


Help Using Forms
[bookmark: DropDownMenusHelp][bookmark: _Toc81990658][bookmark: _Toc88556660]
Pick List Fields
Click on the down pointing arrow at the end of the field to view the available options for selection.  There is a scroll bar on the right to allow you to scroll down to view more options in the list. Scroll down until you can see the option you require and then left click to select it.  Alternatively, if you know the option you require, you can begin to type it in the field and the list will show options that match what you type:

[image: screenshot of pick list field]

[bookmark: _Toc81990659][bookmark: _Toc88556661][bookmark: TextFormatHelp]Text Formatting
Left click anywhere in the box and start typing any information you want to enter here. If required, there are various formatting options for that can be accessed by clicking on the buttons at the top of the field.  To see what each button does, hover over the button with the mouse pointer and a tool tip will be displayed to show what that button does.

[bookmark: EnterAddressHelp][bookmark: _Toc81990660][bookmark: _Toc88556662]Entering an Address
Enter the postcode of your address in the postcode search field and click on Search:

[image: screenshot of address search button]

Another field will be displayed:

[image: screenshot of down pointing arrow]

Click on the down pointing arrow to view with all addresses that match that postcode:

[image: screenshot of sample addresses]

Left click on the correct address to select it. The address will then be displayed on screen:

[image: screenshot of address]

If the address is incorrect or needs to be removed, click on Clear address and a new location will be available to be selected.

If the correct address is not available to be selected from the list, click on the My address is not listed option, and the fields will be made available to be completed manually:

[image: screenshot of My address is not listed option]
[bookmark: _Toc81990661][bookmark: _Toc88556663]
[bookmark: DateFieldsHelp]Date Fields
Type in the date required with a dash between the day, month and year.  Alternatively, left click on the field and select the date from the calendar.  Navigate around the calendar using the arrows in the top right and left corners until the correct date is available.  Left click on the date to select it.
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Please select a locati i

Idox Health Blakenhall Park Bar Lane , Barton Under Needwood, DE13 8AJ

Medium Rare Ltd Blakenhall Park Bar Lane , Barton Under Needwood, DE13 8AJ

Mercer Farming Ltd Blakenhall Park Bar Lane , Barton Under Needwood, DE13 8AJ

Office 1 The Threshing Barn Bar Lane , Barton Under Needwood, DE13 8AJ -
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Address: Idox Health Blakenhall Park Bar Lane
Barton Under Needwood
DE13 8AJ
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