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Subscribing to NetE-nable for the First Time

1. Open ExpertScan and click on the NetE-nable menu option.
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2. Click on the NetE-nable Subscription... menu item and follow the instructions in the dialog box.

ExpertScan NetE-nable Subscription [‘SZ|

Subszcriber [0
[ 1801-ED 40-4B16-48FF-9EA3-ED1A-7834-50C5 |

Before uging the MetE-nable capabilities, you must
purchase a subscription from Autal ata Systems.

If paw waould ke to subscribe, pleaze record the
Subszcriber D sbove and contact the AutoD ata
Systems Sales Department.

Tall Free: [800] 662-2132

Fawx: [952] 938-4693
E-mail: zalesx@autodata com

LCopy Subscrber ID




3. Immediately e-mail sales@autodata.com or phone AutoData at 800-662-2192 and provide the
Subscriber 1D number you copied. An AutoData representative will e-mail or phone you, verifying
that your Subscriber ID number has been received and that your NetE-nable Software License is
operational.

NetE-nabling a Form
1. Open the form you want to NetE-nable.
Note: The form must be saved before it can be published to the Internet by the NetE-nable Wizard.
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™ ExpertScan with NetE-nable " | .
Health Plan Member Survey

Thank you for completing this survey. We strive to provide you with excellent service. Your candid responses to the
following questions will help us serve you better. Please type the appropriate responses in the fields provided. Clicking on
"Mext" will allow you to move to the next page and "Previous” will allow you to return to a previous page. Once you have
completed the survey click on "Submit”, located at the bottom right of the last page.

Pigage Note: Thisls a sampie sunvey. Therefore, figlds are nof required fo be filied oul and data
submitted is nof saved.

[ARICIDEIFIGIET VK LIMINICIPQIRISTTTUVIWIX Y Z[ol 1 [2]3[H]56[7]8]9]

If you will permit us to contact you about this survey, please complete the section below. If you would like this
survey to be anonymous, please leave this section blank and continue on to the next section.

MAME

ADDRESS

STATE hd
Form [D: BS1 Mode: Locked JAE spertScanhS amplesi\Health Plan Survey.esd B/AA2007 Tao B/4/2007

2. Click on the NetE-nable menu and choose NetE-nable Wizard...



3. After the NetE-nable Wizard Introduction dialog box appears, click Next.

¥ NetE-nable Wizard Introduction

The MetE-nable Publisher YWizard will help vou to create a new MetE-nabled form or update an
existing MetE-nabled Form based on the currenthy loaded ExpertScan Form.

Click Mext to continue,

Help Cancel | | Mest » | |

4. In Step 1, enter the dates during which the NetE-nable form will be available on the web.

Note: Web data can be downloaded anytime between the open date and up to 30 days after the
close date.

ZNetE-nable Wizard Step 1 of 4

Pleaze zelect the Open and Cloge Dates for pour MetE -nable form. This iz the time penod that
the form will be available on the Internet. v'ou will be able to retrieve the data at any time up to
thirty days after the Cloze D ate.

Click Mest to continue.

Open Date Close Date

54452007 - 124312007 -

Help Cancel ¢ Back




5. Step 2 allows for creation of an optional Welcome Message to be displayed on the first page of the
NetE-nabled form. Click the Edit button to create a custom welcome message. For help on editing
the welcome message, please see Creating and Editing a Welcome Message. If no welcome message
is created, the person filling out the form will go directly to the first page of the form.

ZNetE-nable Wizard Step 2 of 4

‘fou may display an optional Welcome Message on the first page af yaour NetE-nabled Farm,
Click the Edit button to create or edit the Welcome Message text,

Click. Mext to conkinue.,

Help Cancel | < Back |

6. Step 3 allows for creation of an optional Thank You Message on the last page of the form. Click the

Edit button to create a thank-you message. For help on editing the Thank You Message, see Creating
and Editing a Thank You Message.

£ NetE-nable Wizard Step 3 of 4

ou may display an optional Thank ¥ou Message on the last page of wour MetE-nabled Form.
Click the Edit button to create or edit the Thank You Message bexk,

Click Mext ko continue,

Help Cancel < Back




7. In Step 4, enter the e-mail address of the person who needs to be informed if there are any issues with
the NetE-nabled form. This e-mail address is usually that of the form creator or administrator.

Z|NetE-nable Wizard Step 4 of 4

Flease bvpe vour e-mail address, If there are any problems wikth the NetE-nabled Farm, a
message will be sent to this address,

Click. Mext to conkinue.,

E-mail address

example@example, com

Help Cancel | ¢ Back | Mest » | |

8. Click Next. The NetE-nable Wizard Finished dialog box will appear. Click Finish to publish the
NetE-nable form to the Internet.

| NetE-nable Wizard Finished

The MetE-nable \Wizard has collected all of the necessary information o publish wour
document ko the MetE-nable 'Web Server,

Click. Finish ko publish the Web Farm.

Help Cancel < Back Eirish




9. A message box will indicate that the NetE-nabled form has been published to the Internet
successfully, and will give you the opportunity to view it.

Note: It is a good idea to view the form to make sure it is as you expected.

ExpertScan X

. | ,) The form was published successfully, Do you want ko vies it now?

o |

10. NetE-nabling the form is now complete.

Creating and Editing a Welcome Message

1. In Step 2 of the NetE-nable Wizard, click the Edit button.

ZINetE-nable Wizard Step 2 of 4

‘fou may display an optional Welcome Message on the first page of your NetE-nabled Form,
Click the Edit butkon to create or edit the Welcome Message text,

Click Mext ko conkinue,

Help Cancel < Back D Hest |




2. Type your welcome message in the Welcome Message dialog box.
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3. For help editing text, see the ExpertScan Help topic Working with Element Text.

4. When finished, click OK to return to the NetE-nable Wizard.

Example:
Zl Welcome Message
LDed s828 B 7 U =

[Maiandia GO x| 12 = Fontcolor
Welcome to the Expertscan with NetE-nable Survey!

[

Please think carefully about the questions and answer honestly.

third party.|

dil

The data we collect is anomymous and s for research purposes only. [t will not be shared with any

LCancel

Help




Creating and Editing a Thank You Message

1. In Step 3 of the NetE-nable Wizard, click the Edit button.

ZINetE-nable Wizard Step 3 of 4

‘fou may display an optional Thank You Message on the last page of your MetE-nabled Form,
Click the Edit button to create or edit the Thank You Message text,

Click. Mext to conkinue.,

Help Cancel | ¢ Back |

2. Type your thank-you message in the Thank You Message dialog box.

3. For help editing text, see the ExpertScan Help topic Working with Element Text.

4. When finished, click OK to return to the NetE-nable Wizard.

<1 Thank You Message
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Example:
DEHE @28 BT U === v o | Y '
[Mtandra GD =l 13 =] Fontcobr

Thank you for finishing the ExpertScan with NetE-nable Survey!

The information that you have provided us is very helpful.

Help

LCancel
_Hep |

Updating a NetE-nabled Form

1. After changes have been made to the form in ExpertScan, rerun the NetE-nable Wizard to update
the published form.
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E-mail Account Settings
Note: Before sending e-mail invitations, you must set your e-mail settings.

1. Click on the NetE-nable menu and choose E-mail Settings...

2 E-mail Account

General l Outgoing Server

Erter the name to appear in the "From' field of pour outgoing invitations. This may be a
person's Name ar a Company Nanme.

Fram Mame: [Required]
|Yn:nur M armne

Enter the e-mail addrezs to appear in the "'From" field of your outgaoing invitation,
From Addrezs: [Required]
|e:-:ample@e:-:ample.c:n:|m

Enter an optional e-mail addrezs to uzge in the "0pt Out* link of pour outgoing
invitations. Uze thiz to specify a separate account to receive "Unsubscribe'’ requests.

Opt Out Addrezz: [Optional]
|e:-:amp|e@e:-:ample.cum

ok | Cancel | Help |

2. Under the General tab, in the From Name field, type the name of the person/party sending the e-
mail invitations. The From E-mail Address field requires the e-mail address of the person sending
the e-mails to the various recipients. If the Opt Out E-mail Address field is different than the From
E-mail Address, type it in this field. The e-mail address in this field will receive “Unsubscribe”
requests.

11



3. Under the Outgoing Server tab, type the name or IP address of your mail server in the Outgoing
mail server (SMTP) field as well as the port number in the Port field. (If you do not know these
settings, contact your network administrator.)

2 E-mail Account

General Jutgoing Server l

Outgaing mail zerver [SMTP]: Part:
a5 f# Create a zimple log file

|smt|:u.|:uutg|:uing.-:|:|m
(" Create a detailed log file

[v My outgoing server requires authentication,

Accaunt Hame: Paszward:

xxxxxxxxx

|E wample

Iv Femember Paszword

(] | Cancel | Help

4. Inthe Account Name and Password fields, type the user name and password for your mail account
(if authentication is required)

Note: It is recommended that the Create a simple log file be kept as the default unless you are told
otherwise by AutoData technical support.
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Sending E-mail Invitations
1. Open the form for which you would like to send e-mail invitations.

2. Click on the NetE-nable menu and choose E-mail Invitation Wizard...

<1 E-Mail Invitation Wizard Introduction

The MNetE-nable E-mail Wizard will help wou create and send e-mail invikations ko people you
would like to fill out wour MetE-nabled Form.

The wizard will send an invitation to each address in an Access Database, an Excel
Spreadsheet aor a Text File,

If barcodes are present on wour Form, you may specify additional database Fields to merge
with Ehem,

The Wizard will create a link to vour MetE-nabled Form and a link to opt out of Future
invitations, and will insert therm within your invikation kext,

Cancel | | Hest »

3. After reading through the first screen, click Next.
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4. Inthe From Name field, type the name of the person/party sending the e-mail invitations. The
From E-mail Address field requires the e-mail address of the person sending the e-mails to the
various recipients. If the Opt Out E-mail Address field is different than the From E-mail Address,
type it in this field. The e-mail address in this field will receive “Unsubscribe” requests.

£ E-Mail Invitation Wizard Step 1 of 5

Enter your name or wour company name in the From Mame text box, Enter a valid e-mail
address in the From E-mail Address text box,

If wou want Opk Ouk requests to be sent to a different e-mail address, tvpe the address in
the Opk Quk E-mail Address kextbox,

Click Mext ko continue.

From Mame: (Required)
|‘r'|:|ur Mame ar Company Marme

From E-mail Address: (Required)
|Example@CDmpany.cDm

Opt Qut E-mail Address: (IF different than the From E-mail Address abowve)

|Example@CDmpany.cnm

Help Cancel ¢ Back Meut »

5. Click Next to continue.
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6. Step 2 displays the subject and body of the e-mail invitation. If the two fields are blank or if they do
not contain the text you want to send, click Edit. Otherwise, click Next and skip to number 11 of
these instructions.

<1 E-Mail Invitation Wizard Step 2 of 5

Click the Edit button ta edit the [nwvitation T ext and Subject Line.

Subject:

Help Cancel | < Back | MHest » | |

7. Type the subject in the Subject box and then type the e-mail body text in the large white space.

Ecmai[Mpyitation (=13
D Hd $52@ B 7 U == o a|% (@3

|Times Mew Roman j |12 j Fort Color

Subject:
|Greeting$, please take our survey!

Since you are a valued customer of ours, we request vour feedbacl] on jour services. Below you will
find a link to a short survey. Thank you from the whole team for begng & loval customer.

[Link Placeholder] <

If vou wish to be taken off our mailing hst for these surveys m the future [please send an e-mail to:

[Cpt Cut Placeholder]

<«

Wiew in Browser
Send a Test E-mail LCancel
Help
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8. The body text must contain a [Link Placeholder] and an [Opt Out Placeholder], both of which can
be placed with the icons shown above.

9. After you have typed the e-mail content, you can view the body of the e-mail in your default web
browser by clicking on View in Browser and/or you can send a test to a desired e-mail address
(shown below) by clicking on Send a Test E-mail.

Send a Test E-mail

Erter an e-mail address to send the test ressage.

Cancel

|Me@EDmpan_l,l.u:u:um

10. Once you are satisfied with the content of your e-mail invitation, click OK to return to the E-mail
Invitation Wizard.

11. Click Next to move to the next step.

12. In Step 3, enter the appropriate information for each field. Reference the table below for
information about the various fields.

<1 E-Mail Invitation Wizard Step 3 of 5

Browse ko an Access Database, Excel Spreadsheet or Text File to use as wour Data Source,
Select the Table and the Field that contain recipient e-mail addresses, and optionally a Field
that contains their names, From the drop-down list boxes,

Select which records to merge.

Click. Mext ko conkinue.
[Data Source:

|J:HSW.-’-‘-.F"\pecuple.mdb Browsze. .

Table Marmne:

|F'eu:||:|le j |

E-mail &ddrezz Field: [Required] M ame Field: [Optional]

|E-mail j |Name ﬂ
Recards Ta Merge
(v Al Becords =

" Records From: | to |

Help Cancel | < Back Mest »
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Field Title Value

Data Source: Browse to an Access database, Excel
spreadsheet, or Text file that contains a list
of addresses for the invitations.

Table Name: Select the table that contains the list of e-
mail addresses.

The First Row of the Table Contains If this box is checked, the first row of the

Column Names table will be used as the fields names.

E-mail Address Field: (Required) Choose the field or column that contains
the list of e-mail addresses.

Name Field: (Optional) You have the option to include the field or

column name that contains a list of names
corresponding to the e-mail addresses.
Records To Merge In this section you can choose to send the
e-mail to All Records, meaning every e-
mail address, or only Records From a
subset of records.

13. Once you have filled in all of the required information, click Next to continue.

14. If you have barcode fields on your form, you will see the step below. If you do not, then skip to
number 18 of these instructions.

£ E-Mail Invitation Wizard Step 4 of 5

You have the option ko merge database fields with barcodes on wour Form. The data from the
merged figlds will be inserted inko wour local database when wou retrieve daka from the
MetE-nable server, IF you do not merge a barcode, the current value will be inserted.

To merge a barcode, select the Barcode Mame and the Merge Field From the drop-down list
boxes and click the Add buttan,

To remove a merged barcode, select the BarcodefMerge Field pair from the list and click the
Remowe button, Click the Clear All button to remove all of the BarcodeMerge Field pairs From

the list.
Click Mext bo continue.
Barcode Mame: kerge Field:
400 | |E-mail
Barcode Name | Merge Field

Help Caricel | < Back |

15. On this screen you can merge data with the barcode field(s) on your form. This is helpful if you
would like to track who is filling out the form, where they are located, etc. This step is optional.

17



16. In the Barcode Name drop down list, choose the name of the barcode to merge, and in the Merge
Field drop down list, choose the field or column name that has the data to be merged with the
corresponding barcode. After these fields are filled in, click Add. Continue this process for each
bar code.

17. Click Next to continue.

18. In Step 5, the Wizard will check the data in your database, spreadsheet, or text file to ensure it is
valid.

<1 E-Mail Invitation Wizard Step 5 of 5

This step will kest the inkeqgrity of wour Data Source,
&l e-mail addresses will be checked For proper Formatting.
If Recipient Mames were selected to be merged, they will be checked For missing data.

If Barcode elements were selected ko be merged, they will be checked For missing data and
illegal barcode characters.

If any problems are found, a list of errors will be generated and displaved. You must fix all of
khe prablems before you can maove ko the next step and send your e-mail invikakions,

Click Mext ko continue,

Help

19. Click Next to check the database, spreadsheet, or text file.

20. If there are any errors, the following message box will appear. Click Yes to view the log. You must
correct the errors before you can send your invitations.

ExpertScan
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21. If there are no errors the E-mail Invitation Wizard Finished screen will appear. Click Finish to
send the e-mail invitations.

-

L4 E-Mail Invitation Wizard Finished

The Data Source inkegrity test completed successfully,

The MetE-nable E-Mail Invitation Wizard has collecked all af the necessary infarmation ko
send your invikations,

Click. Finish ta send the invikations.

Sending [nvitation 18 of 30

Cancel Send
Help Cancel | < Back | |

22. A progress bar will appear showing you the progress of your e-mails.
23. You may cancel the process of sending e-mails by clicking on the Cancel button.

24. When the process is completed, a message box will appear indicating the number of e-mails sent. If
errors occurred, a message box will appear indicating the number of errors.
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Retrieving Data
1. Open a previously published form.
2. Choose Check NetE-nable Server For Web Data from the NetE-nable menu.

3. The Retrieve Data from NetE-nable Server message box will appear.

Retrieve Data From NetE-nable Server

Check |

“Web [D: 46544842-350B-469C-8430-E BARZTFESA1E Statusz

4. Click on Check.

5. A new window will display the number of unretrieved records on the NetE-nable server. Click Yes to
retrieve the records.

ExpertScan

'\.,_:"?/- There are 13 records on the MetE-nable Server. Do you wank ko retrieve them now?

6. A message box will indicate the number of records retrieved. Click the Close button to close the
Retrieve Data dialog box.

Note: At this point the data has been written to the local database exactly as if it had been scanned.
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NetE-nable Form Properties and Finding Your URL

1. Open a NetE-nabled form and under the NetE-nable menu choose NetE-nable Properties.

MetE-nable Form Properties §|

i Metk -nable Properties l Wwelcome Meszage ] Thank You Meszage ]

Publizh Date Open Date Close Date

Web I1D: 45544AA2-3508-469C-8A3D-ESAG2FFEIS16
URL: hitp:hswee. expens can. autodats. com/Default aspxfwebid=455 4 44482-

E-mail Address

Capy LIRL ol | ;an.:e|| Hel |

2. This dialog box shows the properties of the NetE-nabled form that has been published to the Internet.

3. The following information can be found under the Web Properties tab.

Publish Date Shows the date that the form was last
NetE-nabled.

Open Date Shows the first date that the form will be
available online.

Close Date Shows the last date that the form will be
available online.

Web ID This is the unique ID number for the NetE-
nabled form.

URL This is the web address of the NetE-nabled

form. You can create a link to this on your
own website or paste it into an e-mail if
you use your own e-mail program to send
invitations.

E-mail Address This is the e-mail of the person to contact if
there is an issue with the form.

4. Click on the Copy URL button to copy the URL for the NetE-nabled form.

5. Under the Welcome Message and Thank You Message tabs, a preview of the welcome and thank-
you pages can be found.
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