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Overview

In 2009 the Indiana Commission on Public Recqt@®R} dzy RSNJ 6§ KS RANBOGAZ2Y 2F (GKS D2¢
with the Indiana Office of Technolod@yOT) began working on a new State Forms Catalog for the State of Indédiea.

many months of development and testing, ICPR launchechdwe State Forms Catalog atwvw.Forms.IN.gown August

2009 This launch concluded the first phase of the new Catalog project.

The second phase of the weCatalog project is theleanup and standardization of the information contained in the new

State Forms Catalofque to the different leved of available security and the broader search options, it is imperative that
the information in the new Catalog keccurate.ICPR has requestetat all State agencies provide necessary information

about each of their forms as we work to establish and maintain the iit{egf the information in the Bw Catalog.

This packet will provide basic guidelines on the usthefnew State Forms Catalog and explain how each agency can help
ICPR complete the second phase of the new Catalog project.


http://www.forms.in.gov/

Using the New State Forms Catalog

The newState Form€ataloghas a much different look and feel fromettold CatalogwWhenusers goto www.Forms.IN.govhey will see
this screen
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0 Forms.IN.gov exists to provide citizens and employees ofthe State of Indiana a common access point
Forms Management ¥ to state forms. Managed by the Indiana Commission on Public Records, the catalog contains
Forms.liLgov electronic versions of relevant and current forms, allowing citizens to more easily conduct business
Imaging / Micrographics with the State of Indiana.
Records Center )
Hoklad Groups: For questions about specific forms (how to fill out a form, how to find a form that is missing from the
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ot are available on the catalog.
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To readiprint PDF forms, you must have the free Adobe Acrobat Reader installed.
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Here users may search by form number, form title, form description, agency, or any combination of the four.
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Once users select an agency from the list, they will be takénisesscreenwhich will be customized for each agency:
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Agency users should also note the availability offlbems.IN.golink in theOnline Service®olbar located in the right navigation of their
site. This link directs the user to the agerspecific forms sé as seen below.
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On either of the abovementioned pageassers magnter theform number, form title, form description, division name, form group, or any
combination of the fouto search for forrswithin the selected agencylease note that form grouis not available for all agencies.
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One of the features of the new State Forms Catalog is increased sethetyew State Forms Catalog has three levels of acebash will

be specified by the agenciPublic Search, State Employ@ely,and Agency Employe&enly.

If users want to access forms that are available to State emplayeagency employeeg y f € <

either search screen, which will bring users to this screen:
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Here, users will enter the user name, password, dadhain that they use to log into their State computers each day.

When users are successfully logged in, the following screen displays:
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Deseécting one of these boxes will give more specific skeaesults, but only those categorized under the-sélled¢ed box. Deselecting
both boxesallows for browsing of public form&hen ay type ofsearch is successful, the results will display as shown:

Users may download the desired form Bigking itslink.
Agencies may also create links to their forms by rigleking on the desired link and copying the shortcut:

The resulting link may be used by agencegheir websites, brochures,-enails, etc.



