Electronic Forms User Maintenance
Periodically, it is good practice to do maintenance on the Electronic Form area of your E-Portfolio.  

The "Status of Forms Tab" accumulates all forms which you can or have accessed.  This includes all forms that you have created or approved or been cc'd.  This tab can be cleared out while still preserving your ability to access a prior entry.  
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This user has 74 pages of forms (over 1,100 forms) in the Status of Forms tab.  Saving forms in this tab is not the most useful method of finding entries that you may want to reference.  It is best to delete old forms from this tab and utilize the search function available in the system.
To delete/clear/remove forms it is a simple matter of selecting the items (click on the box at the far left) and use the remove button  

.  Each item must be clicked - there is no Select all toggle.  A whole page of forms can be removed at once.  Once the backlog is removed, monthly maintenance is minimal.




Search Function
The Search button allows you to find any entry that you have previously had access.  To access a form that is not available in the Status of Form tab, click on the Search button.  The user will be brought to the Search Forms page.  There are four types of search options.  
The Form Type Search feature is the most flexible.  The Form ID Search and Elf ID Search Features requires the user to enter an appropriate ID.  The Keyword Search finds entries based on keywords that are associated with the forms.  This search is the least useful, since keywords are not used often in the Electronic Form system.
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	SEARCH FORMS

	The ELF system provides multiple ways of searching forms. To begin the search process, select one of the search methods listed below. 
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	SEARCH METHODS
 

 

Form Type Search
 

Search the ELF database based on a specific form type.

 

Form ID Search
 

Retrieve an ELF form based on its Form ID.

 

Elf ID Search
 

Retrieve an ELF form based on its Elf ID.

 

Keyword Search
 

Retrieve ELF forms based on keywords that have been previously associated with the forms.

 




Once the search query is completed the user can access the requested form(s).  The search query results will appear in a separate tab in the ElfBox.  When the user exits the system the search query is cleared.  The search tab is also cleared with each new search query.  

Form Type Search

The user is asked to pick a form type (simple or compound) and is then brought to the Search Parameters screen.  
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	SEARCH BY FORM TYPE

	Select and enter your search parameters then click the Search button to begin the search. 
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	SEARCH PARAMETERS
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Type of Form:
FRS: JE Simple
Institution:
Wesleyan
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Boolean Search Operator: 
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Type of Search: 
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Normal User


 

 

Limit search results to 
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50 entries


 

 




The drop down box allows the user to search for the parameters listed below using the options of "=" or "<" or ">" or "<>" or "Like".  "=" is the default for this search.  
JV Number

Phone Extension

Reference Number

FRS Debit Account Number

ELF Form ID

Fiscal Year

FRS Credit Account Number

ELF Form Status

A search for "Phone Extension" equal to your own will bring the user back to the ELFBox automatically opened with a new tab for Search Results.
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	 Search Function 
Search By Form Type

 Search Query 
Retrieve the first 10 forms where form type is Wesleyan FRS: JE Simple and
Phone Extension = '2839'
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SPMISC
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9056
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Form ID Search and Elf ID Search
The options of "=", "<", ">", "<>" and "Like" are available as in the Form Type Search.  
Form ID Search - While many users use Form ID's multiple times, this search can be both useful and wasteful.  It can be useful to find all entries with similar ID's, but also wasteful in that too many entries may be available with the search.  If it is necessary to trim the search, the user may find the ELF ID search more useful.
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	SEARCH BY FORM ID

	Some ELF forms allow the form user to assign an identifier to the form. This identifier is known as the Form ID. The Form ID only has meaning within the scope of the form type. For example, FRS Journal Voucher forms will have Form IDs that correspond to JE Numbers. If you know the Form ID, you may use this search function to retrieve all Elf forms that have this Form ID value.

To retrieve a specific form, enter its Form ID then press the Search button. 
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	SEARCH PARAMETERS
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Cancel
  
ElfBox
  

Elf ID Search - This number is assigned by the system and is unique to one form.  This type of search will return only one result in the search query tab.
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	SEARCH BY ELF ID

	Each ELF form has a unique identifier assigned to it when the form is created. The identifier is known as the ELF ID. If you happen to know the ELF Id of a form, you may quickly retrieve this form by using this search function.

To retrieve a specific form, enter it's Elf ID then press the Search button. 
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	 Search Function 
	Search By ELF ID


	 Search Query 
	Retrieve all forms with ELF ID = 9056
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To access the form from the Search Results page simply click on the box and use the view form button  

.
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