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Add, Edit, Delete Forms

Step 1  Click on Forms .

Click on  to add new form.

Click on the form you want to edit and click on 
  that

appears to edit the form.

Click on the form you want to delete and click on  at the
top of the page to delete the form.

Drag and drop to arrange form order

Step 1 Drag and drop the form to arrange the order of the forms to
display in home page.
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Data Management

Add, Edit, Delete Data

Step 1 Click on any Form.

Click on  to add new data.  

Click on  in the row of the data to edit the data.

Click on  at the top after selecting the record to delete
the data.

Export Data

Step 1   Click on any Form. Click on  beside the print icon (
)

to export data. (Exported file will be in CSV file format.)

User Management
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Add, Edit, Delete User

Step 1 Click on User List  .

Click on  to add new user.  

Click on  on the user profile to edit the user.

Click on  on the user profile to delete the user.

Add, Edit, Delete Group

Step 1 Click on User List .

Click on  to enter the Permissions Group page.

Click on  to add new group.

             

Tick the group you want to edit and click on  to edit the group.

Tick the groups you want to delete and click on  to
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delete the group.

Form access rights

1.    Group with only read permission

Create a Permission Group that only have Forms accessibility
(Example: Permission Group Name: Read Access)

2. User with only read permission

Step 2   Edit the user in User List, select the Permission Group that
is read only access (For this case is the Read Access Group.)
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3.    The following details are examples that can be created in
the Group Permission

– Add/Create access only

 6 / 9



 

Jet Documentation
 

 

– Modify access only
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–  Full access
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