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ESS - Forms

1 Click "Dashboard"
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2 Click "My Forms"

3 Here you can view your previously submitted forms and their status. You may edit
a form if it has not yet been approved.
Click "Add"
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4 Click the "Form:" field.

Alert!
Please note that the forms displayed are based on your role.
The information shown here is from a test user.
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5 Select a form to edit

6 Click "Super Choice (SUPER.1)"
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7 Click "Next"

8 Click the drop-down menu to view the available types.
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9 Click "Choice of Fund"

10 Here you can see the number of pages available for viewing.
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11 Click Next to move to the following page.

12 Fields marked with a red line on the right are mandatory. Fields without this
indicator are optional.
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13 Click "Cancel form Page 2 of 2 Back Print Save Submit"

14 Once you have entered the information, you can use the buttons below to submit,
save, print, back, or cancel the form.
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15 After submitting your form, a pop-up message will confirm that it has been
successfully submitted.

16 To view your previous forms, select any form from the list. You may edit it if it has
not yet been approved.


