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What is NASA Electronic Forms (NEF)?
The NEF system is an electronic library of all Agency and HQ forms available via the Web and with electronic file transfer capability to other NASA organizations. It uses a software application called Desktop eForms to access electronic form capabilities.
What is Desktop eForms?
Desktop eForms is the software used on your desktop to access electronic form capabilities such as filling out, signing, submitting, archiving, and tracking electronic forms. All NASA forms, both Agency and Center-specific, are available in the NEF system.

Who can use eForms?
Any NASA employee with a NASA-issued ACES Windows computer or a Macintosh computer running OS 10.6 or earlier should have Desktop e-Forms software loaded. This allows a NASA employee to visit the NEF site, download a form, complete it using Desktop eForms, and send it as an e-mail.
	If this is not currently installed, or you do not have an ACES computer, contact the Enterprise Service Desk (ESD) for assistance.


Only the Forms Administration Team can create a new form, or update an existing form in NEF.
What is required to use NEF?
To take full advantage of NEF, ensure that you have the following:
· Windows computer or a Macintosh computer running OS 10.6 or earlier.

	The Desktop eForms application will not run on Mac OS 10.7 or later and cannot be installed on those systems. If you are running OS 10.7 or experiencing problems, use Adobe Reader and the PDF version of the form if there is one available.


· Internet connection

· Desktop eForms software 
	If this is not currently installed, or you do not have an ACES computer, contact the Enterprise Service Desk (ESD) for assistance.


How do I send a form via e-mail?
Desktop eForms’ electronic mail feature allows you to send a completed form to others using a number of e-mail packages.
	Your e-mail software must be opened before you can send a form via e-mail.


Windows Instructions

Using the Send feature in Desktop eForms:

1. Open the desired form using the Desktop eForms application.
2. Click the File menu and select Send.
3. Click To, Cc, or Bcc. Your address book displays.
4. Select the desired recipient.

5. Click To, Cc, or Bcc | Click OK.

6. Under the Send As field, select Desktop eForms package from the menu.
7. In the Subject field, enter a subject for the e-mail message. In the Message Body, field, enter text if desired.

8. Click Send to send the e-mail with the eForm as an attachment.
Macintosh Instructions

Using the Send feature in Desktop eForms:

1. Open the desired form using the Desktop eForms application.
2. Click File and select Send.

3. Do one of the following:

· Scroll through the Names on the left, and highlight the appropriate name. 
	All of your nicknames may NOT be properly displayed in the list.


· You may also type the recipient’s address in the Recipient Name block.
4. Click To, Cc, or Bcc, as appropriate.

5. Under the Send As field, select Desktop eForms package from the menu.

6. In the Subject field, enter the e-mail message subject.

7. Click Send.
8. Your e-mail package will send the message to the selected recipients.
How do I determine the Office of Primary Responsibility (OPR) of a form?
1. Search for the desired form using the online Forms Search engine.

2. Click on the Title of the form.
3. The OPR is listed on the next screen.
How do I request a new form, or edits to an existing form?
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.
How do I request/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.
How do I learn more?
Visit the Electronic Forms Web page: http://itcd.hq.nasa.gov/eforms.html


	For assistance installing Desktop e-Forms, 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).

For assistance with NEF, contact the Ames Help Desk at 650-604-2000, 7 a.m. - 5 p.m. PST.


This document is posted on the ITCD Web site at:  
http://itcd.hq.nasa.gov/faqs.html
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