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 Forms - Creating PDF’s Jul-23 
 

To create a PDF for a template form, navigate to Administration/Templates/Forms and open the required form. 
 

 

1. Click   PDF View. NOTE: you will need to wait until the ✓ Lock button goes blue. 
This may also take a while to create, depending on the number of widgets and complexity of your form. 

2. Alternatively click DESIGN FORM. 
 

 

 
 

 

3. Click  Preview – top left. 

4. Along the bottom click  Print. 

5. Click Generate PDF. 
 

 

 
 

  

6. Change the Page Size as required. 

7. Click Print. 

8. The download will pop up in the top right corner of your screen. 
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NOTES:  
 

• You might need to check that a default PDF reader has been set on your computer. 
 

 

• For Locked template forms you can also go to the Documentation menu. 

• Open any item and click on the download button  .  

• As per above this will pop up in the top right corner of your screen. 
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