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Introduction

All NASA forms, both Agency-wide and Center-specific, reside in a single repository called the NASA Electronic Forms (NEF) system.  NEF is a suite of tools for filling out, signing, submitting, archiving, and tracking electronic forms. It provides access to all public and internal NASA and Center forms. NASA's eForms solution is Adobe LiveCycle Enterprise Suite 4. 

This document provides steps for searching, opening, completing, and saving a form. For more information on the NEF program, visit http://itcd.hq.nasa.gov/eforms.html.

Requirements

· To access NASA internal forms, you must be connected to the domain.

· Forms that are in PDF format will open in Adobe Reader X or higher. 
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Searching for a Form

To search for a form, follow these steps:

1. Go to the NASA Electronic Forms  (NEF) page.  
2. Determine whether you will perform a regular search, or use the Advanced Search utility.  
	Search Type
	Description

	Regular Search
	Use when you know the number and type of form that you are seeking. The NEF system contains a search utility that allows you to search for both Agency forms and forms used at all participating Centers.

	Advanced Search
	Use when a more detailed search is necessary. This utility locates forms by publication date, all or part of the title, or part of the form number.


Regular Search
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To perform a regular search:
3. From the Select one or more centers menu (shown above), select each center one by one, as appropriate. 
4. Enter the form number in the text box | Press enter or click the search icon  [image: image1.png]


 . 
A list of forms containing your search criteria displays.

Advanced Search

To perform an Advanced Search:
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Directly above the text box, click the go to advanced search link. 
The Advanced Search Criteria screen appears.
6. Depending on how detailed you want the search to be, enter the appropriate criteria | Click Search.  
	· In an Advanced Search, the Number: and Title: fields will return the most specific information. Supplying information in the other fields can help narrow down the search.

· To locate ALL forms for a particular center, indicate the Center, and then leave the remaining fields blank.


A new page appears with a list of all the documents that matched your criteria.
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Determine Office of Primary Responsibility (OPR)

To determine the Office of Primary Responsibility (OPR) of a form, follow these steps: 

7. Search for the desired form as described above. 
8. Contact the NASA Electronic Forms Administration Team from the Center listed in the Center column. They will provide you with the correct OPR.
Open, Complete, and Save a Form
To open a form, follow these steps:
9. Go to the NEF system and search for your form as described above.

10. From the list of matching forms, locate the form you want and click the link. 
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A blank copy of the form opens for you to complete.

	· Forms labeled PDF must be opened in Adobe Reader. Depending on your browser you may need to download the form as a file (right-click) and open from within the Reader application. 
· Those labeled PDF-LC will take you to the Adobe Forms Workspace and open in your browser. Eventually all forms will be handled this way.


11. To save a copy of your completed form (with .pdf extension), From the File menu of the Adobe Forms Workspace, select Save As | Specify where to store your completed form. 
The Save as type: should already be set to Adobe PDF Files (*.pdf).
Request New or Update Existing Form
Only the Forms Administration Team can create a new form, or update an existing form in NEF. The NEF service provides design, production, publication, and maintenance of agency and HQ forms in electronic format. To submit a request for a new form or to update an existing form, contact the HQ Forms Administration Team at 202-358-0621.
Order hard copies of a blank form
Submit NASA Form 2 – Request for Blank Forms and Publications to the Goddard Warehouse:

Mail your request to:

NASA Goddard Space Flight Center

Mail Code 279, Supply Branch

Greenbelt, MD 20771

Or, fax your request to (301) 286-0348.
	For assistance, contact the Enterprise Service Desk (ESD): Submit a ticket online at esd.nasa.gov, or call 358-HELP (4357) or 1-866-4NASAHQ (462-7247).


This document is posted on the ITCD Web site at:

http://itcd.hq.nasa.gov/instructions.html
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