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1. Before You Begin

Welcome to the FAA eForm Service Help system. This system will guide you through the different aspects of
using the electronic forms. It will walk you through Form Manager; provide answers to general questions,
cover system access, and much more.

If you have any problems, need assistance with the form, or have requests to make changes or additions,
please feel free to contact the helpdesk 24 hours/7days a week.

Phone: 1-844-FAA-MyIT (322-6948)
Email: Helpdesk

*NOTE: All updates to forms within the eForm Service are only to bring them into compliance with the
existing forms as designed by the form owners. The eForm Service does NOT alter the actual form design
or make changes that are not on these existing forms.

2. System Requirements

The following operating system has been tested and certified to work with the eForm Service and
subsequent forms. Therefore, we can provide user support only for this environment.

Windows Platforms (Supported)

e Adobe Acrobat DC (or later) or Adobe Reader DC (or later)
e Adobe Flash Player v30.0.0.154 (or later)

e Intel 1.3 GHz processor (or faster)

e Microsoft Windows 7 and Windows 10

e 128MB of RAM (256MB or higher recommended)

e 335MB of available hard disk space

e Microsoft Internet Explorer 11 (32-bit)

Although Adobe Corporation advertises that their Reader product works on other operating systems
(see list below), Aviation Safety does not have the resources to support these multiple platforms.

Windows Platforms or Applications (Not Supported)

e Firefox
e Chrome
e Safari
Macintosh
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Linux

Solaris

NOTE: Currently, touchpads such as the iPad, Kindle Fire, Nook or other similar devices
have NOT been tested with eForms.

UNCONTROLLED COPY




AVS eForm Service User Guide Revision: 8.0

Date: Dec 2018

3.

Searching for a Help Topic

Use the Search feature in the Help system to easily find a topic. Typing a keyword or set of words
(i.e. digital signature) in the Search box will display a list of topics that contain that word. Select the
most likely topic that will have the information you need.

# content: | @ search

Home = Befare You Begin

_'?" Before You Begin
|7 System Requirements

|7 Block or Allow Web Site Trusts o
|7 Turn OfffOn Adobe Auto Complete
% eForms
F 337 1
= Before You Begin

Block or Allow Web Site Trusts

To manually allow web sites or change a web site from 'blocked' to "allowed', follow the instructions
below.

Manually Allow Web Sites

No ok owdPRE

Open Adobe Acrobat or Adobe Reader.

Click Edit > Preferences on the menu bar at the top of the screen.
Select Trust Manager in the Categories list.

Click the Change Settings button under the Resource Access section.
Type the web address in the text box.

Click the Allow button.

Click the OK button to save and close the Preferences.

IMPORTANT: To use the eForm Service where data searches are involved, it is required to always
allow the eformservice.faa.gov web site trust.

Change Blocked Web Sites to Allowed

No ok~ wbdPRE

Open Adobe Acrobat or Adobe Reader.

Click Edit > Preferences on the menu bar at the top of the screen.

Select Trust Manager in the Categories list.

Click the Change Settings button under the Resource Access section.

Highlight the web site in the Site listing that you want to unblock.

Click the Delete button.

To allow the web site:

e The next time you access the web site it will ask you to Allow or Block the web site you are
entering. Click the Allow button. The web site will add itself to the Allow list in Adobe.

e If you want to manually add the web site instead of waiting till the next time you visit the
web site, follow the above set of instructions on how to manually allow web sites.

Click the OK button to save and close the Preferences.
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Turn Off/On Adobe Auto Complete

Turn On Adobe Auto Complete

1.

w

Open Adobe Acrobat or Adobe Reader. (Note: The screenshot below of the Preferences Dialog
Box was taken from Adobe Acrobat. Adobe Reader may look slightly different.)

Click Edit > Preferences on the menu bar at the top of the screen.
Select Forms in the Categories list.

Near bottom of the screen, under Auto-Complete, click on the drop down box and change the
settings from 'Off to 'Basic'.

Click the OK button to save and close the Preferences.

e L W W o —
Categories: General
Commaenting - ' Autormnatically calculate field values
Documents [ Shverwe tangle ]
Full Screen acus rectang Manage Barcode Parameters..
ey 7 Show test field gverflow indicator
General z
Page Display Abways hide forms decurment message bar
|+ Showy field preview when creating or editing form fields
3D & Multimedia
Agcessibility Highlight Color
Action Wizard
Catalog + Show border howver colar for fields
| akor Management Fields highlight color: )|
| Convert From PDF
nvert To POF 14 Required fieids highlight coler: ||
Forms
]dentuty. Auto-Complete
Intermational
Internet Eemember numencal data (e.g, telephone number)
JavaScript O
i
Weasuring (30) Advancasd
Measuring (Gea) The Buto-complete Teature is off. Mo suggestions will be made while you type in form fields, Choose
Multirnedia (legacy) Easic or Advanced from the drop-down bex to tumn the feature on.

Kultimedia Trust (legacy)
Online Services

Reading

Reviewing
| Search E 1 ¢ Prec
Secunty

Secunty (Enhanced)

Turn Off Adobe Auto Complete

1.

2.
3.
4

Open Adobe Acrobat Reader or click AcroRd32.exe to open Adobe Acrobat Reader.

Click Edit > Preferences on the menu bar at the top of the screen.

Select Forms in the Categories list.

Near bottom of the screen, under Auto-Complete, click on the drop-down box and change the
settings from 'Basic' to 'Off".

Click the OK button to save and close the Preferences.
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6. User Support

The eForms home page contains the User Support links on the left side of the window.

Available Functions:

Home

» Login

What's New

System Requirements
| User Support

Help Topics

Tutorials

eForms Applications
=+ Form 337 Home Page

Federal Aviation
Administration

eForms Home Page

eForms Home Page

eForms Service

The Office of Aviation Safety (AVS) provides an electronic Form Service in support of the Government PaperWork Elimination Act (GPEA) and
eGOVinitiatives. Creating and submitting forms electronically greatly speeds up form processing as opposed to manual paper processing
methods.

Registration

The AVS electronic Form Service user interface (Form Manager) is a secure web-based application and, therefore, requires a user account
and password within the AVS domain for access. FAA/AVS employees can access the system with their AVS user account and use the
available forms within Form Manager based on that account's permissions.

In some cases, (such as the Electronic Form 337) industry users may need to present their current FAA-issued certifications before access is
granted. This may require making an appointment to visit the local field office. See the Electronic Form 337 site for details.

o, - ) . .
i N\.. U.5. Department of Transportation Readers & Viewers Government Sites Contact Us
|| _;|| Federal Aviation Administration le(3 - i-l O .
"’n, b’ 800 Independence Avenue, SW =R R s onact fnfe
gy ot = . UsA.gov Email
Washington, DC 20591 2 Site Feadback
ecovery.gov e ree ac!
1-866-TELL-FAA (1-866-835-5322 - -
( ) Web Policies Regulations.gov
Web Policies & Notices Data.gov
Privacy Policy
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To contact the helpdesk, click on “User Support” on the home page. The following window displays,
which contains the phone numbers and an email link to the helpdesk.

T eForms Home Page
| Federal Aviation 9

I Administration

Available Functions: eForms User Support

Home User support is available from the Helpdesk for help with many different aspects of the eForms. The Helpdesk can help with access,
Nl passwords, and some level of application support.
What's New Web-based on-line help and tutorials are available from the help and tutorial sections accessed from the main eForms web site.

SAEREIE Aviation Safety User Support is provided for the eForms only for specific Windows platforms.

User Support
_ Please visit the eForms "System Requirements” page for a listing of computer hardware, software and operating systems supported.

Help Topics

Tutorials Contact the Helpdesk at:

eForms Applications 1-344-FAA-MyIT (1-844-322-6948)

= FETERY [IITe (FITR Email the Helpdesk

F S . . -
i h‘\t. U.S. Department of Transportation Readers & Viewers Government Sites Contact Us
[ ¥ Federal Aviation Administration o o ) [ .
o1 ’_f 800 Independence Avenue, SW = e USA.g -
et : :
= Washington, DC 20591 . gov s'TaIF e
ecovery.gov e Feedbadi
1-866-TELL-FAA (1-866-835-5322 = =
( ) Web Policies Regulations.gov
Web Policies & Notices Data.gov
Privacy Policy
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To access the eForm Service Help Topics and the User Guide, click on “Help Topics” on the home
page. The following window displays, which contains the link to the Help Topics and User Guide.

Available Functions:

Home

» Login

What's New

System Requirements
User Support

Help Topics

Tutorials

eForms Applications

=+ Form 337 Home Page

Federal Aviation
Administration

eForms Home Page

eForms Home Page

eForms Service

The Office of Aviation Safety (AVS) provides an electronic Form Service in support of the Government PaperWork Elimination Act (GPEA) and
eGOV intiatives. Creating and submitting forms electronically greatly speeds up form processing as opposed to manual paper processing
methods.

Registration

The AVS electronic Form Service user interface (Form Manager) is a secure web-based application and, therefore, requires a user account
and password within the AVS domain for access. FAAJAVS employees can access the system with their AVS user account and use the
available forms within Form Manager based on that account's permissions.

In some cases, (such as the Electronic Form 337) industry users may need to present their current FAA-issued certifications before access is
granted. This may require making an appointment to visit the local field office. See the Electronic Form 337 site for details

Federal Aviation Administration
800 Independence Avenue, SW
Washington, DC 20591
1-866-TELL-FAA (1-866-835-3322)

5. Department of Transportation Readers & Viewers Government Sites Contact Us
Ve i| DOT.gov Contact Info
USA.gov Email
Recovery.gov Site Feedback
Web Policies Regulations.gov
Web Policies & Notices Data.gov
Privacy Policy
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To access the eForm Service Tutorials, click “Tutorials” on the home page to display a menu page

with links to several tutorials.

Federal Aviation
I Administration

Available Functions: eForms Tutorials
Home Getting Started with the Tutorials
» Login
Accessing the eForm System
What's New

System Requirements Setting Preferences

User Support Setting Favorites and Searching Forms

Help Topics

eForms Applications

Creating Room to See More of the Form
Navigating Form Manager

+ Form 337 Home Page Opening and Completing a Form

i

& .«H‘s:, U.S. Department of Transportation
*| Federal Aviation Administration

) Y2 800 Independence Avenue, SW

I

Readers & Viewers
=prlaljely 1w il

Washington, DC 20591

1-866-TELL-FAA (1-866-835-5322) Web Policies

Web Policies & Notices
Privacy Policy

eForms Home Page

Changing the Task Description
Creating a New Instance of the Form
Forwarding a Form

Saving a Form

Printing a Form

Emailing a Copy of the Form

Claiming a Shared Form

Government Sites Contact Us
DOT.gov Contact Info
USA.gov Email
Recovery.gov Site Feedback

Regulations.gov

Data.gov
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7. eForms

7.1 User Login/Logout

7.1.1

Login

To enter the eForm system, follow the login procedure below.

1. Access the http://eformservice.faa.gov/eForms.aspx web site.
2. Click the Login link on the left navigation pane.

Available Functions:

Home

» Login

What's New

System Requirements
User Support

Help Topics

Tutorials

eForms Applications
-+ Form 337 Home Page

Federal Aviation
Administration

eForms Home Page

eForms Home Page

eForms Service

The Office of Aviation Safety (AVS) provides an electronic Form Service in support of the Government PaperWork Elimination Act (GPEA) and
eGOV initiatives. Creating and submitting forms electronically greatly speeds up form processing as opposed to manual paper processing
methods.

Registration

The AVS electronic Form Service user interface (Form Manager) is a secure web-based application and, therefore, requires a user account
and password within the AVS domain for access. FAA/AVS employees can access the system with their AVS user account and use the
available forms within Form Manager based on that account's permissions.

In some cases, (such as the Electronic Form 337} industry users may need to present their current FAA-issued certifications before access is
granted. This may require making an appeintment to visit the local field office. See the Electronic Form 337 site for details.

A R . . .
i %‘ﬁ.. U.S. Department of Transportation Readers & Viewers Government Sites Contact Us
[ *| Federal Aviation Administration 5 & il BT Contact Inf
\ ! Afo@] e .gov ontact Info
"“..‘ ’f 800 Independence Avenue, SW : T, gw Ermail
“==" Washington, DC 20591 e e etk
ECOVErY.gov e ree aCl
1-866-TELL-FAA (1-866-835-5322) Web Policies Regulations.gov
Web Policies & Notices Data.gov
Privacy Policy
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3. A “System Use Notice” page appears. To proceed to the eForm login page, click on the | Agree

button.

Federal Aviation eForms Home Page
Administration

System Use Notice

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers
connected to this network, and (4) all devices and storage media attached to this network or to a computer on this network. This information
system is provided for U.S. Government-authorized use only.
Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.
By using this information system, you understand and consent to the following:
You have no reasonable expectation of privacy regarding any communications or information transiting or stored on this information
system. At any time, the government may for any lawful government purpose monitor, intercept, search, and seize any communication or
information transiting or stored on this information system
Any communications or information transiting or stored on this information system may be disclosed or used for any lawful government
purpose.

| 1 Agree | Exit
P R . . .
7 5 U.S. Department of Transportation Readers & Viewers = Government Sites Contact Us
| !| Federal Aviation Administration P @ - ) ot Ty
v P [® | L -gov ontact Info
o ’f 800 Independence Avenue, SW E - . ° —
ariy ) .
= Washington, DC 20591 . - S_Ta'F e
ecovery.gov e ree ac!
1-866-TELL-FAA (1-866-835-5322 - -
( ) Web Policies Regulations.gov
Web Policies & Notices Data.gov
Privacy Policy

NOTE: After five attempts of entering the wrong login information, the system will log you
out as shown below. Close the browser, re-open it, and re-navigate back to the Login page.

Available Functions:

Home

Login Disabled
What's New

System Requirements
Uszer Support

Help Topics

Tutorialz

eForms Applications
= Form 337 Home Page

Federal Aviation
Administration

Federal Aviation Administration - AVS eForms - Login

*** Logged Out ***

To login again, please close the browser and reopen it.

Use this page to log into the AVS eForm Service using your assigned AVS User ID and Password
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7.1.2 Logout

1. Tolog out of the eForm system, click on the Logout button on the top menu bar of the Form
Manager.

Aviation Safety
eForm Service - Form Manager

Preferences : Messages | eForm Admin elp Logout | Welcome Bowman, Cynthia

2. A confirmation window will appear, as shown below. Click OK to exit the Form Manager.

Please Confirm

Are you sure you want to logout?
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7.2 Display Options

7.2.1 Create More Room to See the Form

To create more room to see the form, you can hide the following toolbars.

e Form Tabs

e Form Toolbar

Air Agency Certificate

[ save [z Offline

7.2.2 Hide/Show Form Tabs

To increase the visible area of the form, click the Maximize/Minimize button & on the right side of
the Form Tabs. Click the button again to reduce the form to its previous size as necessary.

Air Agency Certificate

Task Details Form

B & XEQ ta |l R MO w-m B AT
UNITED STATES OF AMERICA
DEPARTMENT OF TRANSPORTATION

FEDERAL AVIATION ADMINISTRATION

4 r r r 4
Air Agency Certificate
Nerdlon

Tihes certitocate bs crseced o !
«# Complete

X

(=]

B a8 XEQ Lt

k@‘@@ 120% - ﬁ@
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7.2.3 Hide/Show Form Toolbar

NOTE: Depending on the version of Adobe Acrobat or Reader you are using in your web browser,
your toolbar views and options may differ from the examples shown here.

To hide or show the Form toolbar, follow the instructions below.

Air Agency Certificate X
Task Details Form =
B & Q 1|71 A M O® s - E E =

Hide Form Toolbar

To hide the Form Toolbar, right-click on a blank part of the toolbar and select "Hide Toolbars", or
press the F8 key on the keyboard.

NOTE: You can also right-click anywhere on the toolbar and select Show/Hide Toolbars > Hide

Toolbars.
Air Agency Certificate X
TaskDetails  Form 5
B8 =RQ i MO m - RBEE T
Show File Tools 3
Show Edit Teols b
UNITED STATES OF AMERICA Show Page Navigation Tools b |
DEPARTMENT OF TRANSPORTATION Show Page Display Tools ’

FEDERAL AVIATION ADMINISTRATION Show Select & Zoom Tools '

Show More Tools

Air Agency Certifical = -
Necrrndon

Show Form Toolbar
To display the Form Toolbar, click anywhere on the form and press the F8 key on the keyboard.
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7.3 Navigating Form Manager

7.3.1 Top Menu Bar

The menu bar is located at the very top of the Form Manager screen. It allows you to set your
preferences, read system messages, get eForm Service help, and log out. The Menu Bar is shown
below:

Aviation Safety

eForm Service - Form Manager

Preferences Messages eForms Admin Help~ Logout EWElccme Ku, Kevin

WORKLIST

A brief description of the Top Menu Bar:

Preferences: Change your global preferences for the Form Manager. For more about setting
your preferences see the Setting My Preferences Help topic.

Messages: These are notices of events that occur during your current session. The messages
are about two types of events:

e System events, such as login and server errors
e Business process events, such as completion of a task and new tasks arriving in your
Worklist

To sort the messages in ascending or descending order, click the Description column
heading. Click Exit Messages to exit the page.

eForms Admin: This link is available only to internal AVS users who are authorized to perform
various functions pertaining to the eForm Service (i.e. reporting, user account requests, etc).

Help: This option provides a link to eForm Service Help Topics and a link that displays system
information about the AVS Form Manager.

Logout: This option logs you out of the Form Manager. When selected, a confirmation window
will appear, as shown below.

Please Confirm

Are you sure you want to logout?
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7.3.2  Form Directory Panel

Use the form directory panel on the left side of the Form Manager to browse for forms. This panel
(see example below) displays forms in different categories and allows for easy organization of the
forms.

NOTE: To open a form in any category, make sure to double-click on the form name instead of the
star icon next to it. Clicking the star icon adds/removes the form to/from the Favorites category.

Aviation Safety
eForm Service - Form Manager

Preferences Viessages eForms Admin H-:-Ipvi Logout Welcome Ku, Kevin

Q

vis) Favorites

The following items need your attention before they can be submitted or resubmitied. Please
select a form to edit.

Process |d | Frocess Instructions Description /| Updated Date -
MName Ll I ] "

DOT - General (4)

=)
» | FAA-Flight Standards (5)

» |- FAA-General (5)
=) OF - General (2)
> 5 SF - General (2)

Searching for Forms

On top of the Form Directory Panel is a Search box to help you find the forms easily. Type the name
of a particular form in the Search field and a list of all forms that match the search criteria will
appear. As you type a character, any form that has that character in its name will appear until the
search parameter is narrowed to the form you want.

Related Topics:

Setting Favorites

Searching for a Form
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7.3.3 Form Manager Tabs

The Form Manager Tabs consist of the Worklist tab, In Progress tab, and Archived tab. These
tabs help organize the forms in the workflow.

To view or process a form, position the mouse pointer over the task, which will also highlight it, and
double-click to open the form. You can have only one form open at a time. Placing the mouse
pointer over the task will also display a box containing information about that task.

To view the list in ascending or descending order, click on the corresponding column heading (such
as by Process ID, Process Name, etc.) to rearrange the view as desired.

Aviation Safety

eForm Service - Form Manager

Preferences | Messages | eFormsAdmin | Help~ : Logout | Welcome Larlop, Mick

WORKLIST

Q

The following items need your attention before they can be submitted or resubmitted. Please selecta
5 form to edit.
=| Favorites

=0
DOT - General (2)

= Process|d | Process Mame | Instructions Description # Updated Date

FAA - Flight Standards (6) Ef © Agricultural This is the 05/14/200014:59 S| = |
FAA - General (2) gi rcraft 1fcl;zctric::c;'lic P
perator rm for
#|=] OF -General (2) Certificate "Agricultural
Application Afrcraft
Operatar

1=l

=l

»|=| SF-General (2)

Process Id: 0

Task Id: 858

Task Status: Draft from created task

Step Name: Agricultural Aircraft Operator Certificate

Application
Air Carrier ETE
Aircraft/ electronic AM
Engine form for "Air
Utilization Carrier Aircraft
Report / Engine

[WES] e,

Worklist Tab

The Worklist tab (as shown in example above) lists active forms that need to be processed for either
approval or rejection (if submitted to you as part of a workflow, i.e. the Form 337) or forms saved as
draft and awaiting future editing. See the "Worklist Overview" Help topic for more details.

In Progress Tab

The In Progress tab lists the workflow forms that have an automated business process (i.e. the
Form 337) and are currently in progress and waiting for review, approval, rejection, etc. These forms
are read-only. See the "In Progress Overview" Help topic for more details.

Archived Tab

The Archived Tab lists the completed Workflow forms that you submitted online. These are read-
only copies of the form and cannot be edited. EForms without a workflow and are not associated
with a tracking number may be edited when you create a new instance of the form. See the
"Archived Overview" and "Create a New Form" Help topics for more details.
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7.3.4 Form Tabs

The Form Tabs for most electronic forms consists of Task Details and Form. The Attachments
tab is not available on all forms; this tab will appear only on forms that allow the attachment of files
or notes with the form submission.

NOTE: Forms that allow the user to forward a task to someone else will also display a Forwarding
tab on the Form Tabs.

Task Details Form

EEEQ 0@ /| » OO m- - FBEAT

Task Details

The Task Details tab displays general information about the type of task and specific information
about the current task and process.

On the bottom of the tab window are icons that allow you to lock/unlock the task, forward the task (if
applicable) to another user, or abandon and delete the task from your worklist.

Major Repair/Alteration

Task Details Form Attachments (0)

Major Repair/Alteration

Instructions  Fill out this form to get your repair approved.

Description  Electronic Form for "IMajor Repair/Alteration” (Form 337)
Deadline Date
Creation Date  Oct 22, 2009 - B:44:33
Updated Date  Mow 03, 2009 - 14:42:36
Taskld 11295
Status  Draftfrom created task

Process Details

- iption

Lock this task to prevent others from claiming it ]Dm

Elz;nnmnl this task to another user ] Process Narme

&) (&7 e

Abandon and remove this task

Form

The form displays in .pdf format and process buttons are provided on the bottom of the window.
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Save
The Save to Worklist (Draft) button H;J on the lower-left corner allows you to save the form
and complete it later. See the "Saving to Worklist (Draft)" Help topic for more details.

—
The Take this Form Offline button L= " | allows you to save a copy of the form on your

computer or an external device.

Clearance Certificate for Property Records and Indebtedness X
Task Details Form =
n N o —J

B8 XEQ @ 12 M MO® wx- 75 B @A T
@
u.s department of CLEARANCE CERTIFICATE FOR PROPERTY, RECORDS, AND INDEBTEDNESS
Office of the Secretary
of Transportation
INSTRUCTIONS: Upon completion of the process as mstructed, please return the ORIGINAL COPY to your Admimstrative Officer to ensure 1t is provided to the
appropriate Accounting Office for further action. The employee will retain A COPY as proof of having completed the clearance process. This form will be used in
accordance with the procedures of each Operating Admimstration.
Ny PART I. GENERAL INFORMATION (To be completed by the Supervisor and Employee) N
NAME (Last, First, Middle initial) ORGANIZATION/ROUTING TELEPHONE NO
SYMBOL
SOCIAL SECURITY NO. EFFECTIVE DATE OF LAST DAY ON DUTY
SEPARATION
REASONS FOR DEPARTURE LAST SALARY CHECK, SAVINGS BOND OR NOTES IS TO BE
() Retirement MAILED TO:
: : rT‘ paron [] DIRECT DEPOSIT [} FORWARD TO ADDRESS
ransfer to
I\ Fhonnn oF annnintine affien (0 AA within DOT fn ENTER FORWARDING ADDRESS =
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Attachments

You can add notes and file attachments to a form if the process allows it. Other users who
participate in the process can view, update, and delete the notes or attachments if you provide
permission. For more details, see the Help Topic for specific forms that have this feature.

Major Repair/Alteration

Task Details Form Attachments (0)

AddNew (., pttachment () Note
L

MName

Permissions | Read Only

Type | Send to Registry

There are na ftems to display.
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7.3.5 Form Navigation Pane

The Form Navigation Pane adds more functionality to the electronic Forms. To show or hide the
Navigation Pane, right-click on the left side of the window and select “Show Navigation Pane
Buttons” or “Hide Navigation Pane Buttons”. By default, only a selected set of these buttons appears

on the left side of the work area. Click the buttons to show or hide the views.

Task Details Form

B & X Q

Select Tool
Hand Tool

Marquee foom
Rotate Clockwise

Print...

Eind

Shift +Ctri+Plus

Document Properties...

® 1

Ctri+P

Ctri+F

Show MNavigation Pane Buttons
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7.4 Form Manager Tools

7.4.1 Overview

The LiveCycle Form Manager enables the use of the web browser to find, organize, and process
eforms. Use LiveCycle Form Manager to perform the following tasks:

e Open and fill out forms in the web browser
e Find forms quickly and easily
¢ Reuse forms that were previously completed

e Customize the presentation of forms

With LiveCycle Form Manager (see example below), the user can also initiate online routing and
automated processing of .pdf forms within the user's organization.

Aviation Safety

Preferences Messages eFormes Admin Help -+ Logout Welcome Ku, Kevin
eForm Service - Form Manager

WORKLIST m

The following items need your attention before they can be submitted or resubmitted. Please
select a form to edit.

Process|d | Process Instructions Description . Updated Date -
pome I iy

FORMS

Q
¥ |=| Favorites

» =/ DOT-General (2)

» [=| FAA-Flight Standards (&)

E 1] FAA FAA 3450-17 | 11/16/2009 08:32 mi;
»|=| FAA-General (2) Employee titled "FAA | AM
b |=| OF -General (2) Suggestion EL”QF:;::;?:H'
» (5] 5F-General (2) Ef 0 Bird / Other Thisisthe | 0917/20001000 [z
Wildlife Strike electronic AM
Report form for
"Bird / Other
wildlife Strike .
Report". The
Fad form
number is
5200-7.

7.4.2  Setting Preferences

Preferences allows customization of the Form Manager for personal viewing. This feature is divided

into two categories:

e Manage Out of Office

e Manage Worklists

UNCONTROLLED COPY



AVS eForm Service User Guide Revision: 8.0

Date: Dec 2018

7.4.2.1 Manage Out of Office

Set preferences to control how your tasks are assigned to other people while you are out of
the office. In your absence, you allow others to process or complete forms on your behalf
(i.e. approve or reject for the Form 337 process). You can also specify exceptions for tasks
from specific processes to be sent to another user or remain in your worklist until you return.

Aviation Safety
eForm Service - Form Manager

Preferences Messages eForme Admin H|3I|:-v§ Logout Welcome Ku, Kevin

& MANAGE OUT OF OFFICE

S8 lam currently: ( In the Office

Out of Office Schedule

Add Date Range

‘When Out of the Office

Default User for Out of Office tasks o

Process Exceptions

Add an Exception

Exit Preferences

To specify when you are out of the office, do one of the following options:

e If you are out of the office for an indefinite time period, select Out of the Office but do not add a
date range

e To specify a start date and time that you will be out of the office, select Out of the Office and
click Add Date Range

To specify how your tasks will be handled by default, select one of the following options:
e Select Do not assign to keep tasks in your worklist until you return

e Select Find User to search for a user to assign your tasks. When you select a user, you can
also view their out-of-office schedule

To set exceptions to the default, click Add an Exception and select a specific form to assign to a
specific user as necessary.

Click Save when you have finished setting your preferences.

Click Exit Preferences on the bottom right corner of the tab window when finished.
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7.4.2.2 Manage Worklists

Share my worklists

Selecting Share my worklists allows you to provide any number of people with access to
your worklist.

NOTE: Only new draft forms or new assigned tasks (i.e. Form 337) can be viewed in a
Worklist AFTER an Out of Office or Manage Worklist preference setting has been
established.

NOTE: Due to privacy issues, Human Resource/Personnel type forms cannot be shared.

The form disappears from your worklist when the user to whom you have given access
opens the form. That user becomes the owner of the form until it is forwarded to another
user.

Aviation Safety
eForm Service - Form Manager

Preferences 5 eForms Admin H|2||}v§ Logout Welcome Ku, Kevin

i MANAGE WORKLISTS

(w) Share my worklist ( Access anotherworklist
fos s

Find Users currently sharing my worlklist:

Mame

Share with:

Exit Preferences

To share your worklist, do the following:

1. Select Share my worklist.

2. Type the name or partial name of the user in the Name text box.
NOTE: You can enter either the first name or the last name (not both) or the format of
(lastname, firstname). User name is not case-sensitive.
Click Find to list all of the user names that match the search criteria.

4. Select the name of the user and click Share or double-click the user name. A list of
users who are currently sharing your worklist will appear on the right side of the page.
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5. To delete the name of users from the list, select the name from the User Currently
Sharing My Worklist window and click Remove on the bottom right of the list
window.

Access another worklist

Selecting Access another worklist allows you to submit a request to access another
worklist and displays a list of worklists in which you have access.

Aviation Safety
eForm Service - Form Manager

Preferances 553 i eForms Admin Help + Logou Welcome Ku, Kevin

a MANAGE WORKLISTS

& Share rmy worklist (=) Access anotherworklist

L Users worklists that | have access to:

Mame

Access tor uest “-denotes request is pending

Exit Preferences

To access another worklist, do the following:

1. Select Access another worklist.

2. Type the name or partial name of the user in the Name text box whose worklist you
want to access.

NOTE: You can enter either the first name or the last name (not both) or the format of
(lastname, firstname). User name is not case-sensitive.

Click Find to list all user names that match the search criteria.

4. Select the name of the user and click Request. A list of users whose worklist you will
have access to will appear on the right side of the page.
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5. To remove your access to another worklist, select the user name from the Users
Worklist That | have Access To list and click Remove on the bottom right of the list
window.

NOTE: You cannot remove your access to another worklist when the request to access the
worklist is still pending.

7.5 Form Categories

7.5.1  Setting Favorites

The Favorites category (see example below) is in the Form Directory Panel, located on the left side
of the Form Manager window.

By setting favorites, you can group all the forms that are used frequently into a single category so
that you can find them quickly.

-| Favorites (1) 'h
7 FAA Employee Suggestion
j DOT - General (4)
= FAA-Flight Standards (5)
| FAA - General ()
¢ FAA Employee Suggestion
vﬁv Publication(s) Request

<" Military Status Report

ﬂ? Record of Visit / Conference /ar 1
507 Request for Promotion Consider:
»|=| OF -General (2)
» - 5F-General (2)

7.5.1.1 Adding and Removing Forms in the Favorites Category

1. Select the category that contains the form.

2. Click the hollow star icon w next to the form name. The form is added to your

Favorites category, and a solid star “* appears next to the form to indicate that the
form is a favorite.

3. To remove a form from the Favorites category, click the star again. The form appears in
its original category with a hollow star next to the name.

NOTE: Be sure to click on the star icon; accidentally double-clicking on the form name will
open the form.

UNCONTROLLED COPY
25



AVS eForm Service User Guide Revision: 8.0

Date: Dec 2018

75.2 Worklist

7.5.2.1 Worklist Overview

The Worklist tab displays a list of active forms that are still in process. It could include
forms that are sent to you as part of an automated workflow and need to be processed for
approval or rejection (i.e. a Form 337), or forms that were saved for future editing or
completion.

NOTE: To view the list in ascending or descending order (such as by Process ID, Process
Name, etc.), click on the corresponding column heading to rearrange the view as desired.

WORKLIST

The following items need your attention before they can be submitted or resubmitted. Please
select a form to edit.

Process |d | Process Instructions Description | Updated Date i
Mame 4 || ¥

[ 850 Wajor Ku, Kevin subrnitted a QB/12/2008 15:15 [{i
% Repair/Alterat  Form 337 foryour P

Process id: 850
TaskId: 1024
g 851 Task Status: Draft from assigned task
Step Name: Waiting RTS Approval
Initiator: Ku, Kevin
Process Stant Date: 07/24/2008 10:08 AM
o ] SITOUT TS tar 1o | Farm 337 07/24/2008 10:06 S [T
Repair/Alterat  getyour repair A
ion approved.

0B/08/2008 14:31 o5
P

Open a Form in the Worklist Tab

To view or process a form, position the mouse pointer over a task, which will also highlight
it, and double-click to open the form. Placing the mouse pointer over the task will also
display a box containing information about that task. A .pdf copy of the form will open in the
same window. You can have only one form open at a time.

Forward a Form in the Worklist Tab

If the process a[lows it, you can choose to forward a form to another user by clicking on the
Forward icon =% | Refer to Forwarding a Task for further details.
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7.5.2.2 Worklist Columns

The Worklist page displays all forms that require some action and consists of columns that
show the process ID, name, instructions for the task, form/task description, and date the
form was last updated.

The following iterms need your attention before they can be submitted or resubmitted.
Please select a form to edit.

Process | Process Instructions Description | Updated
Id Marme 4i m_ ¥ | Date

Process ID: Unique technical (system) ID number that identifies each form upon execution
of a process. Itis "0" (zero) until the first time the Complete button is clicked in the form user
interface.

Process Name: Name of the form or process.
Instructions: Any instructions needed to process the form.
Description: Description of the form/workflow process.
Updated Date: The date the process was last updated.
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7.5.2.3 Change Task Description in Worklist
The description for each form or task can be changed (or added) while in Worklist view.

NOTE: This description is used for organizing your own Worklist and does not go with the
task when it is sent to the next stage of the process. The only exception is when the task is
forwarded to another user since the description stays only with forwarded tasks.

Refer to Changing Task Description in Worklist View Help Topic in the Working with the
Form category to change the description for a form or task in the Worklist view.

7.5.2.4 Forward a Form

While in the Worklist tab, you can forward a form or task to another user by clicking on the
Forward icon =™ (see example below). Refer to Forwarding a Form for further details.

The following iterns need your attention before they can be submitted or resubmitted. Please
select a form to edit.

Process|d | Process Instructions Description /| Updat <
Mame 4| v | ed

B53 Majar Lerlop, Mick []]"."24;'2
Repair/Alterat submitted a Form B 11:49
ion 337 foryour AM
approval. (Tracking#:

200B000057)

Majar Fill out this form to Farm 337 07/24/200 o5 i
Repair/flterat  getyour repair 8 09:33
ion approved. Al

Related Topics:

Forwarding a Form
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7.5.2.5 Delete a Draft Form
NOTE: Only the author of the form can delete a draft form.
A form that was saved to Draft will appear on the Worklist with a B icon to the left of the

form (see example below). To delete the draft form, simply click on the trash icon to the right
of the form. Note that this action cannot be undone.

The following items need your attention before they can be submitted or resubmitted. Please
select a form to edit.

Process|d | Process Instructions Description . Updated Date -

B © F s, Thisis the 08/26/2009 10:07
Employes electronic A
Suggestion form for
"
Employee S
Suggestion”.
The Fas form
is 3450-17.
@ Agricultural Thisisthe | 0&/20/2009 1450 q:ilﬂr
Aircraft electronic P
Operator farm for
Certificate "Agricultural
Application Aircraft

After clicking the trash icon, a confirmation box appears, as shown below. Click OK when
ready or Cancel to return to the Worklist.

Are you sure you want to delete this entire process?

This cannot be undone.
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7.5.3

7.53.1

In Progress

Overview

The In Progress tab lists forms that are in progress but not finalized. Each item can be
identified by the unique Process ID. Double-clicking on any of the items on the list will
display two tabs: Process Details and Audit

NOTE: Users can view the Audit (History) under the In Progress tab for forms that have an
automated business process (i.e. for Form 337).

To view the list in ascending or descending order (such as by Process ID, Tracking No.,
etc.), click on the corresponding column heading to rearrange the view as desired.

IN PROGRESS

The following itermns are READ OMLY copies of PDF forms thatare in progress. Go to My
Worklistto editforms.

Process D & . Tracking. Proces | Step Mame

B38
B39
B40
B4
B42
B43
B44

337
37
3r
37
337
37
3r
2008000 | 337
2008000 | 337
2008000 | 337

Assign to
Assign to

337 Component
Assign to
Assign to
Assign to
Assign to
Waiting RTS
Waiting RTS
Waiting RTS

| As signed To

Lerlop, Mick
Lerlop, Mick
Lerlop, Mick
Lerlop, Mick
Lerlop, Mick
Lerlop, Mick
Lerlop, Mick
Lerlop, Mick
Lerlop, Mick
Ku, Kevin
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Process Details

On the Process Details tab, you can view basic details about the process instance, including
its creation date, status, and other information regarding the task.

Process Details

Description

Creation Date

Updated Date

Process Mame

Process Id

Process Status

Process Variables
trackingMumber
Current Pending Tasks
User

Mechanic2

The Office of Aviation Safety (AVS) provides an electronic
Form Service in support of the Government PaperWork
Elimination Act (GPEA) and eGOV initiatives. Creating
and submitting forms electronically greatly speeds up
form processing as opposed to manual paper processing
methods. The electronic FAA Form 337, which is available
from this site, provides for the creation, submission and
approval of the FAMA Major Repair and Alteration inan
effort to save time and effort in service to Industry
customers and to promaote Aviation Safety.

Aug 27, 2008 - 919122
Aug 27, 2008 - 9:27:38
337

1802

Running

2008001178

Instructions

Mechanic1 submitted a Form 337 for your approval.
(Trackings: 2008001 178)
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Audit

On the Audit tab, you can view the tasks that are part of the process instance and the
associated form, assignments, and attachments for each task.

Process Details Audit
Select a Task to view the assignments, notes and attachments, and form data associated with it

+. Tashks for Process Instance 1802
L9

TaskId Instructions Selected Route Creation Date Completion Date

53-__1 & Mechanicl submitted a Aug 27, 2008 - 9:19:30
Form 337 foryour
approval. (Tracking#:
2008001178)
Fill out this form to get Aug 27, 2008 - 2:08:12 Aug 27, 2008 - 9:19:18

your repair approved.

é:D Notes and Attachments fior Task
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7.5.4 Archived

7.5.4.1 Overview

The Archived tab displays a list of eforms that you submitted. You can view the Audit
(History) for all your completed forms under the Archived tab. These forms are all read-
only. Archived copies are viewable for 365 days. By default, the page displays forms

processed for the last 60 days, but you may click on the calendar icon i to perform a
search as early as 365 days from the current date.

An example of the Archived tab is shown below. Double-clicking on any of the items on the
list will display two tabs: Process Details and Audit

Any eForm that has been completed will appear under Archived. Hit the F5 key to refresh
the page as necessary. A Form 337 will appear under Archived only after it has been
approved.

NOTE: To view the list in ascending or descending order (such as by Process ID, Task ID,
etc.), click on the corresponding column heading to rearrange the view as desired.

ARCHIVED

The following items are READ ONLY copies of completed PDF forms and are viewable here for up to
365 days.

From  og/01/2009 0 To  11/16/2009 [

Pracess 1D Tracking Number | Process Mame 4 [l v Complete Date
2420 Fad Employes Suggestion 0B/21/2008 10:27 AM
2419 Fad Employes Suggestion 0B/20/2009 14:45 PM
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Process Details

On the Process Details tab, you can view basic details about the process instance, including
its creation date, status, and other information regarding the task.

Process Details Audit X

Process Details
Description  Electronic Form for "FAA Employee Suggestion'. FAA Form # 3450-17.
Creation Date  Aug 21, 2005 - 10:27:40
Complete Date  Aug 21, 2009 - 10:27:40
Process Name  FAMA Employee Suggestion
Process id 2420
Process Status  Complete

Process Variables
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Audit

On the Audit tab, you can view the tasks that are part of the process instance and the
associated form, assignments, and attachments (if allowed by process) for each task.

Process Details Audit X
Select a Task to view the assignments, notes and attachments, and form data associated with it

= Tasks for Process Instance 2420
| “ES)

as nstructions ected Route reation Date ompletion Date
Task Id | i Selected R Creation D Completion D
= S 2936 Aug 21, 2000 - 10:22:36 Aug 27, 2000 - 5:10:28

@3 Notes and Attachments for Task
[

% Assignments for Task
|

iﬁ« Form for Task
1 |
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7.5.4.2 View Archived Form

To view a completed form in the Archived category, go to the Audit tab and click on the View

Form icon E“" to open the form. Note that the form is read-only. You can also view the
Assignments and the Notes and Attachments (if allowed by process) for each completed
task by clicking and expanding the related icons in the Audit tab. See example below.

Process Details Audit
Select a Task to views the assignments, notes and attachments, and form data associated with it

_..33 Tasks for Process Instance 50202

Task Id Instructions Selected Route | Creation Date Completion Date

e o 5 31001 Mechanicl submitted Now 20, 2008 - 8:43:49 Nov 20, 2008 - 8:46:27
E a Form 337 for your
proval. (Tracking#:

View the Forn for Task 31001 Xk

Your Form 337 Mow 20, 2008 - B:35:06 MNow 20, 2008 - 8:42:38
submission was

approved by

Bowirman,

Cynthia.(Tracking#:

2008001559
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7.5.4.3 View Audit Trail

To view the audit trail for a completed form, click on a form in the Archived category and go
to the Audit tab to see the workflow history. See example below.

Process Details Awudit
| Selected Task 31001

__&3 Tasks for Process Instance 50202

Task Id Instructions Selected Route | Creation Date Completion Date

&{5__, & S 31001 Mechanicl submitted Mowv 20, 2008 - B:43:49 Nowv 20, 2008 - B:46:27
= aForm 337 for your
approval. (Tracking#:
2008001559)

@ % Your Form 337 Now 20, 2008 - 8:32:06 MNow 20, 2008 - B:42:38
submission was
approved by
Bowrman,
Cynthia.(Tracking#:
2008001559

2 A e Mechanic! submitted  Annrowe Mo 16, 2008 - Mewe 20 3008 - 3638
Cf/:] Artachments (1)

% Assignments for Task 31001

ﬁ“ Form for Task 31001
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7.5.4.4 Change Task Description in Archived

The description for each form or task can also be changed (or added) while in the Archived
view, as well as the Worklist view.

NOTE: This description is used for organizing your Archived views and does not go with the
task when it is sent to the next stage of the workflow process. The only exception is when
the task is forwarded to another user since the description stays only with forwarded tasks.

Refer to Changing Task Description in Archived View Help Topic in the Working with the
Form category to change the description for a form or task in the Archived view.

75.45 Create a New Form

In the Archived category, a new instance of the form can be created from an existing form

4 |
s

by clicking the New Form icon '—' on the bottom left corner of the page. Data entries in
the existing form may be retained as needed and all fields are editable.

NOTE: This function is not available for archived forms that were processed using a
workflow, such as the Form 337, due to unique tracking numbers associated with the forms.

Process Details Audit X
Selected Task 309990

3 Tasks for Process Instance 124714
&
E Assignments for Task 309990

& Form for Task 309990

B & R Q @ 12 M MO@ 1 - F BAE T

R

y.s.pepartmentot CLEARANCE CERTIFICATE FOR PROPERTY, RECORDS, AND INDEBTEDNESS

Office of the Secretary
< of Transportation 4

INSTRUCTIONS: Upon completion of the process as mstructed, please return the ORIGINAL COFY to your Administrative Officer to ensure 1t 1s provided to the

appropniate Accounting Office for further action. The employee will retain A COPY as proof of having completed the clearance process. This form will be used in
accordance with the procedures of each Operating Administration.

PART |. GENERAL INFORMATION (To be completed by the Supervisor and Employee)

NAME (Last, First, Middle initial) | ORGANIZATION/ROUTING TELEPHONE NO.

| Svaan
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7.6

Working with the Form

7.6.1 Form Manager Icons

The Adobe LiveCycle Form Manager will display several different icons that act as buttons to aid in
the processing of the eForms. The definitions below will help you recognize the difference between
each of the icons used in the eForm Workflow process. The use of these icons is also covered in
various Help Topics that include more information about their function in the workflow.

‘@ Attachment - Save: This icon of a paperclip with blue down arrow is found under the
Attachments tab. Click on this icon to save a file attachment to your computer or an external device.
Some electronic forms may not have the Attachment feature.

@ Attachment - Update: This icon of a paperclip with a blue up arrow is found under the
Attachments tab. Click on this icon to upload an updated file attachment to the form. Some
electronic forms may not have the Attachment feature.

B Audit - View Assignments: This icon is found in the Audit view of a task under the In
Progress tab and the Archived tab. Click on this icon to view the assignments for the task.

hél |

Audit - View Attachments: This icon is found in the Audit view of a task under the In
Progress tab and the Archived tab. Click on this icon to view the attachments for the task.

&ﬁ Audit - View Form: This icon is found in the Audit view of a task under the In Progress tab
and the Archived tab. Click on this icon to view the form for the task.

n

® claim task and make it your own: This icon of an open lock is found under the Task Details
tab of a shared task. Click on this icon to claim the task and add it to your own Worklist for future
work.

& Claim and open task: This icon of an open lock with a blue right arrow is found under the
Task Details tab of a shared task. Click on this icon to claim and open the task for immediate
attention.

i | Delete: This trash can icon is found in the Worklist view and the Attachments tab. Click on this
icon to delete a task or attachment. Only the initiator of the form or the attachment can perform this
function.
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i
Edit: This pencil icon is found in the Worklist view and in the Audit view of a task under the
Archived tab to allow change of the task description.

{:5’ Favorites - Add: This hollow star is found in the Directory Panel. Click on this icon to add a
form in the Favorites category.

Favorites - Remove: This solid star icon is found in the Directory Panel. Click on this icon to
remove a form from the Favorites category.

A Forwarding: This icon is found in the Worklist view and Task Details tab. Click on this icon to
forward a task to another user. In the Forwarding tab, this icon (with green arrow) appears next to
the name of the user who will receive the forwarded task.

iﬁ Lock: This lock icon is found under the Task Details tab. Click on this icon to lock the task and
prevent others from claiming it.

['—'] Remove Task: This icon is found under the Task Details tab. Click on this icon to abandon
the task and remove it from the Worklist view.

5l

—— Return Task: This icon is found under the Task Details tab and appears for a form that had
been forwarded to you. Click on this icon to return the task to the previous user.

H Save to Worklist (Draft): This icon is found under the Form tab to allow saving of a draft copy
of the form for future editing. The same icon will also appear next to the form on the Worklist view,
identifying that form/task as a saved draft.

If::.:. Share(d) Task: In the Worklist view, this icon represents a shared task. In the Task Details tab,
click this icon to share the task with another user.

=% Take Form Offline: This icon is found under the Form tab. Click on this icon to save a copy of
the form on the computer or an external device.
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7.6.2 Searching for a Form

On top of the Form Directory Panel is a Search box to help you find the forms easily. Type the name
of a particular form in the Search field and a list of all forms that match the search criteria will
appear. As you type a character, any form that has that character in its name will appear until the
search parameter is narrowed to the form you want. Click the "x" button to the right of the box to exit
the search.

Aviation Safety
eForm Service - Form Manager

v |=| Favorites

b |=| DOT-General (2)
» |- FAA-Flight Standards (9)
b [=| FAA-General (7)

b |- OF-General (2)

»|=| SF - General (2)
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7.6.3 Opening a Form

You can open a new form from the Form directory Panel on the left side of the window or an existing
form from any of the Form Manager tabs on the right side of the window. See example of Form
Manager below.

FORMS WORKLIST

Q The following itermns need your attention before they can be submitted or resubmitted. Please
select aform to edit,

v -| Favorites (1)

i FAMEmployee Suggestion

Process |d | Process Instructions Description , Updated Date ¥
+ ] DOT- General (& Name L T
» | FAA-Flight Standards (5) Eo FAM Thisisthe  08/26/2009 1007 G «|
. Employee electronic Al
v | FAA-General (5) Suggestion farm for
¢ FAA Employee Suggestion Et::loyee =
17 Publicationis) Request Process id: 0 Suggestion”. =
3 o The Fas form
7% Military Status Report Taskld:2945 is 3450-17
o \ Task Status: Draft from created task ’ —
{:? Record of Wisit / Conference /or 1 ﬂl o Step Newme: FAA Employee Suggestion This is the OR/20/2000 1450 r;‘irg
77 Requestfor Promotion Consider: el electronic Fid
Operator form for
> |- OF -General (2} Certificate "Agricultural
lication Aircraft
> |=| SF-General (2) app Operator
Certificate
Application”.
The FAA form
number is
B710-3, t|

Opening a New Form

In the Directory Panel on the left side of the window, open a new form in any category by
double-clicking on the form name rather than the star icon next to it. Clicking the star icon
adds/removes the form to/from the Favorites category.

Opening an Existing Form

Position the mouse pointer on an existing form to highlight it and double-click to open it.

NOTE: Placing the mouse pointer over a task will also display a black box with detailed
information about the task (see example above).
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7.6.4 Completing a Form

1. Tofill out the form, place the mouse cursor in each field or use the tab key to advance to the
next field as necessary. When ready, click the Complete button on the right bottom corner of
the window. The completed form will be saved to the Archived system.

2. To exit the form, click the X button on the top right corner of the page to exit the form view.

3. Addialog box appears to confirm whether or not you want to close the form and alerts you to
save any changes made. Click OK when ready.

Are you sure you want to leave this form? You may

have unsaved changes.

4. The completed form will appear under the Archived tab. Hit F5 key to refresh the screen as
necessary.

ARCHIVED

Q The following iterms are READ ONLY copies of completed PDF forms and are viewable here for up to 365

days.
v |=| Favorites o

» =] DOT - General {12) From |o4/08/2012 |78 To | 06/07/2012 3
=)

» |=| FAA-Flight Standards (48] Process D Tracking | Process Mame Description /. Complete Date
» =] FAA-General (19) b gu N

Air Agency Certificate FAMBOO0-4 | DB/07/2012 10:43 AM
»|=| OF - General (3) titled "Air

» || SF - General (7) .ﬂ.ger.'lc'_.' i
Certificate
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7.6.5 Saving a Form Offline

To save the form to the hard drive or external device, click on the 'Take this form offline' button (as
shown below). This takes the form outside of the user interface.

IMPORTANT: Copies of forms saved Offline cannot be uploaded (saved) back to the Form
Manager Worklist.

Air Agency Certificate X
Task Details Form =
B e XEQ 1 R MO® w5 BEAT
=
UNITED STATES OF AMERICA

mn

DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION

Air Aqency Certificate

Nvemeden |
T centetbvate s crowed to .
o o] 2

The 'Save a Copy' box appears to allow you to save the form as a .pdf file only. Choose the location
to save the file, type in a file name, and click the Save button.

Save in: !- Desktop LI (<] ? BF S

L= —_—
‘,;} | Libraries
- = | System Folder
Recent Places U= ™

‘ - [ | Computer

| [iesk‘top Lo i' System Folder
U;BJ o ; Metwork
Libraries L-I Systern Folder

[».-! B060031622878494875-2531 pdf
Adobe Acrobat Document

et _.IC e Acro

@ [& 741KB

Networl

File name: iEA}Eﬂﬂﬁ‘IEZZE?EANE?B—ZEN pf _:j Save I
Saveastyps:  |Adobe PDF Files ["pdf) ~| Cancel I

4

Related Topic:
Saving a Form to PDF
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7.6.6 Saving a

To save the form in .pdf format, click the Save icon

Form to PDF

Save a Copy dialog box, rename the file as necessary and save to a preferred file location.

on the tool bar above the form. In the

B & X Q

A O OB

120%

-

Savein: I- Desktop ;I @ f 4 '
I o
e B a1 Libraries_
Recent Places || System Folder
- . II' Computer
| Desktop R Systemn Folder
QEQJ f!ih 1 Metwork
Libraries | Systern Folder
[:J,._g_.' BO600Y1622878494879-2531 pof
Adobe Acrobat Document
i _ﬁcre robat
i [& 741 KB
Network
File name: |B0BD091622878434875-2531 pek |
Save as type: 1.ﬁdobe PDF Files (" pdf) _;1

Save

i

Cancel

Related Topic:

Saving a Form Offline

7.6.7

Saving to Worklist (Dratft)

If you need to save the form for future editing or completion, you can save a draft copy of a form so

that you do not lose your existing work. This does not submit the form.

1. With the form tab open, click the Save to Worklist (Draft) button on the bottom left corner of the

form.
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Air Agency Certificate

Task Details Form

B e x=AQ 1]/1

[ [ save (= Offline

Ncotben |

* § OO wx- 7 B @

UNITED STATES OF AMERICA

DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION

‘ Air Aqency Certificate

2. A confirmation bubble briefly appears to confirm that that the form has been saved to the

Worklist view.

Preferences |

@ vou have saved task 4342 to the Worklist view,

Messages eForms Admin HEH}TE
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3. When you exit the form and go to the Worklist view, the Save to Draft icon appears next to the
form (see example below).

The fallowing iterns need your attention before they can be submitted or resubmitted. Please
select a form to edit.

Process|d | Process Instructions Description /| Updated Date =
Mame "i »

Major Filloutthisformta | Electronic | 04/30/2009 1401 57T
Repair/Alterat | getyour repair Form for P
ion approved. "Major

Repair/Alterat

ion" (Form

337)
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7.6.8 Claiming a Shared Form

Electronic form users can claim a shared task by performing the steps below. Shared tasks have the

& icon to the left of the tasks.

1. Double-click on the shared task in the Worklist view to open it.

The following items need your attention before they can be submitted or resubmitted.
Please select a form to edit.

Process | Process Instructions Description | Updated Date =

Id Mame 4 P

2103 337 Mechanici 09/04/2008 13:57 {i
submitted a Form Pl
337 foryour
approval.
(Trackingd:
2008001184)

| & BO2 337 Mechanici 09/04/2008 13:47 ;:S

submitted a Form P

Shared task from group's or someone's worklist. Click for more
informatian.

2008007178)

2. The Task Details window opens. Click on the left icon IEJ to claim the task and add it to your

own Worklist for future work. Click the right icon li] to claim and open the task for immediate
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attention.

Major Repair/Alteration

Task Details

Major Repair/Alteration

Instructions
Description
Deadline Date
Creation Date
Updated Date
Task Id

Status

Process Details

Description

eation Date

EI.':I/a."m this task and make it your own r

a3

rrocess Name

Claim and open this task

Related Topic:
Manage Worklists

Fill out this form to get your repair approved.

Electronic Form for "Major Repair/Alteration” (Form 337)

Sep 09, 2008 - 13:43:29
Sep 22, 2008 - 12:08:14
419

Draft from created task

7.6.9 Emailing a Copy of the Form

The preferred way to share a form with another user is by using the_Forwarding option in Form

Manager. However, you may use the email option to share the form with users who do not have an

FAA account.

1. Click the Email icon on the toolbar above the form.

B &|X|Q

i R ®O® wm- BB @ P

2. A dialog box appears for you to select one of two options to email the document. Click the Send
Copy button to send a copy of the PDF file, including your changes, as an attachment to your

email.
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Adobe Acrobat | = |
e How would you like to email this document:
*%end a link (URL) to the PDF file on the Web?
* 5end a copy of the entire PDF file as an attachment?
Send Link ] [ Send Copy ] I Cancel ] |

7.6.10 Forwarding a Form

The Forward function can be used to forward a form to another user for review purposes,
collaboration, or assistance in completing the form. This does not submit the form or route it to the
next stage in the workflow process.

Forwarding a form can be done from either the Worklist tab or from the Task Details tab (if
applicable), as shown in the examples below.

WORKLIST

The following iterms need your attention before they can be submitted or resubmitted.
Please select a form to edit

Process | Process Instructions Description | Updated Date =
Id Mame 4 i} L
1802 Major Mechanici 0B/27/2008 09:2] 5
Repair/Alterat submitted a Form Al
ion 337 for your
(Tracking#:
200B0071178)
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Task Details Form Attachments (0)

337
Instructions  Fill out this form to get your repair approved.
Description Form337
| Deadline Date
_J Creation Date Aug 04, 2008 - 12:42:55
—y Updated Date
Taskld 1101
Status Created

Forward this task to another user

1. Click the Forwarding icon to open the Forwarding window as shown below.

3az X
Task Details Form Attachments (1) Forwarding

Parforma forwarding action on your Task
.{i’ Farward this task to another user. Assign this task to another individual.

To locate a user, type the user's name in the text field and press enter. Select the desired user from the listand then add the
user to the recipient list and select ok to perform the action.

Type Mame and then Select from List:

Find

Marme Phone Mumber Ermnail

Recipient

Mame - Phone Mumber - Email

Cancel

2. To locate a user, type the user's name in the text field and click the Find button or press Enter
on the keyboard.

NOTE: You can enter either the first name or the last name (not both) or the format of
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(lastname, firsthame). User name is not case-sensitive.

3. Select the desired user from the list (see example below) and click on the Forwarding icon S
next to the user name. The result of the search may return more than one name (i.e., for the last
name Smith). Scroll down the list and select the appropriate individual.

33z X
Task Details Form Attachments (1) Forwarding

Performa forwarding action on your Task
& Forvward this task to another user. Assign this task to another individual.

To locate a user, type the user's name in the text field and press enter. Select the desired user from the listand then add the
user to the recipient listand select ok to perform the action.

Type Name and then Select from List:

smith| | Find I

MName Phone Mumber Email L B
q‘j; Smith, Brian brian.sm 206-812-9553 brian.smith@cargo360.aero %‘
Recipient
Mame Phone Mumber Email
Cancel

4. Click the Add button to add the user to the Recipient list.
5. Click OK to forward the task.

UNCONTROLLED COPY
52



AVS eForm Service User Guide Revision: 8.0

Date: Dec 2018

Returning a Forwarded Form
1. To return the forwarded form back to the sender, open the form in the Worklist.

2. On the Task Details tab, click the “Return this task to the previous user” icon on the
bottom of the window.

Major Repair/Alteration

Task Details Form Attachments (0)

Major Repair/Alteration
Instructions
Description
Deadline Date
Creation Date
Updated Date
Task Id

Status

Fill out this form to get your repair approved.

Electronic Form for "Major Repair/Alteration” (Farm 337)

Oct 26, 2012 - 8:03:10
Mow 09, 2012 - 5:48:44
30427

Created

Process Details
Description
Creation Date

Process Mame

Process Id

Return this task to the previous user

3. The form disappears from your Worklist view and a yellow message bubble appears on
the top menu bar to notify you that the form has been added to the previous user’s
Worklist queue.
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7.6.11 Printing a Form

To print a form, click on the Print icon on the toolbar above the form. Clicking on File > Print

from the main top menu bar of the Internet browser will not print the form.

™| 8 |=E Q L R MO (- B R @A T

7.6.12 Changing the Description for a Task

The description for each task can be changed (or added) while in Worklist view or in Archived
view. See examples below.

NOTE: This description is used for organizing your own Worklist and Archived views and does not
go with the task when it is sent to the next stage of the workflow process. The only exception is
when the task is forwarded to another user since the description stays only with forwarded tasks.

Changing Task Description in Worklist View

Click inside the Description section of the task and type the description in the text box.
Press Enter on the keyboard or click outside the text box when finished.
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The following itams need your attention before they can be submitted or resubmitted.
Please select a form to edit.

Description | Updated
4i i »  Date

| 09/23/2008
09:11 Al

Process Instructions

Mame
337

Process
Id

2406 Mechanic |
submitted a Form
337 for your
approval.
(Tracking#:
2008007154)

Your Form 337
submission was

approved by
Bowman,

k)

09/23/2008
08:56 AM

2403 337

Cynthia.(Tracking#:
2008007191

2407 337 (9/17/2008

12:15 P

Mechanici
submitted a Form
337 foryour
approval.
(Tracking#:
200B0071195)

i)

[«]

Changing Task Description in Archived View

For the Archived view, there are two ways to change the task description:

One way is by clicking inside the Description section of the task and typing the description in
the text box. Press Enter on the keyboard or click outside the text box when finished.

The following items are READ OMLY copies of completed PDF forms and are viewable
here for up to 385 days.

From | 07/28/2008 [ To | 09/26/2008 3
Process 1D Task!d Process Mame [« [ Completa ¥
2103 37 Major Repair/Alteration | | 09/23/2008 OB:46

%;AM
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Another way is by double-clicking on the task in the Archived vie***~~ove to open it and then

selecting the Audit tab. Click once on the task and the Edit icon appears on the left
bottom corner of the window, atgzhown in the example below. The Edit icon is also visible

when clicking on the View icon “to open the form.

| ProcessDetails  Audit X
Selected Task 3817

a.@ Tasks for Process Instance 2103

| Task Id ! Instructions | Selected Route Creation Date | Completion Date

% - FIT OUT this Tarm o get
your repair approved.

Tep U%, J00B - 135325 oep 04, 2008 - 1357018

Change the task description

Click on the Edit icon and the "Change Task Description" window appears for you to enter
the description of the task.

Enter Mew Description

Click Save when done or Cancel to go back to Audit view.
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7.7 Problems Accessing the System

7.7.1 Locked Account

To unlock your account, contact the helpdesk at 1-844-FAA-MyIT (322-6948) or email helpdesk

Related Topic:
User Support

END OF DOCUMENT
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