJgFku-pGolsamBCKOcAFfj_chH1v_@DSgtzQDIhyRDUAEj 5o ||-il1kS > @ <
4
Form Finder
:H-Tber: I ‘T’?trl’;n | Search | | Search By Range | |Non-PureEdge Forms |
ROUTE...
D TRANSMITTAL RECORD
Search Users Last Mame: Ismith First Name: |j0hn | Search |
o T | The “Remove” button allows the user
riginal add as original Last Mame Fird]
= omm S=—n _ [ Dosrith 1. toremove an addressee from the
E w1 ey (e ew - address list. When the “Remove”
an = = = = | [ves = .
| - B [ Goldsmith 1 button is selected the border of the
Please enter comments here. - obsmith Jo i
button appears in bold.
ghsm 0
;I I™ Hockensmith John W10
Info Copy Clea
= Jomm T —r—— ——— The user elects to remove John L
; ; ——— Hockensmith from the address list.
[~ lohn Highsmith Yiew
Iemail j" I~ Mesmith Johnnie LTC
Email Copy I smith john BG
I~ lohn Grobsrith ™ smith Danieljohn SPC
[~ Johnathan Smith I~ smith John LTC
Please enter text for the email here, d I~ Smith John coL
I~ =rmith John CoL _I
Tracking ;I

@ RERNEL
f.ﬁﬁtﬂrtl @ @ [~ v weslk. | &7 Army .. | @HELP-...' @Standa...l @hﬂps:ﬂ...l @hﬂp:ﬂs...”@wh... I FCMP .. | E|_j LD BRI RD @ (HE 333PM
Figure 33 Remove Function
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3 My Forms on Army Knowledge Online - Microsoft Internet Explorer _ |5' Iﬂ

File  Ecit ‘iew Fawvortes Tools  Help | ,’
e Back - \._.) - \ﬂ \ELI L ;\] | /l.-\J Search \j‘\'\/ Favarites {‘} = k‘.__'- = _] @ ﬁ 3
Address I@'] hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMDY_szKLN4i3dA}{JgFku-pGolsamBCKOcAva\-’-P_NxU_QDSgtzQDIhyRDUAjj 5o ||-il1kS > @ <
Form Finder il
:ﬂ-l:be,-: I -T—?J;n | | Search | | search By Rangg Notice that when you click on
Johnathan Goldsmith’s name a
drop down appears appears with
N | - <O email, user ID, rank,
Glelit phone number, organization, and
D TRANSMITTAL RECORD Middle Name.
Search Users Last Name: Isn‘nth— First Marme: Ijohn— Earch
Original 'm‘ Last Mame First Marm Rank
[~ Jahn Smith I~ Desmith John S5G -
|3an =t =l |zo08 = [o4 =] [min =] [ermail =] [~ Goldsmith Johnathan S5G
Flease enter comments here. ﬂ e-mail
Johnathan.goldsmnith@us .army it
LI user ID
Info Copy Johnathan.goldsmith
[~ John Highsrith rank e
Iemail -l m 585G
Email Copy phone
[~ Johnathan Goldsrith 476-2334
[~ Johnallen Srnith organization
Please enter text for the email here. .
John Hockensmith is removed iddiciname
from the address list. Lewis
™ Grabsmith John LI
Tracking ;I

|@ Done I_’_’_|_|E—|° Internet
f.ﬁﬁtﬂrtl @@~ ~ Wesley-mic...l & Army Knoswl... | @Raﬁonal-mic...l i¥] Standard Re... | i FCwp UserG...”@MyForms o... E|'-\_’ T X 3D @ De 358PM

Figure 34 Addressee Removed
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a My Forms on Army Knowledge Online - Microsoft Internet Explorer _ |ﬁl |5|
File Ecit ‘“iew Fawortes Tools  Help | flr
" — n - —
. . Y e ’ . 1A 25
e Back e \ﬂ \ELI __ﬂ | 7 Search ‘:_./\.( Favorites {_‘} b 15 H ﬁ &
Address If§| hittps: fimyforms us army milhwpsinyportaliutipbcamiiod_SiaSPykssyDxPLMAMZ0vh0Y _QjzKLMN4i3dA X JgFku-pGalsamBCROC AR vy NxU_QDSgtzQDIhyRDUAjj Go Links > @ <

Welcome

Form Finder

Recycle Bin

Reports

Farm
MNurmnber:

I— Farm I
Title:

Search

| | Search By Range | |Non-PureEdge Forms|

ROUTE...

D TRANSMITTAL RECORD

Search Users

Last Nare: Ismith

First Mame: [john

Search

Rank

™ smith

Original add as original | Last Mame First Marne
[~ 1chn Srnith add to info ™ Desrith John
JnoDate = |1 =l [z008 =] [he =] [min =] [emnail =] Y FTe— I~ Goldsmith Johnathan
Please enter comments here. ;I I~ Grobsmith John
o
I~ Highsmith John
o [ roure |
ek SIS TN JOTN
Info Copy ™ Hockensmith John
[ John Highsmith ™ Mesmith John
Email Copy I~ Mesmith Johnnie
[~ Johnathan Galdsmith I~ smith john
[~ Iohnallen Smith ™ Smith Danieljohn
Please enter taxt for the ermail here. d I~ Smith John
™ Smith John
[

John

The user elects to route the form. When
the “Route” button is selected the border
of the button appears in bold.

SFC
SGT
LTC
BG
SPC
LTC
COoL

CoL ;I

=

|@ Dane

T [E @

f:(;'startl @ @ i~ * [ wesle. | & amy . | EYreLe - | ) stanca.. | £]ntpsir..| @hﬂp:ﬂs...”@mm“. 1] FCMP . | E|J Ll DR ESD DB 4

Figure 35 Completed Routing Slip
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer [._]E]ﬂ
l';'

File Edt Wiew Favorites Tools  Help

@Back | \ﬂ @ ;j /.-\J Search \j::(Favorites e} Rl :7 — _J ﬁ

Address @ https:;';'myForms.us.army.m\l,prsfmyportal,l‘ut;'p,l'kcmeD4_5]9SPykssyDxPLManDVMD\"_Q]zKLN4i3dAXJgFku-pGolsamSCKOcAvaV-P_NxU_QDQgtzQUIhyRDUAjKD\n'KA‘!;'delta;'hase64xm\fL3deyEvUUd3QndNQSEvN[Vl Go Links * @ @

Welcome . . Settings
The user’'s name wil appear here

Form Finder

VT.IDu:'rnnber: :_‘Ut;’;n | Search ‘ | Search By Range | |N0n-PureEdge Forms|
=5
ROUTE...

D calvin.chasejr_Upload

The form calvin.chasejr_Upload has been routed to | with a suspense date Jan 04, 2009 04:00:00

Folders Tracking -- 6 Formi(s), 0 Folder(s) Close All

Form Mame Farm Type Current Owner Date Received Date Yiewed

v oo e 0

g ‘d Local intranet

Figure 36 Form Routed Successfully
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Inbox — Delete Function

|é My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edit  view Favorites Tools  Help

Do - © - [E [B €| O seorcn oo €D | 63 2 = LI L

Aucicr === [ hetps: iy Forms s army .milfwpsfmy portal {1 UEp KXl 0%_S135Pykesy OxPLMAME0V MDY _QiekL NAISdAT JgFku-pEoTsame K OCARTl_zcVH1v_QDogteqoly ROLAY It | fdolt afbasesxmifLsdIdyEvuUdsandnasevie [v] B @o  Lrks >

UISTARMY

Forms Content Manageinent:

Farm Form I

Lo B Search | [Search 6y Ranas | [Nen-Pureedas Forms |
Inbo
Folders Inbox - 5 Form(s), 0 Folder(s) 1
Form Mame Form Type Routed User Action Date Suspense Date
Add To Folder 712004361 Adam Te PP Dec 15, zoo7 Mo suspense
— st Copy Functi DA Fez7 (D2 19:25:28 GMT date set
istory
805000985 Quick S R ———— May 16, 2008 No suspense
Cormment o heet Printview ... pa 7627 (R I 17:51:07 GMT date set
506000711 Attachm — 3un zo, zoos Mo suspense
ESmSmE o =nt Test Humber.. D& Te27 (=) 13:18:21 GMT date set
Sopy calvin.chasejr_Up - Mo suspense
— [ W i D& 67-9 calvin.chaseir W ECECL
calvin.chaseir_up e — Mo suspense
e se N ] 2% ma vezy hatia young )
Msnage Favs

The user can delete a
form from the Inbox by
clicking the “Delete”

button.

Folders Tracking -- 7 Form(s), 0 Folder(s) Close all

Form Name Form Type Current Owner Date Received Date viewed

[ae]

Qo - © - (%] [B] @0 | SO seorch Shoravorits €8 | (- 2 = L &L

5 N2 Local ntranst

address | https: fimyfarms. us. army .milfwps/myportal/ 1utfp kexmlf04_Si95PykssyDxPLMNMz0vMOY_QizkLN4i3dAf JoFku-pGolsamECKOCARFi_zcvH1v_QDogkzQ0ThyROUAY I 1 /d

welcome Recycle B

The user is alerted “Are you sure
you want to delete?” The user can
click “OK” to continue deleting the
form or click “Cancel” to cancel
deleting.

DELETE...

[£] 712004361 Adam Test Copy Functionality

Microsoft Internet Explorer =]

3/ Are you sure you wish to proceds?

Tracking

Folders Tracking -- 7 Form(s), 0 Folder(s)
Form name Form Type Current Owner Date Received Date viewed
] Done

Figure 37 Confirm Deletion
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer u[ﬂ]ﬁ
Flle Edit Wiew Favorites Tools Help -:,'

Qe - © - |ﬂ @ _h /',_\l Search \‘;‘\?Favnrites 8| 2 .; =il

Address |féj https:Hmyfnrms‘us.army.mil)’wps;‘mypnrtalj‘utJ‘p)’kcxmI)’D4_S]9SPykssyDxPLMnMzDvMDV_Q]ZKLN4iSdA)<JgFkLl—pGnIsam6CKO(AFvFV—P_NxU_QDQgtzQDIhyRDLIA]KD\:'KA‘l,ide\ta)’hasas‘!meLEd]dyEvUUdEQndNQSEVN["] Go Links * @

-~
rn! |Log out
Forms Content Management
Welcome Favorites Recycle Bin Settings
Form Finder
;?_lrrlv:\nher' :_IDJ': | Search | | Search By Ran| i
i i | This message appears
when the form has been
DELETE... successfully deleted. |
D calvin.chasejr_Upload
e
The form ‘calvin.chasejr_Upload' has been sent to Recycle Bin,
Press “Continue” to return to the
Inbox.
Folders Tracking -- 7 Form({s), 0 Folder{s) Close all
Forrn Narme Form Type Current Owner Date Received Date Wiewed
T I = OO o g yyeyy TP ]
@ Done 5 H Local intranet

Figure 38 Form Deleted Successfully
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Inbox — Rename Function

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edt View Favorites Tools Help

eBack M |ﬂ @ 7;\] /7\’ Search 'é‘:_(FaVDrites e} <~ :\/‘ = J ﬂ

[-_J@]:ﬁ

Address |éj https:p’,imyfnrms‘us.army.milprsfmypnrtal,i‘utfpp’kcxmIp’D4_S]9SPykssyDxPLManDvMDV_Q]zKLN4iSdAFJgFku—pGnIsamE\CKO(AFFi_z(VH1v_QDQgtzQDIhyRDLIAVJIUwN|,ideltap’hasaMmeLEdeyEvUUdEQndNQSEvNE[ Links > | & -
-~
| Log out
Farrm Farm
Humber: Title: Search | | Search By Range ‘ |Non-PureEdge Farms ‘
The user has elected to
rename the selected form. rm(s), 0 Folder(s) 1 Close all =
Farm MName Farm Type Routed User Action Date Suspense Date
Add To Folder
712004361 Adam Te N Dec 18, 2007 Mo suspense
O st Copy Functia... Da rez? shatia.young 19:25:28 GMT date set
805000985 Quick § N May 16, 2008 No suspense
heet Print¥iew ... L shatia.youns 75007 GMT  date set
B06000711 Attachm Jun 20, 2008 Mo suspense
- O ent Test Nurmber... B GLEE shatia.young 13:18:21 GMT date set
calvin.chasejr_Up g : : Jan 25, 2008 Mo suspense
[ load DA 679 el e 18:50:22 GMT  date set
calvin.chasejr_Up : May 07, 2008 Mo suspense
Managd o D load DA 7627 shatia.young 13:27:12 GMT  date set
Sp. Tasl
The user can rename a form
by clicking the “Rename”
button.
Note: The border of the
“Rename” button appears
bold when it is selected.
Folders Tracking -- 7 Form({s), 0 Folder{s) Close all
Farm MName Farm Type Current Owner Date Received Date Viewed
¥

&
Figure 39 Rename Function
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer ulﬂ]ﬂ
File Edit Yiew Fawortes Tools Help |','

Qus-©Q K EAG /%= 71 This screen appears when the user elects to rename

Address |ﬁj https: fimyfarms.us, army.milwos myportalf utfpkexml ahform' The user types the new name of the form in A!‘;’de\tajhaseéﬁxmULSdeyEvUUdSQndNQSEvNE[Vl Go | Llinks ? @ -
this space. -

Welcome 3 3 : Reports

Form Finder

Form Form

Nurmber: Title: Search | | Search By Range | ‘NDn-PureEdge Forms|

RENAME...

D calvin.chasejr_Upload

calvin.chasejr_Upload
T Press the “Clear” button to change
the name of the form back to the old
name.

Press “Rename” to rename the
form.

Note: The user must type the
new form in the space above.

Folders Tracking -- 7 Form(s), 0 Folder(s) Close all
Form Name Form Type Current Gwner Date Received Date Wiewed
e e e e e————————————r v
@j Dane é H Lacal intranet

Figure 40 Rename Form
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|@ My Forms on Army Knowledge Online - Microsoft Int

This screen appears after the form
has been renamed successfully.

u@’m

File Edit View Favorites Tools Help

eBack M > \ﬂ @ _h /T\JSearth s;n:(Fa

fiddress |2j https:p’,imyﬁ:urms‘us.army.mi\prsp’mypurta\flutp’pfkcxmI,iD4_S]9SPykssnyPLManDVMDV_szKLN4iSdAFJgFku—pGDIsamE\CKOEAFFi_ZEVH1v_QDQgtzQDIhyRDUAVJILIwN|fdeltap’ha5364xm\ILSd]dyEqudSQndNQSEVNE[V] Go | Llinks @

~
Favorites Recyc
Form Finder
Form Form
- i Search | [ Search By Range | [Non-FureEdge Forms |
RENAME... =
D calvin.chasejr_Upload
Renamed form 062708Test from calvin.chasejr_Upload
“ g "
Press “Continue” to return to the
Inbox.
Folders Tracking -- 7 Form({s), 0 Folder{s) Close all
Form MName Form Type Current Qwner Date Received Date Yiewed
- P [v]
&] pone 5 % Local intranet

Figure 41 Form Renamed Successfully
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Inbox - Copy Function

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer u[i]ﬁ
.."l

File Edit View Favorikes Tools Help

@Back > |ﬂ @ jj /',7\1 Search sj:(Favnntes {‘} - :; ) J ﬂ

Address |Ej https:;’jmyforms.us‘army.mi\;‘wps,imyportalj‘ut;’pJ‘kcxmUD4_SiQSPykssyUxPLManDvMUV_QizKLN4iEdAPJgFH.l-pGoIsamE;CKOcAFfi_chH1v_QDQgtzQUIhyRUUAEIoMSA!‘ida\ta;‘bases‘lxmUL3deyEVUUd3QndNQSEvN[Vl Go Links ** @ -

~
The user has elected to copy
the SeIeCted form. Recycle Bin Settings Reports
Form Finder
Farm
Number: | | Search By Range | ‘NDn-PuraEdge Formsl
Fol Inbox -- 5 Form({s), 0 Folder(s) 1 Close all =
Form Name Farm Type Routed User Action Date Suspense Date
Add Tao Folder v
[[] sz7oaTest DA £7-9 calvin chasejr 1325 2008 Mo suspense
712004361 Adam Te : Dec 18, 2007 Mo suspense
O D st Copy Functio... (B e shatia.young 19:25:53 GMT date set
805000985 Quick S N May 16, 2008 No suspense
t D heet Print¥iew ... DA 7627 shatia.young 750,07 GMT  date set
506000711 Attachm Jun 20, 2003 Mo suspense
O D ent Test Number... DA 7627 shatia young 13:18:21 GMT  date set
calvin.chasejr_Up : May 07, 2008 Mo suspense
O Bl oad DA 627 shatia.young 13:27:12 GMT  date set
5p. Tasks .
The user can copy a form by
clicking the “Copy” button.
Note: The border of the
“Copy” button appears bold
when it is selected.
Tracking -- 7 Form{s), 0 Folder{s} Close all
Form MName Form Type Current Owner Date Received Date Wiewed
[v]

@ =] QLU(G‘ intranet
Figure 42 Copy Function
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This screen appears when the user elects to copy a
form. The user can copy the form to “Drafts or

Favorites.
|@ My Forms on Army Knowledge Online - ) ['_]@]H
.l{l

File Edt Wiew Favorites Tools  Help

@Back A | \ﬂ @ 7;\1 /.-\JSearch ‘-_:"\? Favorites {‘3 1- 2 = #J ﬁ

Address |@'| https:p’,imyForms‘us.army.ml\prsp’mvporta\f!utp’pfkcxmI,iEl475]95PylssyUxPLMnMzUvMElYﬁQ]zKLN4|3dAPJgFku-pGoIsamGCKOcAFf]jcVH1v7QDBgtzQUIhy'RUUAEloMSA!\p’deltap’hase64xmULSdeyEVUUdSQndNQSEvN[V] Go Links > @ <

Click the “Drafts” button to copy the
3 . form to “Drafts” or click the
‘jtg" % “Templates” button to copy the form &
i ’ to “Templates.”
Inbox Dra
]
:J?J';’:‘h&r: .T_‘OJ: Search | Search Br § pnge |Non-PureEdge Farms ‘
COPY... =
[] vez70sTest ” ”
Where would you like to place the copy of 062708Test ? v v
[ Drafts | | Templates ‘ | Back
The “Back” button takes you back
to the Inbox.
The user elected to copy the form
to “Drafts.
Note: The border of the “Drafts”
button appears bold
Folders Tracking -- 7 Form({s), 0 Folder{s) Close All
Farm Mame Farm Type Current Owner Date Received Date Viewsd
ot b on [v]
@‘l Done =) % Local intranet
Figure 363 Copy Form

Please note that when you put form in your templates the form will appear in your “Favorites Page
Overview” under templates.
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer This screen appears after the form [._]@]E
File Edt Wiew Favorites Tools  Help has been copied SUCCeSSfU"y .'f
@Back A | \ﬂ @ 7;} /._\J search i‘\? Fawaries {‘3 g = Lo B

Address |@.| https:p’,imyForms‘us.army.ml\prsp’mvporta\f!utp’pfkcxmI,iEl475]95PylssyUxPLMnMzUvMElYﬁQ]zKLN4|3dAPJgFku-pGoIsamGCKOcAFf]jcVH1v7QDBgtzQUIhy'RUUAEloMSA!\p’deltap’hase64xmULSdeyEVUUdSQndNQSEvN[V] Go Links > @ <

~
| Log out
Form Finder
Farm Form
Numbar: Title: Search | | Search By Range | |Non-PureEdge Farms ‘
cOPY... =
[] vez70sTest
Created Copy form Copy of_062708Test for calvin.chasejr.
Press “Continue” to return to the
Inbox.
Folders Tracking -- 7 Form(s), 0 Folder(s) Close All
Farm Mame Farm Type Current Owner Date Received Date Viewsd
—————— ¥
&] Done 2 %4 Local intranet

Figure 44 Form Copied Successfully
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Inbox - Tracking

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer The Tr_acking Window_ Iocat_ed in
Drafts is also set up like this

File Edt View Favortes Tools Help .
window.

5 = n
GBack L \ﬂ @ _l\J 7 / Search ‘:_/\(’Favor\tes {‘3 e = LJ ¥

Address g‘]https:Nmyforms‘us.army.mi\;‘wps;’mypurtau‘!ut;’pJ‘chml,iD4_5]95PykssyDxPLManUvMDV_szKLN4iSdAPJgFku-pGoIsamSCKOcAFf]_chH1v_QDQgtzQUIhyRDUAEloMSA!‘;’delta;’base64xmULD\DUD\LVUtVLUIGUkFESWIN[V] Go | Links

E]

> @y

The tracking page allows the user
to view all changes that are made
to the forms and folders they

have accessed.

fForms Content Management

Favorites Recycle Bin Help Settings Reports

Farm [ L 10

) Search By Range | |N0n-PureEdge Forms ‘

] The “Current Owner” of a form or
folder is the user that currently
has the form or folder.

Folders Tracking -- 7 Form{s}, 0 Folder{s) form or folder

y The “Date Received” is the date
the current owner received the

Form Mame Form Type Current Owner Date Rece| |ed Date Viewed |

I:I @ D calvin.chasejr_up DA 7627 brandon.wainright Jun 27| pO0OS Not yet

load 17:30:1) GMT  viewed.

] Di:uaalnin.chasejr_Up DA 7627 brandon.wainright ‘1";“2%7 %‘ET Eio:wy:; <
o OO onrer  oandonmaimiane S 20200 Mot
[md ] fsmmriosadn oz - s e

DOt oazer  semomarshals 152000 el

OO R ismy  oarer - .

802004947 This is
0

DA 7627 calvin.chasejr Bunl0s 2000 hotivet
a test to see ...

15:36:14 GMT viewed,

The Date Viewed is the
date the current owner
viewed the form or folder.

a8
Figure 45 Tracking Window
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Inbox — Recall Function

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

GBack A | \ﬁ @ _.l\J /_-\JSear:h ‘s“\?Favuntes {‘3 - ..7 — _J ﬂ

[-_J@l’iﬂ

Address |§.| https:p’,imyfurms‘us.army.ml\prsp’mypurta\f!utp’pfkcxmI,iEl4_5]9SPykssyUxPLMnMzUVMElY_Q]zKLN4|3dAPJgFhJ-DGuIsamSCKOcAFf]_chHlv_QDggtzQUIhy'RUUAEIUMBA!‘p’deltaﬂ:aseﬁ4xmULEI\DUU\LVUtVLUIGUkFESWIN[V] Go

Links > | @& -

UISTARMY

The user can recall a form by

clicking the “Recall” button. 3 Forms Content Management
Note: The border of the

“Recall” button appears bold HNOnIL: Rocycleld £l Hiimg
when it is selected. ]
FJOuI;:‘h4| :_‘otrl'g’v Search | | Search By Range | |Nun-PureEdge Forms ‘

The user can reclaim a form by
clicking the “Recall” button.

Note: The routed form can only be
recalled if the form has not been
opened (viewed).

Tracking -- 7 Form({s), 0 Folder{s)

Folders

Close all

Farm Mame Farm Type Current Owner Date Received Date Yiewed
|
] D I‘:ﬂ"ai“'thasgj'—”" DA 7627 brandon.wainright Jl'f,'_'aﬁ?égnﬁ'ﬁ.r Ei":w":;
S
calvin.chasejr_Up - Jun 27, 2008 Not yet
Ei (B0 B30T brandon.wainright (205000 cit  viewed.
[)folgnebosein e pazeor  brandonwamegne 127200 Nt et
Print All 3 806000710 Attachm DA 7627 _ Jun 26, 2008 Not yet
ent Testing Jun... 17:02:43 GMT viewed.
[) cynhsseirth  oazeor  jommamarshann 1320 totyer
805000959 15 MINU DA 7627 ~ Jun 09, 2008 Not yet
TE ROUTE Test 1... 16:29:53 GMT viewed.
[= 1802003 92 FAThIs]is DA 7627 calvin.chasejr ‘1'15"325;42%'1% :i‘:atwy:dt

J
The user has elected to
recall the selected form.

&
Figure 46 Recall Form

5 %4 Local intranet
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

This screen appears after the form

File Edit  View Favorites  Tools

@Back A | \ﬂ @ 7;\1 /.-\JSearch ‘-_:"\? Favorites {‘3 1 G2 = L e

Help

has been recalled successfully.

[-_JEJ..E

Address |@‘| https:p’,imyForms‘us.army.ml\prsp’mvporta\f!utp’pfkcxmI,iEl475]95PylssyUxPLMnMzUvMElYﬁQ]zKLN4|3dAPJgFku-pGoIsamGCKOcAFf]jcVH1v7QDBgtzQUIhy'RUUAEloMSA!\p’deltap’hase64xmULEI\DUU\LVUtVLUIGUkFESWIN[V] Go Links > @ <

Welcome
Form Finder

Farm
Number:

Form
Title:

| Log out

Favorites Recycle

‘ Search | | Search By Range | |Non-PureEdge Farms ‘

RECLAIM...

D calvin.chasejr_Upload

Reclaimed form calvin chasejr_Upload from brandon.wainright

Press “Continue” to return to the

Inbox.

@‘l Done

Figure 47 Recall Form Successful

Please note once the form is recalled it will be placed in your inbox.

Forms Content Management User Guide

53

é ‘:J Local intranet



Drafts Tab

Drafts Page Overview

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer u@]ﬂ
File Edit “iew Favorites Tools Help 1','

Iz ¥ N [ AL Ao ; .
: S ertes <) [ Most functions and page layout on the Drafts and
Click this tab to access the user’s i i
g i o i e Tracking page are the same as Fhe functions and layout prrE—r | P
raits. The Draits shows all torms, on the Inbox page. Those functions and page layout ~
folders, and folder content that the that are different will be explained in the Drafts section
user created. of this User's Guide.
Welcome Favorites Recycle Bin Settings Reports
Form Finder
Eaumbﬂ: _F“ot;’gn Search | | Search By Range | |Nnn-PureEdge Fnrms‘
Click this button to upload a form
from the desktop, data storage, etc.
brmis), 0 Folder(s) 1 Close all =
Farm Name Form Type Create Date Last Action Suspense Date
calvin.chasejr_Up Dec 13, 2007
O D load Lol eE 19115:27 GMT
calvin.chasejr_Up May 16, 2005
O D lnad Lol e 17:38:05 GMT
calvin.chasejr_Up May 16, 2008
l:l O D load ol theE 17:38:05 GMT
I:I calvin.chasejr_Up May 29, 2008
I:I L D load ok Tl 19:06:42 GMT
calvin.chasejr_Up Jun 12, 2008
[ Delerz | O E oz DA 7627 18:46116 GMT
Copy of_062708Tes 5 Jun 27, 2008
I:ID D £ (oL} ) 16:39:40 GMT
OFFICER EWALUATIO Feb 21, 2008
D M REPORT (oL} () 13:58:31 GMT
OFFICER EWALUATIO _ Apr 09, 2008
D M REPORT LBl ) 12:56:53 GMT
OFFICER EMALUATIO g May 06, 2008
O D N SUPPORT FORM ol R 19:19:17 GMT
OFFICER EMALUATIO q. May 19, 2008
L M SUPPORT FORM b (R 18:27:41 GMT
REQUEST AND AUTHO May 08, 2008
L RITY FOR LEAVE (BLFEES 15:38:42 GMT
sherri.hill_Uploa May 20, 2008
D D d (oL} Lt/ 18:37:43 GMT
Folders Tracking -- 7 Form{s), 0 Folder{s) Close all
Formn Marne Form Type Current Owner Date Received Date Viewed
[¥]
@j Dong é ‘i Local intranet

Figure 48 Drafts Page Overview
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer u[ﬂ]ﬂ

File Edit View Favorites Tools  Help "

- N 7) - it LY -, )
QBack > Iﬂ IEI 0| S Search Favorites 5 2 |5 ﬁ

Address @j https: i fmyforms . us. army . milfvwpsmyportalf lut/pikexml i04_Si95Pykssy0xPLMAMZOvMOY _QjzkLN4i3dAP JgFku-pGolsamaCKOcARFi_zcKBwpDmo 7 xmsHSW Tmps ¥ kkfmgcflpuZiSmbh 2w acu-tHEBFKBsaGIFenCrag gla) v E’ G0 Links ** 'ﬁ <
T Taad 17:38:05 GMT =

l:l O D ;:al\ém‘chasejriUp DA 7627 May 29, 2008
03

190642 GMT

[| The Tracking page appears on the bottom of the Drafts page and
i allows the user to view the changes that are made to the forms and
i folders routed from Drafts. The Tracking page shows the Form or
Folder Name, Form Type, Current Owner, Date Received, and Date

Viewed.
OFFICER EWALUATIO . May 08, 2008
| D N SUPPORT FORM R 19:19:17 GMT
OFFICER EVALUATIO . May 19, 2008
o N SUPPORT FORM S 18:27:41 GMT
REQUEST AMD AUTHO May 08, 2008
a D RITY FOR LEAWE DA 31 15:38:42 GMT
sherri.hill_Uploa May 20, 2005
oB: ba7ezs 18:37:49 GMT

Forms Folders Tracking -- 7 Form({s), 0 Folder{s) Close all

‘ Forrn Narme Form Type Current Owner Date Received Date Wiewed |
l:l calvin.chasejr_Up T Jun 27, 2008 Not yet
i Ei ety brandon.wainright 2 20 L0 GMT  viewed.
calvin.chasejr_Up g = Jun 27, 2008 Not yet
o D load L calvin.chaseir  17.50:47 GMT  viewed.

. Jun 27, 2008 Mot yet
brandon.wainright 2.5 16 GMT  viewed.

calvin.chasejr_Up
e 10 B i bA 7627

[ tmal Jp [ susomozio atiochm pazezy Tngezwe oot
DO falunehosete  oazezr  jemnamarshalli L% 008 totver
OO WIS oarer - i et
OO PEAINT bazer  catincheser  JRSSI0E Netrel
v.
&] Done 5 % Local intranet

Figure 49 Drafts Page Overview Continued
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Drafts — Upload Form Function

Ia My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Back W > | \ﬂ IE] :“| jﬁSearch ‘:-Tl_"‘\'!/Favor\tes {‘;{ ‘_).,'-'“' ;, ] QJ ﬁ

Q
L3

fiddress (4] hitps: fimyForms us. army.milfwpsimyportalf iUt kexmljod_S1SsPykssyOxPLMAMZ0VMOY_CiKLNHISdARIGF ku-pGoTsamsCKOCARYFY-P_b)_QDSgtzDIhyROUAKDVKA! fdektafbasebsxmifL 3didvEvudsondnosent v | B G0 Liks ® &%~

| Log out

Welcome Recycle

Form Finder

Farm | Farm ‘

e Title: Search | | Search By Range | |Nﬂ

n-PureEdge Faorms ‘

Folders Drafts -- 3 Form{s), 0 Folder{s)

1 close all

Y REQUEST AND AUTHOD D& 31 Jul 0z, z00&
S\ FOR LEAWE 17:16:37 GMT

The user can upload a form from
a local directory by clicking the
“Upload” button.

Note: The border of the “Upload”
button appears bold when it is
selected.

Form MName Form Type Create Date Last Action Suspense Date
Upload Form D calvin.chasejr_Up Jul 14, zoog
0 load BiE827 19:05:39 GMT
m QOFFICER EVALUATIO 2 Aug 05, 2008
U M REPORT BAREY 14:29:21 GMT

Folders Tracking -- & Form({s), 0 Folder{s)

Form Name Form Type Current Qwner Date Received

Close all

Date Viewed

|

|

&
Figure 50 Upload Form Function
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Edit  View

e Back = )

=] (B h s Jormenes €2 | This pop-up window appears after

= « "
Address |{&] https: fjmyforms.us.army. mi jwpsjmyportalfiutjp kexmljod_SiasPykssyOx the user selects to “Upload” a form. YROUAKDVIAL jdeltafbasebtxml/L3dIdyEvUL30ndgsEwn v | B Go  Links ® &2~
|~
TS i;{_ i
https:/imyforms. us.army.milfwps/PA_1_0_FL/SessionCheckServlet?ac. .
Select a form from your local cormputer:
Welcome
Form
Number:
il
Folders Drafts -- 3 Form(s), 0 Folder(s) =
Form Name Form Type Create Date Last Action Suspense Date
Upload Form calvin.chasejr_Up Jul 14, 2008 ~ ~
_ O D load D 26a7 19:05:39 GMT
5 OFFICER EVALUATIO % Aug 05, 2008 . ~
O H REPORT DAaEsd 14:29:21 GMT
& - % REQUEST AND AUTHO Jul 02, z00& B N
= O [ &r rom teave st 17:16137 GMT
Del
Folders Tracking -- 8 Form({s), 0 Folder{s) Close all
Farm Marme Form Type Current Owner Date Received Date Yiewed
[l

€

Figure 51 Browse for a Form to Upload
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Fi Help
Qe - Q- ¥ B h| Oseorh Frravots @) | 13- i B [LJE

= =

Address :@'] https:p’,imyﬁ:urms‘us.army.mi\prsp’mypurta\f|utp'pfkcxmIliD4_S]QSPykssnyPLManDVMDV_szKLN4iSdAKJgFlm—pGuIsamE\CKO(AvaV—P_NxU_QDQgtzQDIhyRDUA]KDVKA|‘p’deltap’haseﬁ‘?meL3deyEvUUd3QndNQSEVNi:‘ Go Liks ¥ @
|~
Press “Browse” to
R — HISTABRN locate a form in a
d @h\tps:ﬁmy‘furms.us.army.mil!Wps!P.AJ_O_FU‘SessionCheckServlel'?ac. local dlreCtory'
Select a form from your local cormputer:
Welcome [E3Documents and SetingsiChaseCivy Documentsiel [ Browse.. || uplosd |
Form Finder /\
Form
Number:
1l L] [
Folders Drafts -- 3 Form(s), 0 Folder(s) 1 Close all =
Form Narl “ - Create Date The user haS pte
Press “Cancel” to elected to upload
calvin : Jul 14, zo08 X
plosd Form | [F) gelvin| - cancel the upload uu,zoos | g form
Add To Folder
OFFICER EVALUATIO #ug 0%, 2008
E ot O M REPORT PR 14:29:21 GMT|  Note: The border
REQUEST AND AUTHO Jul 02, 2008 “ "
O B R Fom temve shberl 17657 anr | OF the “Upload
Rename button appears
bold when it is
selected.
Folders Tracking -- 8 Form({s), 0 Folder{s) Close all
Farm Marme Farm Type Current Owner Date Received Date Yiewed
[
&

Figure 52 Select a Form to Upload and Upload the Form
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Favorites Tab

Favorites Page Overview

I@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

/=&
File Edt View Favorites Tools  Help .l.lt
@ Back - > \ﬂ @ kh /'\ Search ‘:;‘\’r Favorices &:{ ( )

Address lﬂh

ttps:p’,imyForms‘us.army.ml\prsp’mvporta\f!utp’pfkcxmI,iEl475]95PylssyUxPLMnMzUvMElYﬁQ]zKLN4|3dAfJngu-pGoIsamGCKOcAFFchVHlvaDggtzQUIhyRUUAVJIUwA!!fdeltap’base64xmULSdeyEvUUdSQndNQSEvNE}ﬂ & Go Links > @ 53
S —— - ey e
= =
FeR— Click this tab to access the user’s
———— Favorites. Favorites contain the user’'s
. favorites and templates.
Favorites -- 1 Form{s)
Form Mame Form Type
D OFFICER EWALUATION REPOR Ol 67-9
i
Favorites are blank forms the user
uses often.
Templates are partially
completed forms the user
uses often.
Template
Templates -- 2 Form{s) Close all
Form Name Form Type
Re T 712004361 Ad TestC
_ 0 D Functionalit Taer;ﬁ \ES . DERs2T
712004361 Ad TestC
0 DFunctionaht TaeTﬁ \ES . DATGZE
[se]
%‘] = \Qm:a\ inkranet
Figure 53 Favorites Page Overview
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Template Overview

I@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

=[=e3
File Edit Wiew Favorites Tools  Help "'l
- = = . A ~ T
@Back A | \ﬂ @ __l\| p ) Search 7 Favorites _‘:{ b = J ﬁ

Address ::a'] https;p’,imyfurms‘us.army.ml\prsp’mypurta\f!utp’pfkcxmI,iEl4_5]9SPykssyUxPLMnMzUVMElY_Q]zKLN4|39ADJngu-DGDIsamGCKO:AFf]_z:VHlv_QDggtzQUIhyRUUA-MIDCA!‘p’deltaﬂ:aseﬁ4xmULEI\DUU\LVUtVLUIGUkFESWINiV! Go

Links > | &Y -

The user can perform two actions in n! |Log out

Favorites. The user can delete or

rename a form. Delete and rename = :

operates the same way it does in - Forms Content Management

Inbox and Drafts.

Favorites Recycle Bin Settings

Templates -- 2 Form(s) Close all

Form Mame

Form Type
712004361 Adam Test Co
O D Functionality Ternpl... DA 7627
— 712004361 Adam Test Co
L D Functionality Termpl... DA 7627

This list of the
templates the
user created.

@Done
Figure 54 Template Overview
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Favorites — Overview

I@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edt View Favorites Tools  Help

@Back > | \ﬂ @ h /.-\Search ‘*;T;“\""Favor\tes Q;‘:{

Address ::E https: fimyfarms. us. army. mil wpsimypartal /ot fpfkexmii0a_Si9sPykssyixd

The Favorites window shows the
user’'s most used blank forms.

ME
'i'l'

hyRUUA-Mlpcmwp'deItap'hasee4xm\fLu\Duu\vagwquhlngmfiﬂ Go | links ” @O~

Favorites

Farm Marme

Welcome Favorites

Fawvorites -- 1 Form({s)

Form Type

! |Log out

Forms Content Management

Recycle Bin - Settings

D OFFICER EWALUATION REPOR
2

This is a list of
the user’'s most
used blank
forms.

DA 67-9

The “Edit” button allows the user to
edit their list of favorite forms. The
user edits favorites by clicking the
“Edit” button.

&
Figure 55 Favorites Edit Function
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Favorites — Edit Function

|a My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edit View Favorites Tools Help

il = This screen appears when the user clicks
@ Back + 2 \ﬂ |EL‘ l\i 7 ) Search . Favorices Q—f‘(

the “Edit” button.

Welcome

Favaorites

Edit Favorites

Favorites Recycle Bin Settings

Current Favorites

Narme

m OFFICER EVALUATION
REPORT

Search 4
Form
This is an evaluation form | Humber:
used by the Army. Eqfm
Title:

The “Search” allows the user to
search the Army’s Forms
Content Manager using Form
Name or Form Number.

This is a list of Remova _ The “Remove” button allows the
forms in the —| user to remove forms from the
user's Favorites.
Favorites.

&] Dore

Figure 56 Edit Function

5y %4 Local intranet
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Favorites — Search Function

3 My Forms on Army Knowledge Online - Microsoft Internet Explorer

== x|
File  Edit ‘“iew Fawvortes Tools  Help

| &
eElack - -J - \ﬂ @ _;j | /.__) Search “;‘:(Favor'rtes €3| <] - :?_ _J @ ﬁ ﬁ

Sdress |@“| hitps: fimytarms

armmy milhvpzinyportal ut.l'p.l'kcxml.l'Déi_SjQSPykssyUxPLMnMzDvMAijzeMN4rDMQaNyLItMTkyv1I1JTMkaWSITKszMBtSU_QjQKPMgEoSPUCawfj Go

Links » | @& -

——

Forir

The user enters the form number
“67-9” to search for any form that

has any of the numbers “67-9” in
Welcome Favorites Recycle Bin the Form Title.

Favorites

=)
Edit Favorites
Current Favorites // Search
2 Form 67-9
O OFFICER EVALUATION O 67-9 This is an evaluation farm | MNumber:
REFORT used by the Army. Form |
Title:
The user has elected to
search for forms.
Note: The border of the
“Search” button appears
bold when it is selected.
-
|@ Done

T8 e
;[;'startl @ @~ ? [ wesley..| B amy k.| E)rece - | B standa... | & htpsuir.. | &Y rpss.. | B Fowe U||@ MyFor.. [Z

7 i DR K A @ e 347 M
Figure 57 Search Function

Favorites — Add Function
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a My Forms on Army Knowledge Online - Microsoft Internet Explorer _ |5' Iﬂ

File Edit ‘“iew Faworites Toolz Help | ,'
e 0y ' : 5 T
e Back - -_\_J E \ﬂ \ELI __ﬂ | /.j Search ‘:_./\.( Favarites {_‘} = =) D _J @ ﬁ 3
Address If§| hﬂps:ﬁmyforms.us.army.miIIWpsImypoﬁalﬂtﬂfpﬂ(cxml!ﬂﬂlﬁjssPykSSnyPLMnMzDVMAfljzeMN4rUMSaNythMTkyv1I1JTMkaWSITKszMStSU_QjSKPMgEoSPUCanj 5o ||-il1kS » @ A
=
The system displays a list of forms that
meet the search criteria. The number “67-9”
was entered and the search engine displays
any form that has the numbers “67-9” in the
Form Title.
Welcome Fawvorites Recycle Bin
Favorites
Edit Favorites
Current Favorites Search
Mame Type ) H Type:
OFFICER EVALUATION This is an evaluation form DEWELOFMENTAL SUFFORT
O REPORT e used by the Army. v FORM s
OFFICER EVALUATION
M sUppoRT FORM B e
The system allows the user to
select multiple forms to add to
their Favorites.
|@ Done I_ I_I_I_E|° Internet

f;ﬁstml @ @ v [ wesley..| B amyk. | EYrece- | B stana.. | €] htpsn. | £ htps. e wsar es cEsed o sk L 3D = R6 349PM
Figure 58 Favorites Add Function forms to their Favorites.

Note: The border of the “Add”
button appears bold when it is
selected.
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edt View Favorites Tools Help

Ly Back ~ ) x| | A .‘“Search
=0 HNRG/

#Address ;@LI https:Nmyforms‘us.army.ml\J‘wps;’myportaU!ut;’p;‘chmI,iEH_S]95Pykssy[lxPLMnMzUVMAf[]zeMquUMgaNy'UtMTkyv111JTMKvElw3ITKszM6t5U_Q]QKPMgEDsPUCawax_UhUEWNTdEFHuICvRSSuqnvard-gHSBTIth?efV§ Go  Links > @ -

avarites {f‘( ';’ — ;ﬂ

Favorites Recycle

Edit Favorites

Current Favorites search
MName ype tio Form
Numnber:
[C]ADIUSTMENT WOUCHER DA 3295-1 Far
ADMIMISTRATIVE ADJ Title:
L) USTHENT REFORT ... DA

OFFICER EVALUATION This is an evaluation form
|:lREF‘ORT L used by the army.

Remove

The two selected forms were
added to the user’s Favorites.

Note: Five forms are in Favorites.

@Dane g 8 Local intranet
Figure 59 Forms Added Successfully
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Favorites — Remove Function

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edt View Favorites Tools  Help
@Back A | \ﬂ @ Al - search

Adiss ;@3 https:p’,imyForms‘us.army.ml\prsp’myporta\f!utp’pfkcxmI,iEl475]95PylssyUxPLMnMzUvMAFI]zeMN4rUMQaNy’UtMTkyv111JTMkvElw31TKszMGtSUfQ]QKPMgEosPUCawafohUEWNTdEFHuICvR35uqn6wwd-gHSBTlth?eiV Go Links > ﬁ ¥

The user has selected
one form for removal from

their Favorites. i gosiouin ety

Current Favorites Search

HAUSTMENT YOUCHER D4 3295-1 Eari
ADMINISTRATIVE ADJ Title:

B S TrENT REPORT ... Dbt
OFFICER EVALUATION This is an evaluation form

ClRepcar D& 67-9 used by the Army.

Remove

The user has elected to remove a form
from their Favorites.

Note: The border of the “Remove”
button appears bold when it is selected.

&
Figure 60 Favorites Remove Function
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|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edt View Favorites Tools Help

. - n T
@Back ) \ﬂ @ l\l P ) Search ‘-t_"\'i'Favor\tes €_“( = 111

= L

fddress :@3 hitps: imyfarms, us, army. il wosimymort s/ ubip koxmli0s_SieseykssyIXPLYRMEDvAfsaramahy LTkl The “Back” button allows the user to return to ! o ks 2 & -
the main Favorites page.

Note: The user clicks “Back” after editing
Favorites.

Welcome Favorites Recycle Bin Settings

Favorites
Edit Favorites
Current Favorites Search
Name Type Form
Nurnber:

[[]ADIUSTMENT WOUCHER DA 3295-1 Fie
[[] 2FFICER EVALUATION B This is an evaluation form | Tite:

REPORT used by the Army.

The selected form was removed from
the user’s Favorites.

Note: Only four forms remain in
Favorites.

&

é "J Local intranet
Figure 61 Form Removed Successfully
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Favorites — Back Function

I@ My Forms on Army Knowledge Online - Microsoft Internet Explor

File Edit Wiew Favorites Tools Help

GBEEK T el \ﬂ @ h /.-\Sear:h E‘}'Favuntes &;‘:{

address | ] httpsifjmyForms.us. army.mi jwpsimyportalfiutjp kexmjos_SiasPykssy D

The Favorites window
reappears after the
“Back” button is
selected.

Welcome Favorites
Favaorites

Favorites -- 2 Form(s)

Recycle Bin

After the user clicks the “Back”
button, this page is displayed.

Note: this is the main
Favorites page.

rn! |Log out

U!STARMY,

Forins Coiltent Manageiment

Settings

DagtzQ0IhyROUA-M1pCA! fdeltaibasesdsxm|/LODUOILYUEVLOIGUKFESWIN | ﬁ Go

==
'l'l'

Links > | &Y -

Form Name Form Type
D ADJUSTMENT WOUCHER DA 3295-1
D?FFICER EWALUATION REPOR OB 67-3

Template

|
Figure 62 Back Function
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Help Page
Frequently Asked Questions (FAQs) and User Guide

|@ My Forms on Army Knowledge Online - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

Back ~ Igd \ﬁ @ _;\i /..-\‘Sear:h

Address

Favorites

Click this tab to access the Forms Content
htgssfimyforms us.army mijwpsimypertawiplicxriios 519PH - Manager Frequently Asked Questions (FAQs) acfipudlsmi 2o tHeEftgsackencronkat v | 50 Lrks ” & -
and User Guide. The FAQs are a list of

guestions users asked on a reoccurring basis.

UISYRRY,

FCMP Help Page

FCMP provides routing , tracking, signing, and management of PureEdge forms (the new Army standard format for Forms). You can
find & PureEdge form in the form library, fill it in, digitally sign it {using Silanis Approvelt), route it to approving personnel, track it as
ather users wark on your form, and even establish template or favorite farms.

To use FCMP, you need 2 software packages installed on your computer:
* PureEdge Wiewer 6.5
+ Silanis Approvelt Desktop (ADT) 5.7.2 or abave
These are Army approved, JITC certified, AGM IV software, The Army has purchased enterprise-wide licenses for both, They are
awailable from the Army Small Computer Program website:
https /Yascp.rmonmouth.army.milfscp/nocostfindex.jsp

* Please note the PureEdge software is not comnpatible with Microsoft Vista, please check our FAQs for additional information

The User’s Guide presents screenshots and descriptions of how to use FCMP, The Getting Started section provides an overview of how
FCMP is typically used.

There are a set of Frequently Asked Questions that can answer many of your guestions about FCMP,
There is a help desk where questions and problems can be resalved, Their contact information is:
APDFCMP@hgda.army.mil

Corn: 703-425-0545,
DSN: 325-0545

For additional Help and FAQ's on PureEdge/WarkPlace farms and software please dlick here LINK
Download PureEdge Wiewer IFXY LINK

This page appears
when the user
clicks the “Help”
tab.

EIhttps:p’,imyForms‘us.army.ml\p’wpsp’PA 1_0_FLfdocuments/FCMP_FAQ. html é ‘_J Local intranet

Figure 63 Frequently Asked Questions (FAQs) and User Guide
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