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Purpose
Use this quick sheet to manage all content available in the Forms section.

Procedure

Tasks related to managing test site forms include:
e Adding a category.
e Adding a document.
e Adding a link.

Add Category
1. Log in to SCRAM 24/7.
2. Click the Admin top-navigation option.
3. Click the Forms tab.
The Documents page appears.

 sScrRAM | 24

. s

Documents 4+ Acd Document
T
File Name |f Aceount I Category J1 File Size |1 Added Date/Time | Added By Jf
All ALcounts Forms 455 KB 2252018 @ 759 AM 24x7 @scramiest com n
Show 1 v | entries seiioc n —
Links +AcaLn
T
File Name | Account |t Categary |t uri It Added DaterTime | Added By |t
Al Accounts—  Form: nitpiatg.sd gy 1 4 P
AN Accounts-  Violation Farms Iigoog 1 2 1
Categories 1+ 703 Categnny
T
category Jk
g o

Version 1.0



Base Account — Manage Test Site Forms in SCRAM 24/7

4. Click the Add Category button.
The Add Category page appears.
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Category Name Acthity Fes Documents

5. Enter the category name.
6. Click the Add Category button.
The Documents page reappears with the new category shown.
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Add Document
1. From the Documents page, click the Add Document button.
The Add Document page appears.
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Cancel Add Document

Select a caseload. (optional)

Select the appropriate category.

Click the Choose File button to the upload file.
Click the Add Document button.

The new document, associated with the appropriate category, appears in the Documents
section.
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The new document now appears in the Forms section of all designated test sites.
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Add Link
1. From the Documents page, click the Add Link button.
The Add Link page appears.
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Select a caseload. (optional)

Select the appropriate category.
Enter the link name.

Enter the link URL.

Click the Add Link button.

The new link, associated with the appropriate category, appears in the Links section.
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The new link now appears in the Forms section of all designated test sites.
All forms and links added to the base account will be displayed on the test site Forms page.
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