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Helpful Tips for Microsoft (MS) InfoPath Form Users

Microsoft InfoPathis a component of the Microsoft Office Suite. InfoPath must be available and enabled on
end user systems. Please contact your desktop support team to provide assistance if you are unable to open
the InfoPath form.

Unlike other file types in MS Office, InfoPath forms are derived from a source template. In this case, all form
templates are derived from California Department of Technology (Department of Technology), available from a
link on the Department of Technology website, as follows:

o From Statewide Information Management Manual (SIMM) Section 19 — Project Approval Lifecycle,
select the applicable SIMM Section and template, as follows:

o 19A - A.2 Stage 1 Business Analysis Template

o 19B - B.2 Stage 2 Alternatives Analysis Template

o 19C — C.2 Stage 3 Solution Development Template — Under Construction

o 19D — D.2 Stage 4 Project Readiness and Approval Template — Under Construction

Keep the existing template name and save it in a location accessible to all that will be using the file, e.g.
a common network drive. Please do not create an alternative template with a different name. This may
cause subsequent reviewers and approvers to not be able to view the form.

e Itis advisable that users create and use a shortcut to each respective template. This ensures that only
blank Filler Forms are opened and used to create new proposals.

e All users of the form (whether an author, reviewer, approver, or someone sending completed forms to
the Department of Technology) need to have opened the template file at least once. Access to the
template can be done from our website, or a copy of the template can be sent along with the files in an
email. If a new recipient receives a group of files, they will need to open the template at least once
before being able to successfully open any of the forms. Choosing “Save & Send; Send Using Email;
and, Send Form & Template” in the menus will accomplish this. Detailed instructions are provided in
the InfoPath Technical Instructions that follow.

o Be aware that “InfoPath Editor Security Notice” commonly appears the first time the InfoPathe template
is accessed. Generally, this will be a one-time notification due to the source template residing on a
Department of Technology site.

The InfoPath form is in “.xml” format. Template files are “.xsn” format. Some organizations have restrictions on
xml files. If this is encountered, you may want to talk to your desktop support unit. Xml files may be allowed by
your organization when bundled in a zipped file.

Please contact your Information Technology Project Oversight Division, Oversight Manager, if internal help
cannot address an issue with accessing or using the form(s).
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InfoPath Form Technical Instructions

Saving an InfoPath Form Template

The following instructions are for users who download the form template from Statewide Information
Management Manual (SIMM), Section 19 Project Approval Lifecycle. Note: The file extension for an

InfoPath form template is “.xsn”.

Save the Template from the Internet

Note: Inthe SIMM Section 19 on the Internet, the InfoPath templates have “(InfoPath)” noted next to them.

1. Go to SIMM Section 19
(http://www.cio.ca.gov/iGovernment/I
T_Policy/SIMM_19/SIMM19.html).

2. Right click on the InfoPath template.

3. Select “Save target as...” on the
menu.

4. Navigate to the directory location on
your computer where the template is
to be saved and click Save.

%% http://www.cio.ca.gov/Government/IT_Policy/SIMM _13/SIMM19. htrnl P~-a _
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5. If you receive the message, “Do you
want to open or save “template
name” from cio.ca.gov?, select
Cancel.

6. Navigate back to the location where
the file was saved. Right click on
the file, select Design.

7. With the InfoPath file open in Design,
select the File tab.

8. Select Save in the File Menu.

De you want to open or save A2-Stage-1-Business-Analysis- Template.xsn (176 KB) from cio.ca.gov? Open

|

el

Share with = Burn Mew folder

| @M-Stage_l_ausir ecc-Analeic-Temnlate |

Open

7-Zip

Scan for Viruses...

Open with

Share with

Restore previous versions
Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

. - - —

Page Design Data Developer

= 4 Calibri =10 - AJ &/ [Bl Text Eox
= 2 B I U-|W-A- _

Pafte E=|=|E &= - s?;lj;cskv [¥ Check Box
Clipboard Format Text = | Font Styles

_E Drop-Down List Box

= s

e

EStage 1 Business Analysis

File

Home Insert Page Design

@ Form Informs

Save As

5 Open

[ Close

50 of
Quick

Recent

Pub

/_:3 Whe
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9. Navigate back to the file location
where the InfoPath file was originally
saved.

10. Select Save.

11. A message pop-up will ask if you
want to overwrite the form template,
select Overwrite.

12. Once saved, exit out of the (Design)
(template name) — Microsoft
InfoPath.

Opening and saving a copy of the form
template caches the template on your
local machine. This is a one-time
process, which will not need to be
repeated. Opening the form template in
“Design” is no longer necessary.

etwork

File name:

Save as type: |InfoPath Filler Ferm Template

e Folders

Tools

Do

T Microsoft InfoPath 2 U A2-Stage-1-Business-Analysis-Template
- Favorites

Bl Desktop

& Downloads

2] Recent Places

- Microsoft InfoPath

You are about to overwrite an existing form template. If you do so, data in any form based on the existing template might be lost. Are you sure you
Jﬁ. want to overwrite this file?

—
Come )
iy

Was this information helpful?

LT IEAA 2 - Stage-1-Business-Analysis-Templatel

Save as type: |InfoPath Filler Form Template

e —
Home Insert Page Design Data Developer 4
~’"—j % Calibri 10 - Ay q, Bl Text Box 22 Rich Text Box =1 al 2
. 9 B I U~ by . A v _E Drop-Down List .. T8 Combo Box = ; — o
Paste — = | s s | a— Quick _ Add  Manage ItiNg| Preview
. 7 ;; EE S syles- [ Check Box ® Option Button S| T TS =
Clipboard Format Text « | Font Styles Contrals F Rules Faorm
* | Fields v X

Drag a field to add it to the form,

Stage 1 Business Analysis o s .
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The following instructions are for users who receive a form template as an email attachment. Note: The file
extension for an InfoPath form template is “.xsn”.

Save the Template from an email

1. From the InfoPath Template or from
an email with the attachment, right
click on the .xsn template and select

Save As in the dropdown menu.

Note: The “Save as type” will
indicate “Microsoft InfoPath Form
Template”.

2. Navigate to the directory location on
your computer where the template is

to be saved and click Save.

Once Save is selected, the Save
Attachment menu automatically
closes.

3. Navigate back to the location where
the file was saved. Right click on

the file, select Design.

To.. anyuser@anydept.ca.gov
Send
{c...
Subject: FW: S1BA /
Attached: |I|_==JA2-Staqe-l-Busir1ess-AnaIvsis-Template.xsn 80 KB]
_R I T 4
I~ 0 T T T T T T
T B Tl A - Stage-1 -Business- Analysis- Template

Save as type: | Microsoft InfoPath Form Template &8

e Folders

IR

Tools - D Cancel

Share with = Burn

Mew folder

E‘QJM-S{Ege-l-Busipp::-.ﬂr1=|ul:il:-T|=-mr1|=h=-

Open

I1-Zip
Scan for Viruses...

Open with

Share with

Restore previcus versions
Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties
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4. With the InfoPath file open in Design
select the File tab.

5. Select Save in the File Menu.

6. Navigate back to the file location

where the InfoPath file was originally
saved.

7. Select Save.

8. A message pop-up will ask if you
want to overwrite the form template,
select Overwrite.

Home Insert Page Design Data Developer
‘*r"'j 4 Calibri & [ Text Box %
B Zy B I U - [£8 prop-Down List Box [
Past ick
e ¥ | = = S?}fllj:s . | [4 CheckBox
Clipboard Format Text

I | Font Styles

etwork

-

F R~ 2 - Stage-1-Business-Analysis-Template|
Save as type: llnfoPath Filler Form Template

e Folders

<

Tools Save ’ Ca

T Microscft InfoPath 2( (| A2-Stage-1-Business-Analysis- Template
0 Favorites

Ml Desktop

¢ Downloads

" Recent Places

You are about to overwrite an existing form template. If you do so, data in any form based on the existing template might be lost. Are you sure you
want to overwrite this file?

>

Was this information helpful?

510, F1 EllA 2 - Stage-1-Business-Analysis-Templatel

Save as type: | InfoPath Filler Form Template
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9. Once saved, exit out of the

(Design) (template name) —
Microsoft InfoPath.

Opening and saving a copy of the form
template caches the template on your
local machine. This is a one-time
process, which will not need to be
repeated. Opening the form template in
“Design” is no longer necessary.

E| H a msignj AZ-Stage-l-BusTnas-AnaIysTs-TempIat?-'Wcmso&Info_":" =] {_)L
Home Insert Page Design Data Developer [A] e
=4 calibri - Ay &8l Text Box &5 Rich Text Box =l E al B
= B I U- ¥ A- B Drop-Down List ... @ Combo Box = i =
Paste . Quick _ Add  Manage NG| Preview
. " Siyles~ [# Check Box @ Option Button || Ruler Rules S
Clipboard Format Text Font Styles Controls Rules Form
* | Fields v X
Drag a field to add it to the form,
. . _
Stage 1 Business Analysis o Relds

Main E

Department of Technology, SIMM 194, Revision 7/1/2015 (= mmade |
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Create a Shortcut for Form Completion

Best Practice: Create a Shortcut — Provides ease of use and acts as a template to create blank forms!

Now that you have saved the InfoPath form,
as a best practice, create a shortcut to the
template. The shortcut will only open blank
forms ready to use, never the form design
template.

Create a Shortcut

1. Navigate back to the location where the
form is saved and right click on the file.

2. On the menu, select Create shortcut.

3. Now the InfoPath Form Shortcut can be
used to open blank forms.

i

SIEADEtaFil..,

=Shortcut

Open

Design

7-Zip

Scan for Viruses...

Open with...

Share with

Restore previous versions
Send to

Cut

Copy

Create shortcut
Delete
Rename

Properties

S1BAbetak S1BADetakR
=Shortcut(n
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Saving and Naming Forms

Save and Name a Form

1. Navigate to the InfoPath Form Shortcut
and open (double-click) a blank form.

2. Select the File tab.

3. Inthe File Menu, select Save As.

o A

S1BAbetaE e STBADETaE:
#— Shortcuti(n

Home

Insert

Stage 1 Busi

Insert

=l save

Save As

[ Open

a Close

Info

Recent

New

Print
Save & Send

Help

] Options

B Exit

Form Information

Location: Mot saved yet

Permissions

P

Anyone can ope
this document.

Restrict
Permission ~
. Save a snapsh
,g_ When you are fir
Publish as :‘r’ri::”apmt
PDF or XPS '
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4. Once Save As is selected, a message
pop-up may appear that indicates the
form contains validation errors. Select
Yes to save the form.

5. Navigate to the location where the
working form will be stored.

6. Enter a unique filename. A
recommended format is “Org Code
Shortname” (e.g., 4999 Account Process
Reengineering).

7. Select Save.

Your form is now ready to be completed and
can be saved as normal.

+ Hide Folders

Form24 - Microsoft InfoPath

= =

Home Insert

@ Stage 1 Business Analysis

$1 Beta Version (Rev. 12/2014)

1.1 General Information

Agency or State Entity Name:

i Select...

Neanmisnsion Cad |

Microsoft InfoPath

This form contains validation errors. Errors are marked with either a red asterisk (required fields) or a red, dashed border

| ! (invalid values).
" Do you still want to save it?
Was this information helpful?
Ndlle Ldie Huuiney 1YY
I Desktop
My Data Sources 3/3/2014 4:00 PM File

3 Downloads

=i Recent Places 7 My Shapes File

Qutlook Files File

= |ibraries % SharePoint Drafts 3/6/2013 5:02 PM File
“.. Documents Sl < — m —

File nameg, "Any Name - e.g., 4999 Account Process Reengineering”
MnfoPath Form

_
-G )
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Sending Completed Forms

Required Method to Send Completed Forms.

(Note: Microsoft® Office 2013 Users Refer to Instructions on Next Page).

Sending a single form via email

1. Open the form to be sent.
2. Select the File tab.

3. Select Save & Send

4. Click Send Using E-mail.

5. Click Send Form & Template.

Home Insert

= save

Bl save As

Form Infc

Location: C\Us

[£Z Open
[ Close
Restrict

Recent Permission ~

New

Print

B

Save & Send Publish as
PDF or XPS
Help
] Options
&3 Exit
@ TS - -~
Home Insert
=l save
Send Send Using E-mail
Save As -
5 Open ‘ ;'( Send Using E-mail > %
g a
I Cose File Types
Info =
Q Create PDF/XPS Document
Recent B
Export i
New - Send Form
:5% Export to Web & Template
Print
Help Import & Link
[ options U“j Merge Forms
=
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MICROSOFT® OFFICE 2013 USERS ONLY (MS Outlook 2013/MS InfoPath 2013)

The menu command Save & Send has been
replaced with Share. Additionally, the Send
menu heading has changed to Share. Within
the Share menu, the command Send Using
E-mail is now Email.

MS Office 2013 Users:
1. Open the form to be sent.

2. Select the File tab.
3. Select Share.
4. Click Email.

5. Click Send Form & Template.

Forml - Info

Share

Share

Create PDF/XPS Document

Email

= Export to Web
3 P

N=t 1.
Send Form
& Template

LE: Export to Excel

Sending a single form via email (Continued) - ALL USERS:

After Step 5, InfoPath will open an email
header with the typical fields a user would
see in Outlook.

6. Enter the email recipient(s) and add the
subject, as appropriate. Proposals (and
applicable attachments) are to be sent to:

CIOPMOSubmission@state.ca.gov

(Note: A snapshot of the form will show in
the email body. This is not a working
version of the form.)

7. Click Send

8. If a message pop-up appears that the
form contains validation errors, review to
ensure all required fields have been
completed. Click Yes to send.

[ To... CI0 PMOSubmission; any.user@state.ca.gov
i cc...
_ Subject: 7502 Any Proposal
Introduction:

Pro[

Insert

W -

Home

w e ' s v B

: i=1 Send )AccountsT

0 - o & ¢

3 v B

& To... CI0 PMOSubmission; any.user@state.ca.qov
E cc...

Subject: 7502 Any Proposal

Introduction: |

i=l Send | Accounts~ % Options..

Microsoft InfoPath

This form contains validation errors. Errors are marked with either a re
!'_ (invalid values).

Do you still want to send it?

ves. D[ v
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Note: This action sends the current form
(.xml) and the form template (.xsn) as
shown.

Sending multiple forms via email
9. Follow steps 1 through 8 above.

10. Select “J ”, then “ U File...” to attach
multiple completed .xml forms. The “Save
and Send” performed in an earlier step
adds the form template to the email.

11. Once all files are attached, click Send.

_8---:-;i--1---|---2---|---3---

7502 Any Proposal

Stage 1 Business Anal

Home Insert

g—
: =1 Send Accountswm & v 8 v = [& Options. ~

@ To... |

[ cc Item...
Subject:
Attach... © Proposal XYZ.xml (12 KB); © FunToday.xml (12 KB);  7300-001 Testing.xml (:

Introduction:

Stage 1 Business Analy.

Email Recipient: Save Form(s)

1. The email recipient will need to right-click
on the .xml form(s), navigate to the
directory location where the file(s) are to
be saved, and click Save.

Note: Repeat this step for each form in
the email.

H_J S1BAbetaFiller.xsn (175 KB)

.|...2...|...3...

Stage 1 Business Anal
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Create a PDF Form Save and Print Version

Print completed form in PDF format

Open the form to print and from the File File re— r—
i [ save .
1. Select Print. Print
Save As
2. Click Print. _ _
[£5 Open Quick Print
Print the documen
& Close settings.
Info
Recent
Mew
. Preview and make
| = -
Save & Send ‘ printing.

3. Select Adobe PDF on the Printer Name
dropdown menu. - =

4. Click OK. Stage 1 Business Analy
Printer
Hame: \\mrespril\HQ-Xerox-WC7545 #2
Status: Ldemreeptl \HO-Xerox-WC7545 #4
S
Type:
Where: Microsoft XPS Document Writer
Comment: |Send To OneNote 2010
i Snagit 11
Print range Copt
@) All Number of copies: | 1 =
(C) Page(s) From: |1 =
To: |1 [T [7] Collate ﬂl ﬂl
[ Multiple Views Settings...
Preview ( oK ) [ Cancel
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5. Name the PDF document a unique PDF File As e '
flename. A recommended format is the k. » All b Labels < | 49 | Search Labels

“Org COde ShOI‘tname" Used fOl' the Organize ¥ New folder SEER 2]
InfOPath VerSIOI’] I . Favorites ‘: Name ° Date modified Type
B Desktop

No items match your search.

111

4 Downloads

6. Select Save.

<» RecentPlaces

. Libraries
. Documents
4. Music

. Pictures

v 4 1

File nanfe: 7502 Proposal XYZ

Save as type: | P!

# Hide Folders ‘ Save * Cancel

7. A PDF file will automatically open. Click Fle Edt View Window Heb 3
the Print icon e [Boen- [BERESDE 222k ET customize | 7}
' @ [1]ss] O | =) & | Tools | Fill &Sign | Comment

Stage 1 Business Analysis

1.1 General Information

51 Beta Version (Rev. 12/2014)

Ageney o State Entity Name:
Technology, Department of

Organization Code:

7502,
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