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Training Modules

* Required Resources

* Navigating the NH Online Forms Site

* Reqister as a Public User

* Sign In as a Public User

* Submitting a Form

* Reviewing Your Submissions

* Sharing Your Submissions

* Printing Your Submissions

* Updating Your NH Online Forms Profile
* Accessing Help Files
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Required Resources

In this module we will review the required resources you will need
to be an authorized nFORM user.

N
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As a Public User, you will need the following resources to access the
NH Online Forms (a.k.a. nFORM) application:

1.

Internet Explorer v. 10 or higher, Chrome, Firefox or Safari.

NFORM account.

For assistance with self-registering, refer to the section for step-by-
step instructions.

&= MAINMENU
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Navigating the NH Online Forms Site

In this module we will walk through the key components of the NH
Online Forms site (a.k.a. NFORM application), when accessing the
site as a Public User.
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an officlal NEW HAMPSHIRE government webaite

NHDOIT Home

c Organizations

Select the organization from which you wouid like to submit 3
form

Select Organization ~

e Forms

To kcate 3 specific form piease use our form finder.

£ Form Finder

e Frequently Asked Questions

7 Which agency Is this portal for?

\ Home # Finder & Help 7 SignIn # Register @ }

Welcome to the State of New Hampshire Forms Portal Y

Use this webelie 10 access the nForm solutions forms for the State of New Hampshire.

Contact Information

Address:

Department of Informasion Technology
64 South Streat

Concord, NH 03301

Additional Links

# Buslness Cne Stop
& State of New Hampehire Web Site

e Forms

Cantfind 3 spacific form? Piease use our Form Finger

95 NH.gav | Acosssibiity Folicy | Contact Us | Disclamer and Tems of Use
©Copyright 2015 Windsor Solutions, Inc. | Version: 175737422¢30 | Bulkk on 4132015 103517 AMET

I MaN MENU

Organizations — a listing of agencies that have
forms available via NFORM.

Forms — Form Finder is a keyword search tool to
assist with finding forms.

Frequently Asked Questions — application
frequently asked questions or help.

Contact Information — contact details for the
specific landing page. NOTE: This will change
as you change organizations.

Additional Links — additional web links that
should serve as reference sites.

Forms — quick link to a few commonly used
forms from the specific landing page.

Menu Bar — provides access to commonly used
application functions.




Register as a Public User

In this module we will walk through the steps to register as a Public
User.
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To access the NH Online Forms page, visit hitps://forms.nh.gov/nforms.

From the nFORM application, click the resster ¢ link, located in the upper,
right-hand corner of the page.

From the profile screen, |
complete all fields. State of New Hampshire

When all fields are

Please enter your information. Once you have completed your registration you will

CO m p I ete C I i C k th e need to log into the application(s) you are registering for.
)

Your password will need to conform to the following:

- Password must be at least 8 characters —
S ave u tto n - Password must contain at least: one uppercase character, one lowercase
" character, and one number N

Email: I |

From the confirmation | |

. Confirm Password: ‘ 1
screen, click the | continve >w

First Name:

Last Name:

\ |
button. You will be | i

redirected to the NH _
Online Forms home

page.

<>
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6. From the NH Online Forms page, , click
the swnin# |ink, located in the upper, right-hand corner of the page.

/. From the sign page, enter your Username (this will be your email
address) and click the « semt  button.

8. When prompted, enter your .
Please enter the password associated with your User 1D,

Password (this will be the
. Usemame: yourusername Q
unique password you

established during the ressert [youpassword w
registration process). —
9. Click the  senit_ putton. w

&= MAINMENU 9
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Sign In as a Public User

In this module we will walk through the steps to sign in as a Public
User.

N
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1. From the NH Online Forms page, , click
the swnin# |ink, located in the upper, right-hand corner of the page.

2. From the sign page, enter your Username (this will be your email
address) and click the « semt  button.

3. When prompted, enter your .
Please enter the password associated with your User 1D,

Password (this will be the
. Usemame: yourusername Q
unique password you

established during the ressert [youpassword Q
reglstratlon process). — Q
4. Click the © semt ) button.

&= MAINMENU :


https://forms.nh.gov/nforms
https://forms.nh.gov/nforms
https://forms.nh.gov/nforms

Submitting a Form

In this module we will walk through the steps to access and submit
a form.

A
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1. From the nFORM site, click
the down arrow to the right
of Select Organization.
From the drop down list,
select the desired Organ-
ization/agency.

NOTE: To view Subordinate
Organizations, simply rest your
mouse pointer over the ¥ button.

From the Organization

view, locate and click on the
desired form.

To search for a specific
form by keyword:
a. Click the Finder o
link — or —
b. Clickthe -
button.

Form Finder

NOTE: Each time you access a form a draft copy is automatically created.

Organizations

Select the organization from which you would ke ig2

aform

Select Organization ~
State of New Hampshire

Department of Labar

Department of Administrative —_—
ervices

1 findpr.
Judicial Council
Family Mediator Certification Board

Department of Health and Human
rvices

Public Utilities Commission (PUC)
Guardian ad Litem Board

Department of Environmental
Services

New Hampshire Lottery
Commission

New Hampshire Veterans Home
Department of Safety

New Hampshire Training Group

Organizations

Select the organization from which you
would like to submit a form

Select Organization -

Forms

To locate a specific form please use our
form finder.

A Form Finder

Frequently Asked Questions

? Which agency is this portal for?

<>

\

TRAINING FORM

This form is intended for training and reference only

Contact Information

Address:
84 South
Cancord

ing Form - Submission Processing
to Train Users to Submit 3 Form

TEST :: EUT Form Test 1

Training Request Form

KEEP - Youth Recreation Camp License Application
This form enables 2 public member to apply to become licensed for a you

KEEP - GIA Billing Form - LAM
This form is for = Grant-In-Aid recipient to fll out and submit approved pr

Contacts:

Deborah Michel's Phone: 230-3454: deborah.michel@doit.nh.gov
Peggy Wiliam's Phone: 230-3403: margaret willams@doit nh.gov
Marta Boyle's Phone: 230-3447- marta_boyle@doit.nh.gov

—

fh recreation cantp

ectiaquipment expenses for reimbursement

Can't find a specific form? Please use our Form Finder -

Home #

Welcome to the State of New

Portal

Finder 2 Help ? Sign In # Register ¢

hire Forms

Use this website to access the nForm solutions forms for the State of New Hampshire

Contact Information

Address:

Department of Information Technology
64 South Street

Concord, NH 03301

Contacts:

BusinessOn

Additional Links

& Business One Stop
& State of New Hampshire Web Site

MAIN MENU

Business One Stop E-Mail:

eStop@nh.gov

13
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4. From the form landing page, the following resources are available to you:

a.
b.

information for this online form.

Form — click the Submit online form button to view/complete this form.
Frequently Asked Questions — provides access to common questions and support

Form details — provides overview details and instructions for this online form.
Contact Information — provides contact information for this online form.

an officisl NEW HAMPSHIRE govern

ment wabsite

MHDOIT Home

g

Form

Submit online form

Frequently Asked Questions

? How do you determine exactly when ice-in or ice-out
occurs?

? How long has ice-out and ice-in been tracked?

? What is lake ice in and ice out?

>

<>

Home # Finder £ Dashboard & Users & Crganizations @ Forms O History @ Help 7

—_

FINAL Ice-In and Ice-Out Dates

wversion 1.0

NHDES-W-07-028 | 2014-11-07
Watershed Mangement Bureau

RSA 483-A (New Hampshire Lakes Management and Protection Program)

Generally there is one person who observes, records, and submits ice-in and ice-out data for a particular lake. This helps keep the data consistent
about whether you should submit this form or how to submit this form please contact the VLAP coordinator, Sara Steiner at sara.steiner@des.nh.gov.

Contact Information

Contact Contacts:
Email Address: sara steiner@des nh.ge
NEIDES M Phone Nmber (603) orzs0
ES VLA
NHDES, VLAP Website: http:/ides.nh.gov/

29 Hazen Drive, PO Box 95
Conc

MAIN MENU

Kimberly Taylor-Miller &

f you

Sign Out ©

-40

re unsure
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5. From the form view, click the

corner of the page.
6. From the online form, complete all of the necessary/requwed fields.

a.

Steps — Each form has defined
Steps definitions that will guide
you through the form and
provides a reference point for
where you are in the process.
Next Section — Within a

form there can be multiple
Sections. When you complete
each Section you will need to
click the button

to move to the next Section

of the form.

NOTE: You will also find a Form
Sections navigation menu in the
lower, left-hand margin of your
screen.

Next Step — When all sections
of the form are complete,
click the

Next Section

Next Step

Submit online form

button. E E

Hize the ‘Cirf key to select multiple

Applicant Address *
& Address valid.

Street Address *
15 Main Street

City *
Concord

State/Province/Region +
NH

Applicant E-mail

Date

Save for Later

MAIN MENU

aptinns

5% of New Ham”sb

D@ﬂT ;
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INFORMATION Tzcnnma;v

button, located in the upper, left-hand

Postal Code +
03301

Country *
Usa

Validate Address

ﬁ Next Section
eview = Cerlifp & Submil & Paymeni > Confirmation

Mext Step

15



/. Repeat steps 6b & 6¢ until all sections are complete.
a.

b.

e of NeW Hampg,,
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EPARTMENT OF

D
INFORMATION TECHNOLyy

Form Sections — To return to a previous section, use the Form Sections navigation

buttons.

Previous Section — To return to the previous section, click the Previous Section

button.

Data Entry

Previous Step
—Toreturnto
a previous step
in the defined
process, click
the Previous
Step button.

(Submission # 24Y-YAEH-RQYY', revision 1)
Training Requested

Stapa: | Proceseing Info = Entry = Review > Cerify & Submil = Payment > Confirmation

Training Request

Training request details go here.

Save for Form Sections
Later — If you © Trainee Detais
need to exit _
the form before . INEWSMH

«©

all sections
have been
completed, click the

Manage Access to Submission

Sawe for Later

Save for Later @

button.

P/ >} MAIN MENU

Next Section

Next Step
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When all sections have been completed, click the @®==== putton located at

the lower, right-hand corner of the page. IMPORTANT: Wait for your form
to load.

You will now see the form confirmation screen where you can review what
you entered into the form.

Click the ewxse= putton.

Click the os=m:em  putton, located in the lower, right-hand corner of the
page. You will now receive a confirmation notice, similar to the sample
below.

a. To track or view submissions, click the submission history page link.

b. To review the details of your request, click the form link.

TEST :: EUT Form Test 1

version 1.3
(Submission # 247-1G4K-BW.JJ, revision 1)

You have successfully submitted your form.

Submission #: Amount Paid Payment Status: Submitted:
247 1G4-BWL ®0.00 Nene U215 3:37 PM
You can track the processing of youwr form on your submission history page or by viewing the details of the form

MBS MAIN MENU i



Reviewing Your Submissions

In this module we will walk through the steps to review your online
submissions.

N
\Y
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From the Home page, click on the ==ev= link, located in the upper, right-hand
corner of the page. Your Submission History page is now in view.

From the Submission History view, you will find a complete listing of your online

submissions.
a. Submission # — a unique Subgaission History
number assigned to your
. . . Total ] 38 Showing 3 d from total record! Filter:
submissions. You will use .
thls asa reference pOInt for Submission IE Submitted Submission Name Status Locked Actions
. . . # :
tracking and inquiry purposes.
b . Su b m |tted —_ the da‘te and tlme 284-ABM5-CQS2 Sampling Station |dentification Form Draft No
your submission is officially
277-9520-GFDA 07/04/2015 Criminal Records Background Submitted Mo
logged to NH Online Forms. ITEOPM - CheckForm
C . SU bm |SS|0n Name - the name 28D-0623-5QWD 2?25’:%?15 Application for Renewal I(B-E}wew No
of the online form you completed. 021132015
2TH-FMEF-6E6G 7-15 AM Income Verification Form Issued No

NOTE: The Submission Name
may be updated by the program
group to more accurately reflect the submission.
For example: Your Submission Name may change from Application for Renewal to
Applicant Name — License #.
d. Status — the current status of your submission. NOTE: Any items in Draft status have not yet been
submitted and pending further action from you. All other status types are reflective of where your

request is in the process.

&= MAINMENU }
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Locked — means your Submission History
request has been locked
. Total records: 38 Showing 38 (filtered from total records)
from being updated. If .
yOU need to update yOUf Submission = Submitted Submission Name Status Locked Actions
F 4 : J I
request please contact the —
SpeCIfIC program group for 284-ABM5-CQS2 Sampling Station Identification Form Draft No
assistance. N
. 277-952D-GFDA 07{04!’2015 Criminal Records Background Submitted No
Actions —these are the 1LE0PM - Check Form >-“
aCtIOI’]S yOU can take W|th 280-0623-5QWD 23@5;2“315 Application for Renewal ‘('EEETEW No
regard to your individual 0211372015
. . 2TH-FMBF-6E6G 7-15 AM Income Verification Form Issued No _
submissions.

NOTE: Available actions will depend on the status of your submission.
View — allows you to view the details of your submission. You can

Edit — allows you to edit the submission.
Remove — allows you to remove or delete the submission.

We will look at each of these action features, in greater detail, on the following slides.

\

P/ >} MAIN MENU
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Selecting the View action will bring you to the Submission View screen. From this page you will find
the following options:

a.

Print Submission —

Submission View KEEP Training Form - Submission Processing
WIII a.”OW yOU tO prlnt _hlsﬁzg:c" B y e :;_:e‘ot (Submission # 254-AVJP-N1BE, version 1)
. . tems that = ith yo will be
your Su meSSIOn. =sented in the relevant ares within the form. on the right Summary
Submission #: 254-AMJP-N1BE Date Submitted: Mot Submitted
CO py AS N eW - Form: KEEP - Training Form - Submission Processing Status: Draft
al | OWS yo u CO py Applicant: Kim Taylor-Miller Active Steps: Form Submitted

Reference #:

the existing

Actions
Print Submis:
Copy As New

submission to a new E——
submission (all details .
will be replicated to the S
new submission). Submissions Applicant Information
NOTE: This feature S
is handy you need B N AOnoED
to submit multiple
submissions using i

the same form.
Open in New Window — allows you to open an identical version of the submission in a new
browser window.
Manage Access to Submission — adding a user will allow them access to and the ability to
modify and view this submission. NOTE: The user must be a registered user.

P/ >} MAIN MENU "
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Selecting the Edit action will allow you to open and edit your original submission. From
this page you will find the following options:
NOTE: You will start at the first step in the defined step process. Simply use the navigation
buttons as you did to create the original submission.

Form Sections — To return to a previous section, use the Form Sections navigation buttons.
Previous Section — To return to the previous section, click the Previous Section button.

a.
b.
C.

Previous Step —
Toreturnto a
previous step in the
defined process,
click the Previous
Step button.

Save for Later —

If you need to exit
the form before

all sections have
been col
click the
button.

Sawve for Later

Data Entry

This step allows you to fill out the form and to validate the
information provided. The form is divided into separate
sections as listed on the left. Please fill out each relevant

section
The indicators next to the sections names on the left denote
the validity ection. A red X indicates the section

or invalid value. A yellow star indicates
has not yet been visited. A green check
plets section.

that the
ndicat

Onece the form is complete and all sections show 3 green
check, click on the Next Step’ button to proceed.

Please note: Any wark you perform filling out a form will not
cessible by State of Mew Hampshire staff or the public
actusly submit the form in the "Certify & Submit
ission. it will be transmitted to

5| and it will become part of the

rd, access |bep r the Freedom of Information

Form Sections

@ Trainee Details

New Section

Actions

Manage Access to Submission

<>

TEST :: EUT Form Test 1

version 1.1

(Submission # 24Y-YAEH-RQYY', revision 1)
Training Requested

stepe: [ Froceseing Info =

Entry = Review > Cerfy & Submil = Payment > Confirmation

Training Request

Training request details go here.

Save for Later ”

MAIN MENU

clear section

Previous Section Next Section

Wy & Submit = Payment > Confirmation

D S Ee Next Step
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Selecting the Remove action will allow you to remove or delete submissions.

IMPORTANT: The Remove function only applies to submissions in draft mode;
you cannot remove/delete a submission once it has been officially submitted.

When using the Remove function, complete these steps:

a. Click the button, located to the far right of the submission you
wish to remove (delete). [ ]
D. From the Confirm Remove dialog box, Are e sure o want o remove o
click the OK button. |
C. The submission is now removed @

from your history listing.

&= MAINMENU }
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Sharing Your Submissions

In this module we will walk through the steps to share your online
submissions with others.

N
\Y
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From the Home page, click on the ==ernv= [ink, located in the upper, right-hand
corner of the page. Your Submission History page is now in view.

In the Filter field enter the Submission # you wish to search on or scroll down
through the listing until you find the desired submission.

Click the button to the far right of the submission line item. You will now be in
the Submission View.

From the Submission View, click the & mansge access o sunmission putton.,

From the Manage Access R,
to the Submission screen: :n:;i|a:;$:slf;ce::ioon: <

a. Enter the email address ::Ic‘lﬂﬂg a user will allow them to acckss, Mo

for the user you would v; fesi w
) . ¥ Can Manage Access to Submission?
like to authorize. »
A
b.  Click the Can Manage

uld like to authorize:

ity and view this submission. The user must be registered with the system to be

Access to Submission Users with Access to tt [ J
check box. ¥ serame e
C. Click the Add button. User Name Cogfirmi;:g wiléallow this user to modify and
- = it thi ission.
d. When prompted to submi IS SUDMISsIoN
i X New User Granted Permiss
Verify User to modify ‘
and submit this Q Done
. . . Cancel r
submission, click the
confirm  bDUttON.
€.  Click the Done button. P/ >} MAIN MENU .



Printing Your Submissions

In this module we will walk through the steps to print your online
submissions.

N
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From the Home page, click on the === link, located in the upper, right-hand
corner of the page. Your Submission History page is now in view.

In the Filter field enter the Submission # you wish to search on or scroll down
through the listing until you find the desired submission.

Click the button to the far right of the submission line item. You will now be in
the Submission View.

From Submission View, click the rrintsubmission — putton from the Actions menu,
located in the left-hand margin of your screen.

From the Print Preview window, click the Print button.

NOTE: If you are using Internet Explorer you may encounter a delay and/or may not be able
to print using the = rrincsubmission ~ button. If you are unable to print please follow these steps:

a. From Submission View, click the =+ pownload submission  putton.
b. When prompted “Do you want to open or save...”, click the Open button.

C. From the Adobe Reader print preview screen, click the @ button, located in the upper,
left-hand corner on the menu bar.

MBS MAIN MENU )
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Updating Your NH Online Forms Profile

In this module we will walk through the steps to update your NH
Online Forms profile.

N
\Y
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History @ Help 7 FirstName LastName & Sign Out ©

From the Home page, click on the = link, —
located in the upper, right-hand corner of the
page. NOTE: The profile link will be displayed

to the right of your name. e

Password:

From the Edit Profile page, update any of the
necessary flelds. Phone [v|  000-000-0000
When all changes are complete, click the ——

save  putton.
) Enter company name (f appropriate)

Common Information Templates

First Name: * Middle Name:

FirstName M

Email Address:

~ NOT APPLICABLE

Template Name

Mailing Address

Street Address: *

Enter street address

City: * Postal Code: *

Enter city Enter zip code
State/Province/Region: * Country: *
Enter state abbreviation Enter country code
validate Address
—
Cancel s
User Rol
§ organization Role

\

AA E ]\/]Il_\] r\{] ]\/I E r\{] U Global Self-Registered User



rrrrrrrrrrrr

Accessing Help Files

In this module we will walk through the steps for accessing Help
files for the nFORM site.

N
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1. From any page, click - Folre e |
e&gﬂ@ https://sit.for.. O~ @ & & ‘ (= Default Public Users ... ok

the ==: link, located = -
. . ﬁ B v mm age v Safety v Tools~ @~ @ @
in the upper, right-hand M Toble of Contonts

7 Welcome to Windsor's nForm¥Hel G éEngTFElTID;'Isaﬂd Profile Management
CO rn e r Of th e pag e . 1 ¥ Registration and Profilz Management Send Feedback

b ¥ Identifying an Appropriata Form
b @8 Submit Form

&= a zystem user, you will have the ability to manasge your profile and
user information.

NOTE: A second window will b ¥ Manage Submissicn ) ) ) . ) ) ) i
This 5=:F|:~r wrill :=:.l:'||::e :Pz.pru.'na_r:.-.cp[lu'.:_r_nrn'l:?ragr; uz=r
Open and dISp|ayS PUb|IC rnformation. The primary topics in this area include:
. s Pegizter User Accouni: The details of how (o register 8 new
User Help Files. us=r assount

* Sign In: The d=tails of how to sign in to the =ysbem.

* Change Password: The details of how to change your user
account password.

2. From the Help WlndOW, + Change Email Address: The detsils of how iz change your user

account =mail address.

- Mansging User Templotes:The detsils of how te creste or
use the search tools: + Ui e Tamtae - . e et of e t e
a. Table of Contents — . E%:E.E%i:c;::ﬂz:?;pllTh-: details of now o crests =
Clickthe = buttonto
expand selections.

b. Index — Use the scroll
scroll bar to locate the
desired topic and click
to select/view.

C. Search —Use the

Search bar to enter —
desired topic. n By MAIN MENU

= Index
Q, Search

HI5% v
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From the Table of
Contents or Index views,
click on the desired help
topic.

or

From the Search view,
click in the Look For:
field and begin typing the
topic you wish to search
on. Hit the [Enter] key
on your keyboard or click
the Search button.

55 4 NHDOIT NH On-Line For.

[#] Welcome to Windsor's nForm Help Tool

v & Registration and Profile Management

& Iientfying an Approprists Form

@ Manags Submission
& processing a Submission
& tanagement
A Reporing
¥ Administration

Add a Form

Add Steps for Group Replication to a Form
Adding a User to 2 Group in nForm
Adding Common Information Template to

Forms
Administration
Administration
Administration
Manzge an Organization
Add rm
Manage a Form
Using 2 Calculated Pavment

o
How to Configurs Advanced Fees
on a Form

Change Email Address

Change Name of Submission

Change Password

Common Information Templates

Look for:

user account

{Words can be combined using OR and
AND)

M ighlight search terms

Search Results

1: Registration and Profile Management

2: Ragister User Account
3: Change Password
4: Change Email Addrass
5: Searching for a Form
6: Submitting Form(s)
7: Submit a Form
8: Manage Submission
‘ 9: Sharing a Submission
10: View and Manage a Submission
11: Manage Processing Steps
12: Manage Submission Notes

13: Managa Submission Attachments

m—
27 htps{-sson.nh

»

N~ ~ [ % v Page~w Safety~ Tooks+ @+

Table of Contents

~

Fo-rh(s) Identification
Senll Feedback

Theffirst step in the submission process is to identify vihich forms will need to be submitted based on the activities you 2re attempting 1o be permited or the
typd of approval yeu are requesting. There are two primary optiens supporting ferm selection. These two optiens include:

Fogm(s)

typ} of appraval yeu are requesting. Thers are

* Selectan Orgarlza' You can select the approprizte forms based
sed on the name (or other propertie:

arch for the appropriate forms b

activity your are sesking speroval far.

roanizatio
for a Form: Vou can search for the appropriate forms b:
‘our are sesking approval for.
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NOTE: Details will be displayed in the window pane to the right.
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