





2 Upgrading the eForms Software
To get the latest version of the eForms software please visit
http://www.grdc.com.au/director/apply/formssoftware.
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— " . Instructions for using GRDC eForms

GROC Investment Process Below is some important information to remember when completing and submitting the Project
GEOC [nvestment Plan Specification, Progress Report and Final Report forms.

Currant Tanders All new project specifications and progress reports MUST be on the new forms. Note that you need to
il D download and install Informed Desktop eForms software to be able to view and fill out these forms.
Current Expressions of

Interest 1. System i - Infi d Desktop eForms software

E-concept Microsoft Windows Operating System
Travel, IDA and Conference Fﬂ::rli::‘;;:::rh at least 19 MB of free disk space for full installation (e.g. includes Help
Antrcs » Certified with Windows 98SE, ME, XP Home, NT4 SP6a, 2000 SP2, XP Pro
Tr . Aiard = Requires Internet Explorer 5.01 5P2 or later.
g eI « Netscape 4.78 and 6.2

Project Specification Form
1 prciticat Macintosh Operating System

Pragress Report Form « Hard drive with at least 15 MB of free disk space for full installation {e.g., includes Help
files, samples).

Final Report Form «059.1, 9.2.2, and 05X v10.1.3

Scientific Report 2. loading and installi i i L eForms

Form B

Form ©

Forms Frequently Asked

2.1 Installing - Windows
Locate the saved eForms_setup.zip file in your computer, double-click to open.

(You need to have WinZip to open zip files, to download a free evaluation copy, go to

http://www.winzip.com/ddchomea.htm)

Double click on setup.exe to initiate the installation process. Follow prompts on the screen to

complete.

2.2 Installing- Macintosh
Depending on how your Macintosh web browser is configured, the compressed file should
automatically decompress creating two further files, eForms_install.sea and eForms_install.

If the installer did not decompress automatically, double click the file ending in "sea.hgx" to
decompress it.

Once the installer is decompressed, double-click the eForms_install file to initiate the installation

process. Follow prompts on the screen to complete.

After successful installation, you can delete the downloaded files.
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3 Installing the eForms Templates

3.1 First time users
If you have never used the GRDC eForms and will not be opening previously created eForms.

Download the forms from the GRDC website:
GRDC Project Specification

http://www.grdc.com.au/projectspecificationsform

GRDC Progress Report

http://www.grdc.com.au/progressreportform

GRDC Final Report

http://www.grdc.com.au/finalreportform

Save the files to:

My Documents > My Forms > Templates. (If this folder is not available on your computer,
you may need to create the folders required)

You are now able to create new documents by opening the eForms software and selecting File->

New Document...

Ei Desktop eForms
Edit Cell Database List View Window Help

New Document... Ctrl+N
Open... Ctrl+0
Close Ctrl+W
Save Ctrl+S
Save As...

Send... Ctrl+M
Submit

Import...
Export...

Attach...
Extract...

Print Setup...
Print... Ctrl+P

Recent Templates 3

Recent Data Documents 3

Exit

3.2 Upgrading from previous versions of the eForms
Please follow the instructions listed below if you have previously used GRDC eForms and need to
upgrade your report templates or if you need to open eForms that have been created by someone
else previously.
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Remove all existing eForms Templates, this can be done usually by deleting all files with the
extension “.itp” in the My Documents > My Forms > Templates.

If the eForm Templates have been installed in a different directory, you may need to search for the
templates, this can be done by simply searching for all files with extension “.itp” , noting where the
files are found and deleting the files.

Ensure that all existing eform templates are removed or you will have difficulty with opening
existing eForms.

Download the latest versions of the eForm templates from the GRDC website:
GRDC Project Specification

http://www.grdc.com.au/projectspecificationsform

GRDC Progress Report

http://www.grdc.com.au/progressreportform

GRDC Final Report

http://www.grdc.com.au/finalreportform

and put them into:
My Documents > My Forms > Templates, or the folder that the templates were removed from.

N.B. it is extremely important that only the new eForms templates are accessible to the eForm
software program or the next steps will not work.

To open an existing eform with a new template simply double click on the eForm. The eForm
software will detect that the correct template has not been removed and will prompt with the
message below:

Desktop eForms ﬁ

Your templates folder does not contain the template
Fi I % "ProjectProgress2008" required to open this data document. Would
you like to choose a template to use?

0K Cancel

Choose OK
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- Select a template from the templatesz below to open the data document.
FILENET
- Click "Select Other Template..." ta zelect a template located outzide the
termplates folder.
I Local Templates ;I
e : Dezcrption:
ﬁj FiralFeport -
E_ﬁ Project Specification
?ﬂ_ﬁ FrojectProgress
- -
Select Cther Template... | I} Select Cancel

Select and double click the correct template for the eForm you are opening (i.e if you are opening a
project progress report select ProjectProgress from the prompt)

The eForm will now be opened with the new template.
All filled fields in the existing eForm will be transferred correctly if this method is followed correctly

(please note that the new forms have additional fields and will need to be completed prior to
submission to GRDC forms).
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4 Checking the eForm Version

You may check the version of the eform by looking at the bottom left hand corner of the first page

(see below)
ﬁﬂe Edit el ProgressReports View Window GRODC Help Help
BrE-HdE-& B|¥ e

e b we this form | Brsject Information | Overview of Progress 1o Date and Pesticide Research | Varistion Requ:

[ Croste Finsl Repor,  Croate Mot Progioss Report . Seve. . Prit.E-mail,_Turn Ghack On

-Ei"tc Progress Report 2008 Prirr—

Moving through the form

W recommend that you use the TAB key s meove thrmugh B kem,

Vou can aiso dick the PAGE TABS r 5 Project and Coninct intormation) at
the Lop of (he screen.

Fheide for entering data are coloured white.

Help
There i Ficid Help throughout e form.
On Windows computers this wil apiear in the 518tus bar ot e boom of the sareen. Ifihe.
whole messape G0e4NT §1iN Meé stafus bar, dick the 7 Butlon in The status bar.
the heis be § the hadg” key

o the keyboard.
Oither hed b
Placing an "X" in a check box
There are two ways e do is.
1. Click the box uaing Bhe mouse
2. Towch any key aer labbing o the check bax.
Both of e se methods wil S0 remove the "
The second method is the best apprach when tabbing through the £em as
the fabbing wil inke you ia the mext oppropriate field.

Saving your work
When you save your week, the data fie should have & " itn” suffx
Thaen are foe wayn b save your week
1. Chck the “Save” bution al B Lop of this form.
2. Chooss “Save” fom e Fie” menu.
We recommend mat you save your won ster completng esch page.

Text — Auto-shrink
Desidop eFormsnhas a form aling 000N CAREA SUtD-SRANL YWhen & field has tha
F " e of the

I emation 5 St it S eatiely n S ol arna
Thin Ermattng cption has been used threug heut this fom

Check for completion of fields

Ifyees chick the Turn Check on bufon & message vl tel you ifany pages.

have errors acd o check mark X, wil agpear % the lek of incomplete fekés or

Seids wah emers. Chck the Turn Check off button 10 Bum the chadk of

When the feld has been completed cormectly, Bhe check mar vl disappear.
Need further information?

1you do iemation, of i you are eompleting your
appiication contact Contracts Cogrdnator a the GROC o (02} 6165 4500 or e-mail at

Gy -

1 Fiecend Tdl
¥

Ifyou do not understand this information, or if vou are unsure about completi
application, contad Contractz Coordinator at the GRDC on (02} 81658 4500 o

formsi@grdc.com .au or visit the GROC website waw.grde .com.au
Vembn 20-14_ 1122009

3 Records | ¢ 1 of 3 &ll

For Project Specification forms the version should be : Version 2.0-11_11/2/2009

Project Progress Reports: Version 2.0-14_11/2/2009

Final Reports: 2.0-6_11/2/2009
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5 Troubleshooting

5.1 The upgraded eForm does not show any content
Check the bottom left hand corner of the opened eForm, you should notice there is a number of

records, e.g.

nave ermrs ana 4 cNeck Mark A Wil appear 1o e 18T 0T INCOM PSS Nens or
fields with erors. Click the Turn Check off button to tum the check off.
When the field has been com pleted correctly, the check mark will disappear.

Need further information?

Ifyou do not understand this informatien, or if you are unsure about completing your
application, contact Contracts Coordinator at the GRDC on (02) 6165 4500 or e-mail at

forms@grdc.com.au or visit the GRDC website www.grdc .com au
Versbn 20-14_11/22009

3 Records af Jof3 |
7

If you are on the last record (3 of 3 in the example above) you may navigate through other
contained records using the arrows circled above. You should find one of the records within the
eForm contains content. You may remove all other records by navigating to the record(s) to be

deleted and then selecting Progress Reports-> Remove Report

i Desktop eForms - [Vicki GRDC Progress Report 2009 Latest.ifm]
File Edit Cell | Progress Rpgorts | View  Window GRDC Help  Help

LAy’
Br=~d1 Create Next Report Ctrl+R
: i Report | y L
How to use this form Jate and Pesticide Research | Variation Requests

WU TS Revert to Saved EETITENTET
On Apple Mac d by clicking the "help” key
on the keyboa Find all Progress Reports
Other help cal First Progress Report zuch as: Pzouring wears
PIECl“g y Previous Progress Report
There are two -

1. Click the Mext Progress Report

2. Touch a Last Progress Report

Both ofthese mMMemoos W a0 TEMOVE TTE R
The second method is the best approach when tabbing through the form as
the tabbing wdll take you to the next appropriate field.

Saving your work
When you sawve your work, the data file should have a ".ifm" suffix
There are two waysto save your work.
1. Click the "Save” button at the top ofthis form.
2. Choose "Save” from the "File™ menu.
We recommend that you save your work after completing each page.

Text — Auto-shrink

Desktop eForms has a formatting option called auto-shrink. When a field has this

You should be able to then generate the next progress report for submission to the GRDC.
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5.2 Have further questions - contact the GRDC
If this guide has not addressed issues associated with the GRDC forms please click on the following
links to place a query for GRDC forms:

Project Specification
Progress Report
Final Report
Scientific Report
General

The GRDC will endeavour to publish the questions with answers within three (3) working days on
its website at http://www.grdc.com.au/formsfag. The GRDC will not disclose the source of the

questions.
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