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Log In 
1. Open your browser and go to your instance URL. 

2. Enter your username and password. 

 

3. Click the Log In button. 

TIPS 

 Check the Keep me logged in box to remain logged in. 
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Show Password 
1. If you are having difficulty logging in, click SHOW to display your password. 

 

2. Click HIDE to mask your password. 
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Forgot Username 
1. If you are having problems logging in, click Forgot Username to verify the correct user name. 

 

2. Enter the email address associated with your user account. 
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3. A success prompt will indicate that if the user account is valid, the system will send the user name to 
the email address on file. Click Return to login page and check your email for the user name. 

 

Forgot Password 
To reset your password, follow the steps below: 

1. To reset your password, click Forgot Password. 

 



 
 

Response Admin Configuration Guide 5 Rev:  6/24/2019 

2. Enter your user name or email address associated with your user account and click the Reset 
Password button. 

 

3. Wait for the notification that an email was sent to the email on file, and then click the Return to 
login page link. 

 

4. Check your email for the temporary password and follow the log insteps above. 



 
 

Response Admin Configuration Guide 6 Rev:  6/24/2019 

User Menu 

Security 

User Information 

1. Click on your user name icon dropdown and choose Security. 

 

2. On the User Information tab, update your Logon Email Address and/or Contact Email Address, and 
then click Save. 
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Change Password 

1. Click on your user name icon dropdown and choose Security. 

 

2. Go to the Change Password tab. 
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3. Enter your Current Password, New Password, Confirm Password, and then click Change. 

 

Permissions and Restrictions 

1. Click on your user name icon dropdown and choose Security. 

 

2. Go to the Permissions and Restrictions tab where you can see viewing restrictions enforced by your 
account administrator. 
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Profile 

Contact Information 

1. Click on your user name icon dropdown and choose Profile. 

 

2. Update desired information and click Save. 
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Setup Details 

1. Click on your user name icon dropdown and choose Profile. 

 

2. Go to the Setup Details tab where you can view details about your computer configuration. This 
information can be submitted with a help ticket for faster assistance. 
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Preferences 
1. Click on your user name icon dropdown and choose Preferences. 

 

2. Choose your preferred default landing page from the dropdown and click Save. 

 

Get the Viewer 
1. Click on your user name icon dropdown and choose Get the Viewer. 
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2. Close the viewer if open. 

 

3. Click the Copy to clipboard button to copy your URL into your clipboard. 

 

4. Click OK at the prompt. 

 

5. Click Launch Configuration. 
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6. Click on the downloaded ViewerLauncher.exe. 

 

7. Paste the URL into the space provided and click OK. 

 

7. At the RocketDocs Configuration Successful prompt, click OK. You are now ready to use the Viewer. 
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About the Navigation Menu 
1. To hide the menu side bar entirely, hover over the menu icon and click the x. 

 

2. To show the menu side bar, hover over the menu and click the arrow. 

 

3. To collapse the main menu to display only icons, click Collapse Menu. The secondary menu will 
continue to display. 
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4. To expand the main menu, click the expand arrow. The secondary menu will continue to display. 

 

Dashboard 
The Dashboard provides general insights into usage of the ResponseFull platform. This page displays 

general information and user-specific information. 

1. The lifesaver button, which provides a link to our customer help portal. 

2. User-specific preferences and details menu. 

3. Number of proposals due within next 7 days (and quick link to Proposals page). 

4. Number of proposals in progress (and quick link to Proposals > Home). 

5. Number of user assignments (and quick link to Assignments). 
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6. Number of content records added in the last 30 days (and quick link to Content > Home). 

7. Top user contributors (based on number of completed proposal assignments). 

8. Top user contributors (based on the number of content records added). 

9. Recently opened documents (display either Proposals or Content). 

10. Recently searches (display either Proposals or Content). 

 

Response 

Home 
The Home page displays information about the state of the content library in relation to existing forms. 

1. User-specific welcome. 

2. Percent and number of content records expired in existing forms. 

3. Number of records expired or expiring within the next 30 days by SME. 

4. Number of content records expiring in the next 30, 60, and 90 days. 
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5. Create Doc button. 

 

Docs 

Create Doc 
To generate a new document, follow the steps below. 

1. From the navigation menu, click Response. 
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2. Click Create Doc. 

 

3. Select the form and click Next (or double-click on the form name). 

 

4. Complete the required fields, and then click Next. 
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5. Make form selections to choose what content to include in your document. 

 

6. Select the Output Template that will be used to generate the document. 
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7. Select the Output Format for the generated document. 

 

8. Enter the Email Address for the recipient of the generated document. 

 

9. Click Create Doc. 
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10. The platform will generate the document based on your choices and a Download link will appear 
when complete. Alternatively, check your email for the download link. 

 

Download Doc 
To download a copy of a previously generated document, follow the steps below. 

1. From the navigation menu, click Response. 

 

2. From the secondary menu, click Docs. 
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2. Click the kabob button for the document and choose Download. 

 

Forms 
The creation of a form is a three-phase process: 

1. Design—decide what will be included in the form. 

2. Create—add the new form, including headings, help text, questions or definition statements, and 
content required to match questions/definition statements. 

3. Assign—select the content records to be included in the form. 

Design 
The design stage is important because planning will save you time when it comes time to create the 

response form. The most effective way to design a form is to deconstruct a document that already 

exists. As you deconstruct the document, compose an outline that includes the following. We have 

provided a few examples below each for guidance. 

 Headings (sections) that make up the document: 

 Executive Summary 

 Product Information 

 Pricing 

 Questions or definition statements listed under the appropriate heading: 

 Would you like to include a cover letter? 

 Select the products to include: 

 Are you providing more than one pricing option? 

 Existing content records to include listed under the appropriate question/definition statement 
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 List of existing record IDs to match questions/definitions statements 

 List of new content to add 

 Other content to include listed under the appropriate question/definition statement 

 Cover page 

 Table of contents 

 Disclaimer 

Create 
1. From the navigation menu, click Response. 

 

2. From the secondary menu, select Forms. 

 

2. Click the Create Form button. 
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3. In the Form Name field, enter the name of your form (this is what will display to end users so be 
appropriately descriptive). 

 

4. From the Document Type field, select Word or PowerPoint. 

 

5. Check the appropriate Permissions boxes to make this form available to end users. We recommend 
making available to “Administrator” only while in development and then adding “All Users” when 
it’s ready to be used. 
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6. When finished, click the Next button. 

 

There are three tabs within each form. 

 Questions 

 The Questions tab displays all the form design elements and is where the outline of the form is 

designed. 

 Records 
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 The Records tab displays all the content records that will be included in the forms and is where 

the rules are applied for when and how content is added to the output file. 

 Templates 

 The Templates tab displays all available templates for form output files and is where templates 

can be set as the default output template. 

Questions Tab 
The Questions tab is used to assemble the form. To use an element, simply drag-and-drop the element 

into the space provided or the desired area. We recommend to first add all headings and then add 

questions/statements based on your deconstructed document outline. However, elements can be 

added in any order and easily reordered using drag-and-drop. 

There are two informational element options available to guide the end user: 

 Heading = an informational heading to a section(s) within the form 

 Help Text = provide context or instructions for completing the form 

 

There are four main options for the actual question, statement, or choice). The most widely used are 

Radio Buttons and Checkboxes because they are the most user-friendly. 

 Dropdown = single selection choice from a picklist 

 Radio Buttons = single selection from radio button choices 

 Checkboxes = multiple selection choice from checkboxes 

 Text Input = exact match text entry by end user 
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Headings 

1. From the navigation menu, click Response. 

 

2. From the secondary menu, select Forms. 

 

3. Click on the form name. 
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4. Drag and drop the element into the space provided. 

 

5. Enter the heading name in the space provided (entries are saved automatically). 

 

6. Click the X to close the Heading Editor and again display the elements. 
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Questions 

To add a question, drag-and-drop the desired element to the space provided. If you do not see the 

element options, click the X to close the element editor window. Skip to step 3 if you are already on the 

Questions tab. 

 

1. From the navigation menu, click Response. 

 

2. From the secondary menu, select Forms. 

 



 
 

Response Admin Configuration Guide 30 Rev:  6/24/2019 

3. Click on the form name. 

 

4. Drag and drop the element into the space provided. 

 

5. In the element editor window, enter the question in the space provided. If you do not see the editor 
window, click on the question on the left – when selected, it has a border around it and a blue line 
on the left. 
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6. Enter the choices for selection by the end user in response to the question. Use the  to add more 
choices and the  to remove  

 

7. To make a choice the default, enter the matching choice value in the space provided. The end user 
can always make another choice. 
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8. Choose a layout option for the choices. 

a. Inline displays options horizontally across the form. 

 

b. Stacked displays options vertically down the form. 

 



 
 

Response Admin Configuration Guide 33 Rev:  6/24/2019 

9. Consider the question and if helpful, enter help text to guide end users. 

 

10. Repeat steps 4-10 until complete. 

Validations 

To add a validation, follow the steps below. 

1. From the navigation menu, click Response. 
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2. From the secondary menu, select Forms. 

 

3. Click on the form name. 

 

4. Select the Question (click to select). If you do not see the editor window, click on the question on 
the left – when selected, it has a border around it and a blue line on the left. 

 



 
 

Response Admin Configuration Guide 35 Rev:  6/24/2019 

5. Click the Validations tab from the element editor window. 

 

6. Click the Add Validation button. 

 

7. From the Validation Type picklist, choose the type of validation. The most widely used are Required 
and Visibility. 
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Required 

a. Select Required from the Validation Type picklist. 

 

b. Enter message text to display (optional). 
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Visibility 

a. Select Visibility from the Validation Type picklist. 

 

b. Enter message text to display (optional). 
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c. Under Linked Question, select the question for this visibility. 

 

d. In the Linked Answer RegEx field, enter the value from the linked question’s Choices to activate 
this visibility option. 
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e. Review the question to confirm it displays “Hidden Question”. 

 

Delete Question 

To delete a question from the form, follow the steps below. 

1. From the navigation menu, click Response. 
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2. From the secondary menu, select Forms. 

 

3. Click on the form name. 
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4. Hover over the question and click the trashcan icon. 

 

5. Click OK to cofirm deletion of the question. If there are any records linked to this question, be sure 
to delete those, if appropriate. 
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Records Tab 
The Records tab is used to assign content records to question choices. 

1. From the navigation menu, click Response. 

 

2. From the secondary menu, select Forms. 

 

3. Click on the form name. 
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4. Click on the Records tab. 

 

5. Click Add New icon. 

 

6. Click into the search field to search for content. If you know the record ID number, enter the ID 
number. The search is dynamic, meaning there is no "search" button to click. 
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7. Click once on the content record to use – the background will turn light blue. 

 

8. Ensure the correct record(s) is (are) blue and click Add. 

 

TIPS 

 Hold down the CTRL or SHIFT key on your keyboard to select multiple records at once. 
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Edit Rules 

After adding a content record, you may want to add a rule (or rules) to designate when the content 

should be included. Do not add any rule(s) to include a content record in every document generation. 

1. Hover over the content record thumbnail and click Edit Rules. 

 

2. Click the Add Rule button. 

 

3. In the first picklist, select the question for the rule. 
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4. From the operator picklist, select the operator to use for the rule. 

 

5. In the last column, enter the question choice that links to this record. 

 

6. Click Save Rules. 
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TIPS 

 Click the Add Container button to apply containers where to group together rules. In the 
example below, this content record will be included only if the user selects “Yes” to include a 
cover page and TOC, as well as “US” as the type of cover page. 

 

Options 

Formatting 

Use Formatting options to specify pagination options and the format of text. To access these options, 

Hover over the content record thumbnail and click the arrow dropdown. 

1. Select Formatting from the picklist. 
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2. Choose a pagination or line break option to occur before or after a record: 

 None: no added pagination or line break 

 Paragraph: adds one hard return 

 Page Break: adds a Page Break 

 Section Break Continuous: adds a Section Break (Continuous) 

 Section Break Next Page: adds a Section Break (Next Page) 

a. Under Break Before Insert, choose the appropriate option. 

 

b. Under Break After Insert, choose the appropriate option. 

 

3. Choose a formatting option from the Paste Format picklist. 

 

 Default Paste: this option retains the existing style names and uses template assigned for the 

output file, where the behavior comes from the default setting in your local Microsoft Word 

instance for “Pasting between documents when style definitions conflict”. This option is best if 

you are using unique style names in your content. 
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 Keep Source Formatting: this option retains the look of the text by assigning the “Normal” style 

and includes characteristics such as font size, italics, or other formatting to mimic the style 

definition of the copied text. This option is best if you are not using any defined style names. 

 Merge Formatting: This option changes the formatting so that it matches the text that 

surrounds it. 

Preview 

Use Preview to download a copy of the content record. 

1. Select Preview from the picklist. 
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Replace 

Use Replace to change the content record. 

1. Select Replace from the picklist. 

 

2. Click into the search field to search for content. If you know the record ID number, enter the ID 
number. The search is dynamic, meaning there is no "search" button to click. 
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3. Click once on the content record to use – the background will turn light blue. 

 

4. Ensure the correct record is blue and click Replace Record. 
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Duplicate 

Use Duplicate to make a copy of the current record. 

1. Select Duplicate from the picklist. 
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Insert Record Before 

Use Insert Record Before to automatically include a specific record before this one. For example, if a 

piece of content requires a heading, use this feature to ensure the heading is always added before this 

record. 

1. Select Insert Record Before from the picklist. 

 

2. Click into the search field to search for content. If you know the record ID number, enter the ID 
number. The search is dynamic, meaning there is no "search" button to click. 
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3. Click once on the content record to use – the background will turn light blue. 

 

4. Ensure the correct record is blue and click Insert Record Before. 
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Insert Record After 

Use Insert Record After to automatically include a content record after it this one. For example, if a 

piece of content requires a disclaimer or footnote, use this option to ensure the disclaimer or footnote is 

always added after this record. 

1. Select Insert Record After from the options picklist. 

 

2. Click into the search field to search for content. If you know the record ID number, enter the ID 
number. The search is dynamic, meaning there is no "search" button to click. 
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3. Click once on the content record to use – the background will turn light blue. 

 

4. Ensure the correct record is blue and click Insert Record After. 
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Remove 

Use Remove to remove the content record from the form. 

1. Select Remove from the picklist. 

 

2. At the prompt, click OK to confirm. 
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Reorder Content Records 

By default, content is combined in the order on the Records tab. Drag-and-drop the content thumbnails 

to re-order. 

 

Form Options 

Edit Permissions/Properties 

Use this option to edit the form’s permissions and properties. 
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1. Click into the Form Name field to rename the form. This is displayed to all end users. 

 

2. Once a Document Type is configured in the form, it cannot be changed. To create a form using a 
different document output type, click the Create Form button. 

 

3. Check the appropriate box for groups of users who should be able to use the form. 
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Edit Form 

Use this option to quickly go to the Questions tab of the form. 

 

View History 

Use this option to view a history of the form’s usage including the date the form was created, the date 

the form was last run, and the status of the last run. 
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Copy Form 

Use this option to make a copy of an existing form. Note: when copying an existing form it retains the 

document type. The document type cannot be changed for an existing form. 

 

Delete Form 

Use this option to delete of an existing form. Caution: this cannot be undone. 

 

Confirm the name of the form to be deleted is correct, and then click Delete Form. 
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The page will display a confirmation. 

 

Settings 
Settings is where the administrator can manage templates used for form output and the email template 

used to send completed documents. 

1. From the navigation menu, click Response. 

 



 
 

Response Admin Configuration Guide 63 Rev:  6/24/2019 

2. From the secondary menu, choose Settings. 

 

Templates 

Upload Template 

1. From the main menu, click Response. 
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2. From the secondary menu, choose Settings. 

 

3. Click on the Doc Template tab. 
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2. Click Upload Template. 

 

3. Select the files to upload as templates, and then click the Open button. 

 

TIPS 

 Hold down the CTRL or SHIFT key on your keyboard to select multiple documents at once. 
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Set Default Template 

1. From the main menu, click Response. 

 

2. From the secondary menu, choose Settings. 

 

3. Click on the Doc Template tab. 
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2. Click the kabob icon for the default template and choose Set as Default. 

 

TIPS 

 It is not possible to delete the default template. Another file must be set as the default and then 
it may be deleted. 

Download 

1. From the main menu, click Response. 
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2. From the secondary menu, choose Settings. 

 

3. Click on the Doc Template tab. 

 

2. Click the kabob icon and choose Download. 
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Delete a Template 

1. From the main menu, click Response. 

 

2. From the secondary menu, choose Settings. 

 

3. Click on the Doc Template tab. 
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2. Click the kabob icon and choose Delete. 

 

4. At the prompt, click OK to confirm the deletion. 

 

TIPS 

 It is not possible to delete a template that is being used by any form. The template must be 
removed from each form before it may be deleted. 
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Troubleshooting 

To view a real-time report of status and errors, visit the server queue: 

1. From the main menu, click Configuration. 

 

2. From the secondary menu, click Troubleshooting. 
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3. From the secondary menu, click Server Queue. 

 

 



 

 

 


