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      File >> New 

• Clicking on “New” opens pop-up box. 
• User may search & select new forms to add to the transaction. 
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      File >> New 

• Clicking on “New” icon opens pop-up box. 
• User may search & select new forms to add to the transaction. 
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      File >> Save  

• There are 3 ways to save your form. 
 

1. Save from the menu. 
2. ‘Save’ is also available from the icon toolbar. 

 
Note: The 'Save' selection is only activated if a change has been made 
to the selected form.  The user must move the cursor to another field. 
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      File >> Save  

3. Pop-up window: Save changes? 
 
• If the user forgets to click “Save” a pop-up window appears when the 

user goes to another screen. 
 
Note: This window only appears if a change has been made to the form. 
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      File >> Save To Hard Drive 

'Save to Hard Drive' downloads the form to the user’s hard drive. 
 
• A pop-up appears asking the user whether to Open, Save or Cancel 

the file. 
• Click the ‘Save’ button. 
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     File >> Save To Hard Drive 

'Save to Hard Drive' downloads the form to the user’s hard drive. 
 
• Another popup then asks where to save the file. 
• Browse to the location you wish to save and click 'Save'. 
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      File >> Save To Hard Drive 

'Save to Hard Drive' downloads the form to the user’s hard drive. 
 
• When the download is complete click the 'Close' button. 
• The file is now saved to your computer. 
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      File >> Print 

'Print' prints the selected form. 
 
• Available from the menu or the icon toolbar. 
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      File >> Exit Form Editor 

'Exit Form Editor' is available in both the toolbar and the icon tool-
bar. 
 
• Clicking on it returns the user to the previous page. 
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      Send >> Via Email 

'Via Email' emails the form in the editing screen. 
 
Note: There are different emailing options. 
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      Send >> Via Email 

'Via Email' emails the form in the editing screen. 
 
'Send Email as Attachment'. 
 

Includes the form as a PDF attachment 
• Enter the recipient’s name and email address. 
• Add a message. 
• Default is to include a Fax-Back Cover Sheet. 
• Click “Send Email”. 
• A pop-up screen appears confirming the email. 
• Click the “OK” button. 
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      Send >> Via Email 

'Via Email' emails the form in the editing screen. 
 
• Sample Email. 
 



15 
Copyright © 2009 Instanet Solutions. All rights reserved 

 

FORMS ON-LINE GOLD 
New Toolbar User Guide 

 
      Send >> Via Email 

'Via Email' emails the form in the editing screen. 
 
'Send Email as Link'. 
Note: A Fax-Back Cover Sheet cannot be included. 

Includes a link that will let the recipient view the form. 
• Enter the recipient’s name and email address. 
• Add a message. 
• Click “Send Email”. 
• A pop-up screen appears confirming the email. 
• Click the “OK” button. 
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      Send >> Via Email 

'Via Email' emails the form in the editing screen. 
 
• Sample Email. 
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      Send >> Via Email 

Recipient opens link to review the form. 
 
Note: No changes can be made to the form. 
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      Send >> Via Email 

'Via Email' emails the form in the editing screen. 
 
'Send Email as Link' & 'Allow recipient to make changes'. 
Note: A Fax-Back Cover Sheet cannot be included. 

Includes a link that will let the recipient make changes on the screen 
and return. 
• Enter the recipient’s name and email address. 
• Add a message. 
• Click “Send Email”. 
• A pop-up screen appears confirming the email. 
• Click the “OK” button. 
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      Send >> Via Email 

'Via Email' emails the form in the editing screen. 
 
• Sample Email. 
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      Send >> Via Email 

Recipient opens link to review the form and makes changes. 
 
• And then clicks the 'Save' button. 
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      Send >> Via Email 

When the user opens the form the changes are seen. 
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      Send >> Via Fax 

'Via Fax' faxes the form in the editing screen. 
 
 
 

A pop-up window opens 
• Enter the appropriate information. 
• Default is to include a Fax-Back Cover Sheet. 
• Click “Send Fax”. 
•  A pop-up screen appears confirming the fax. 
• Click the “OK” button. 
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      Send >> Via Fax 

Sample Fax-Back Cover Sheet. 
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      Send >> DocBox 

'To DocBox' converts the selected form to a document and places it 
in your DocBox. 
 
Note: Transaction Forms will be placed in the corresponding Transaction 
Folder. 
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      Format >> Font 

Allows the user to change the font in the fields. 
• Available from the menu or the icon toolbar. 
 
The font style, size and color can be changed for either every field on the 
form or just the current field. 



26 
Copyright © 2009 Instanet Solutions. All rights reserved 

 

FORMS ON-LINE GOLD 
New Toolbar User Guide 

 
      Format >> Font 

Example 1: 
 
• Changed style, size and color for entire document, click “Set Font Style”. 
• Pop-up window confirms selections. 
• Click the “OK” button. 
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      Format >> Font 

Example 2: 
 
• Changes style, size and color for a single field only. 
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      Format >> To Upper Case 

Changes the font in the selected field to all upper case. 
 
• Changes only the selected field. 
 
 



29 
Copyright © 2009 Instanet Solutions. All rights reserved 

 

FORMS ON-LINE GOLD 
New Toolbar User Guide 

 
      Format >> To Lower Case 

Changes the font in the selected field to all lower case. 
 
• Changes only the selected field. 
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      Format >> To Title Case 

Changes the font in the selected field to title case. 
 
• Changes only the selected field. 
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      Format >> Watermark 

Adds a watermark to the form in the editing screen : 
 
• Draft 
• Confidential 
• Remove Watermark 
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      View >> Zoom 

Adjusts the size of the form in the editing screen. 
 
• Available from the menu or the icon toolbar. 
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      View >> Go To Page 

Moves to another page in the form. 
 
• Available from the menu or the icon toolbar. 
• This is helpful for multi-page forms. 
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      Transaction >> New 

Creates a new Transaction and attaches the form. 
 

• Enter the new transaction’s name. 
• Select a transaction type. 
• Click the “Create Transaction” button. 

 
The transaction will now be created and the form will reload in the new 
transaction. 
 
Note: This option is only available to forms not already in a Transaction. 
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      Transaction >> Existing 

Attaches the form to an existing Transaction. 
 

• Select the transaction from the list. 
• Click the “Attach form” button. 
 
The form will reload in the selected transaction. 
 
Note: This option is only available to forms not already in a Transaction. 
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      Insert >> Clauses 

This feature allows the user to insert frequently used clauses. 
 
• Clauses can be created at the office or individual level. 
• Clauses are created in the Settings >> Clauses screen. 
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      Insert >> Clauses 

Step by Step 
1. Select the field for the clause. 
2. Select Insert >> Clauses. 
3. A pop-up screen will appear with available clauses, choose either. 
Personal or Office clauses. 
4. Select your clause by highlighting it. 
5. Click the “Add >>” button. 
6. The clause now shows in the selected clauses window. 
7. Click the “Copy To Form” button. 
8. Click “Yes” to the confirmation window. 
9. The new clause is inserted in the field. 
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      Help >> Online Help 

Selecting On-line Help opens Instanet’s on-line instructions web 
site. 
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      Help >> Live Support 

Clicking on the ‘Live Support’ link will connect you to interactive online 
support chat. 
 
• Monday – Friday: 9 am to 7 pm est. 


