Saving an Online Form
[image: image1.png]SAVE| | NEXT | CANGEL



Many of our online forms offer a ‘Save’ facility, allowing you to start filling out a form and then return back to it later for completion. Whenever you see the [image: image15.png]There is a previously saved instance of this form. Please click the "New Form’ button if you want to fil in a new form or choose from below
to continue fillng in a saved form. | NEWFORM
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 button at the bottom of the form, this function is available (see figure 1). 

1. If you wish to save the form you are currently filling in, you need to click on the [image: image2.png]SAVE| | NEXT | CANGEL



 button.
2. [image: image10.png]‘You have chosen to save your partially completed form Job Application



When doing so, a window will appear with 3 options: Return to Form; Create New Account; Use Existing Account; (See figure 2)

3. By clicking on[image: image3.png]‘You have chosen to save your partially completed form Job Application



, you will return back to the form for completion, but the form will not be saved. 
4. In order to save the form you must either click on either [image: image4.png]‘You have chosen to save your partially completed form Job Application



 or [image: image5.png]‘You have chosen to save your partially completed form Job Application



. 
Use Existing Account
1. If you have previously created an account with AchieveForms, then you just need to enter your Username and Password and click [image: image6.png]Please enter your details

Username:
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. 
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2. Once you have logged in, your form will then be saved and you will be given a reference number (see figure 4). You will also receive an email to your registered email account, confirming the form has been saved and a link (URL) to your saved form. 
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Create New Account
1. If you have not previously registered with AchieveForms then you need to click on [image: image7.png]‘You have chosen to save your partially completed form Job Application



.
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A new screen will appear:

3. Enter your name; a valid email address and password. (Please note: these fields are case sensitive). Under the Data Protection Act, your details will be used solely for the purpose of saving the form and will not be passed on. 

4. When you have entered your details, click on the [image: image8.png]Please enter your details
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 button.

5. You will then be informed that your form has been saved and a reference number will be given to you (see figure 6)

6. You will also receive an email stating your form has been saved and a link (URL) to the form will be given. 
7. Click ‘Continue’. 
8. You will then be taken back to the ‘Online Services’ screen on the Southend Borough Council website. 

How to retrieve your saved form
1. When you return to the form using the link (URL) sent to you in the email, you will be presented with either the user login screen (see figure 7) or you will be taken straight to the Saved Forms screen (see figure 8). 
Or:


2. On the ‘Saved Forms’ screen (figure 8), you will be shown details of your saved form, such as the date the form was created; form reference number and the status of the form. You are also given the option to either ‘Delete’ or continue to ‘Fill In’ your saved form. 
3. If you wish to start again and complete a new version of the form, then click on the [image: image9.png]There is a previously saved instance of this form. Please click the "New Form’ button if you want to fil in a new form or choose from below
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button. 

4. If you choose to continue to ‘Fill In’ the current form, then you will be taken to the beginning of the form where you can read through the pages you have previously completed and make any amendments. 
5. You can re-save the form again at any time. Each time you save the form you will receive an email confirming that the form has been and be given a link to your form. 


Frequently Asked Questions

1. How do I know if my form has been saved?
When your form has been successfully saved, a message will appear on screen showing you a reference number for the form. An email will also be sent to you with a link (URL) to the saved form.

2. Why do I need to provide my name and a valid email address?

This is so we can email you to confirm your form has been saved and to give you a link to your saved form. Also your name as well as your form reference number that you have, will make it easier for use to identify you in any future correspondence. 

3. Are my details safe?

Yes. Under the Data Protection Act 1998, Southend-on-Sea Borough is the Data Controller (the holder, user and processor of data) for the information you give us. Therefore we will only use the information to carry out tasks we need to do for the job shown in the title of the form, to carry out our official business and to stop fraud or crime. 

4. Do I need to keep my reference number?

We recommend you make a note of your reference number, as it helps us to identify you in any future correspondence. 

5. What happens if I forget my password?

On the login screen, if you click on ‘Forgot your password?’ you will be asked to enter your email address that you registered with. You will then be emailed a link to a page where you can change your password and log in with your new password.

6. What is the benefit of saving my form?

The main advantage is that it allows you to complete the form in your own time and at your own pace. Some forms can take a while to complete and the ability of saving the form and coming back at a later date to complete and review the information is often more convenient. 

Also if the form has been left for a long period of time and is not being completed, it can ‘time-out’ and all information will be lost. If you are not completing the form for a period of time, it is recommended that you save the form and prevent the loss of inputted information. 

7. How do I retrieve my saved form?

To retrieve your saved form, you need to click on the link (URL) you received in your email. This will take you to either the user login page or the Saved Forms page. From the Saved Forms page you can continue completing your form.

8. Do I have to create an account to save my form?

Yes you do need to create an account in order for your form to be saved, so that you can be recognised and your form can be retrieved.  

9. Once submitting the form, will my form still appear on the ‘Saved Forms’ screen?

Once the form has been submitted, it will no longer appear on the Saved Forms screen and will not be accessible for any amendments. 
Figure � SEQ Figure \* ARABIC �1�: The 'Save' button can be found in bottom-left corner.





Figure � SEQ Figure \* ARABIC �2�: Initial window that appears when ‘Save’ is clicked on.





Please note: Both Username and Password are case sensitive.





Figure � SEQ Figure \* ARABIC �3�: User login screen





Figure � SEQ Figure \* ARABIC �4�: Confirmation of saved form and reference number.





Figure � SEQ Figure \* ARABIC �5�: Creating a new account screen.





Figure � SEQ Figure \* ARABIC �6�: Confirmation of the saved form and the reference number.





Figure � SEQ Figure \* ARABIC �7�: User login screen





Figure � SEQ Figure \* ARABIC �8�: Saved Form details screen





Please note: When you click ‘Submit’, the form will no longer appear on the ‘Saved Forms’ list. 
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