
Adding fields to forms

Go to “Settings”, “Database manager”

Then, select “Manage Fields”
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You will see a list of all possible fields.

By clicking on “show field id’s” you will be provided with the id-number of each field (which 
will make finding them back more easily). By clicking on the header of a column (ie “Name”, 
this column will be sorted in a (reverse) alphabetical way. Same goes for the “Label”-column.
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For example: if you want to add the Address of the bank to your form, use the provided field 
ID (in this case 1304).

Now go to “Manage forms”
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Then select the form needed (in this case “management form”)
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After clicking on “Management form”, select “edit fields and categories”
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On the right pane: select “General info” and “Add fields”
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Go to the “search field” box,and enter the field-id as you found it on a previous pages where 
all fields were listed. Press the diskette-icon to find the field according to the id-numberhe 
system will find your corresponding field. Press the “+”-symbol to add this field to the form.
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Next to the field name, you will see an arrow. By pressing this arrow, you will move the field 
up one level. In this way you can influence the way all fields are sorted/listed.
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Besides of searching for a field by entering the field-id, you can search for a field by entering 
a part of the field name. A list of fields containing a part of the search term in the fieldname 
will be listed. (as shown below)
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There is the possibility to select a field from a list of fields:

Notice the first 5 fields are preceded by exclamation marks. They are key fields used in the 
database as basic identifiers. These key fields cannot (!!!) be altered.Other fields can be 
modified.
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The fields with the red line next to it are fields which can be altered by you.
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Next are the fields which have 2 exclamation point in front of their field name. These fields 
are fields which are shared in between all EConsort instances.

Note that these fields, when searched fore, will have a “key”-icon next to their name. The key 
means that this field is locked, and thus their definition cannot be changed by you.
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