SEAMLESS DOCS WORKFLOW HELP

MANAGING SUBMITTED FORMS

NAVIGATE TO FORM & Sign into the Seamless Forms Lobby (this is a different area than the one
SUBMISSION you used to check on in progress form).

e Click on “Shared with me” in the left-hand menu
e Click on the form name to open a list of submissions

e Click on the submission you would like to manage; you will see a detail
panel that opens to the right
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HOW TO ADD A TAG e Under the Tags/Stages in the Submission Details section, Click on “Add”

Submission Details

Signature Status

e Choose one of the existing tags shown:


https://kerncounty.seamlessgov.com/lobby

Submission Details

Mot feasible - vol notified
Thank you letter completed

Thank you letter in progress

e The tag will now be displayed in the Tags/Stages section for that
submission.

HOW TO REMOVE A TAG e Open the Detail panel and click on the tag you would like to remove
e Click the small “x”” at the top right-hand corner of the tag

Submission Details

lags/Stages

Thank you letter in progress X

Mot feasible - vol notified

Thank you letter completed

e The tag will no longer display

HOW TO CHANGE A TAG e Remove the unwanted tag & add the new tag using the above instructions.
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