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Using NASA Electronic Forms (NEF)
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All NASA forms, both Agency-wide and Center-specific, have been consolidated and now reside in a single repository called the NASA Electronic Forms (NEF) System.  

Using Desktop eForms With the NEF
Most of the changes to Desktop eForms are invisible to the user. In this new system, the form template, which carries a file extension of “itp,” remains at the forms repository, and is not downloaded to your desktop as was the case with previous systems. You may save forms that you have filled‑in to your desktop if you wish.  Such documents will have a file extension of “ifm.” 
When a form is opened or downloaded, Desktop eForms will check the form against its template on the NEF. If the form has changed in any way since last being opened, the software alerts you with a message asking whether to open the new form or use the previous version. In most cases, you will want to open the new form. Opening the new form will guarantee you receive the most recent version available, including small bug fixes and new editions. But remember, once the new form is accepted, the old version will no longer be accessible to you. (If this happens and you need to access the previous version, contact the IT Help Desk (202-358-HELP) for assistance.

Searching for a Form
Use a Quick Form Search when you know the number and type of form that you are seeking. 
Use the Advanced Search utility to locate a form by publication date, all or part of the title, or part of the form number. To access Advanced Search, click on the “Search” link directly above the Quick Form Search. (See the circle in the second screenshot below.)

Quick Form Search

The NEF system contains a search utility that allows you to search for both Agency forms and forms used at all participating Centers.
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The NASA Electronic Forms Systern (NEFS) is a suite of tools for filling out,
signing, submitting, archiving, and tracking electronic forms - all using your
desktop computer,

The NEFS uses a commercial software application from FileNet Corporation
called Informed Desktop eForms to access electronic form capabilities.

All users must install the NEFS software which includes a complete user
quide. Then look here for your favorite forms

Other NASA Centers Form Sites

GSFC » HQ » 15C
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To find a NASA form (NF), select the NEF radio button. To find most other forms used at Headquarters, including NHQ forms, Divisional (DIV) forms, Standard and Optional (SF/OF) forms, or miscellaneous forms, select the NHQ radio button. (See the arrows in the screenshot below.) Then enter the form number in the text box, and click the Find button.
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A list of forms containing your search criteria will be displayed. 
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Advanced Search

When a more detailed search is needed, use the Advanced Search feature. Click on Search in the menu bar located above the Quick Form Search field.
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This will open a larger search screen with specific fields.
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Advanced Search Criteria

Enter the criteria and click the Find button to return a list of all matching forms. Leave the fields blank (or al) to return a list of ALL forms in
system, electronic o not.

Center: [AiCanters =] Select a Center from the popup or AL to find all Centers,

Form Domai [AiDomaims =] Select a form domain from the popup or ALL to find &l domains.

Form Type: [aTpes = Select a form type from the popup or ALL to find all types.

FormNumber: [ Enter a form number (no characters) or leave blank to find &l numbers.

Title Contains: [ Enter a word from the form title or leave blank to find all titles

Form Status: IW[ Select & form status from the popup or ALL to find il statuses. .
Form Edition: 'WI W Select an edition month and year from the popup or ALL to find all editions,

ResetValues | [Find





In an Advanced Search, the Form Number: and Title Contains: fields will return the most specific information. Supplying information in the other fields can help narrow down the search.

Opening a Form
For the First Time

Go to the NEF system and search for your form, as described above. In the example below, the desired form is NF2, "Request for Blank Forms and Publications." Once the form is located, the following screen (the Matching Forms results page) will open:
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To download the NF2, click on the form prefix and number link (i.e., NF2) located in the first column labeled "Download." The following message window will appear on Windows systems:
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Choose Open, which will open a blank copy of the form in Desktop eForms. This option insures that you will be working in the current version of the form, inclusive of any bug fixes or new requirements. Please note that once you choose this option, the old version will no longer be accessible to you. If you need the previous version of a template for some reason, use Advanced Search to locate it, or contact the IT Help Desk for assistance.
To save a copy of your filled-out form, from the File menu of eForms, choose Save As, and specify where to store your filled-out form.

On Macintosh computers, the form will automatically download to the default location you have assigned for downloaded files, and the Downloads Manager will appear:
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Opening a PDF or Word Version of a Form

To download a PDF, click the corresponding PDF link in the column labeled "Other Format" at the far right of the Matching Forms results page. The form will open in Adobe Acrobat (pdf).

To download a Word document, click the corresponding Word link in the column labeled "Other Format" at the far right of the Matching Forms results page. The form will open in Microsoft Word (doc).

Opening the Form for the Second and Subsequent Times

Although starting at the NEF site is always the preferred way to open a form, you can open a form subsequent times using two other methods.

· Method One: You may open a previously filled-out version of a form from your desktop rather than returning to the NEF. Go to the folder where you saved the previously filled-out form and double-click on it. (The document will have an extension of “ifm.”) A dialog box will open asking if you want to open the new version of the form or use the existing version. Choose to open the new version so that the most recent edition of the form will be downloaded to your computer and any data you had previously filled-in on the form will be transferred to the new form.

· Method Two: Open Desktop eForms. A dialog box will open asking you to choose a template from the following distribution centers (DC):
· NEF_DC – contains all NASA forms (NF) and government-wide Standard and Optional forms (SF/OF);

· NHQ_DC – contains all NASA HQ forms (NHQ), Divisional forms (DIV), and miscellaneous forms.

Double-click the appropriate distribution center and choose the desired form template. A blank copy of the form will open.
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Windows dialog box



         Macintosh dialog box

You will find that there are very few differences between the previous forms system and the NEF.  If you have any questions regarding these instructions or any other forms matters, please contact Ellwood Annaheim at (202) 358-0830.
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