C“C!’FORMS Transferring Responses and Comments

1. On your PC go to My Documents (or Libraries> Documents) then My Clickforms, double click on the
Responses folder to open.
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2. Go to Edit and select from the dropdown options “Select All”.
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3. Right click on one of the highlighted areas and select the storage media i.e. CD-R, DVD, USB
Flash Drive, etc.

| FileManager k
Open With 3
E-rnail with ‘ahoo!

Scan For Viruses

(2] Compressed (zipped) Folder

Cut @ Desktop (create shortout)
Copy ) Mail Recipient
Create Shorkout D My Dacurnents
Delete (2, CD-RWY Drive (D)
Rename

% Removable Disk (F:)
Properties

g Local Disk {G:)

E!FIADFDI;ID Bradford Technologies, Inc.
302 Piercy Road, San Jose, California, 95138 ® 1-800-622-8727 @ fax 1-408-360-8529 ® www.bradfordsoftware.com



http://www.bradfordsoftware.com/

C“C!’FORMS Transferring Responses and Comments

4. Or, go back to Edit and select Copy.
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5. Close the Response folder, (if you selected Send To, skip this step and go to step # 6) Open
the storage media, go to Edit and select Paste.

6. Insert or connect your storage media to the New PC, then Open Windows Explorer or My
Computer and Browse to and open the storage media, go to Edit, Select All, go to Edit again and
select Copy. Close the storage media

7. Go to My Documents, My Clickforms, right click on the Responses Folder and select Paste, you
will receive a prompt to replace the existing files, click on Yes.

You have now successfully Copied, Backed up or Transferred your ClickFORMS Standard
Responses/Comments.

Additional References
Whether you're Copying or Transferring your Standard Responses\Comments, Reports, Templates or
Databases the procedure is the same with each going into their own respective folders.
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