
 
American Chemical Society 
FORMS Overview for Local Sections 
November 30, 2011 
 
 
Operator: Welcome ladies and gentlemen and thank you for 
joining the FORMS Overview for Local Sections Conference Call.  To ask 
questions at any time throughout the call, you may do so by using the chat box 
feature on your screen. 
 
 I will now turn the call over to Ms. LaTrease Garrison.  
Ms. Garrison, you may now begin. 
 
LaTrease Garrison: Thank you Claire. Good afternoon and good morning 
to everyone.  Thank you so much for joining us for the FORMS webinar for the 
2011 annual reporting period for ACS Local Sections. 
 
 As many of you know, we did institute a new system 
last year to allow both ACS sections and divisions to submit their annual reports 
online.  We’ve implemented some new functionality.  We’re going to share that 
with you today so that you’ll know what the new enhancements are to better aid 
you in submitting your reports.  Laura Melohn is going to join us and she’s going 
to walk you through the system and some of the new features.  We will be taking 
questions throughout the webinar.  You may actually ask them over the phone or 
using the chat feature on your right hand side of the screen.  Laura. 
 
Laura Melohn: Thanks for joining us this morning or afternoon, 
depending on where you are. We want to go over and give you an overview and 
some of the new features that are coming out.  As a reminder, the annual reports 
are due February 15, 2012 for all local sections. 
 
 There are three main parts to FORMS: the 
Administration form, the Financial form and the Events.  The people that have 
access to it are the previous year and current year’s Chair, Secretary, Treasurer, 
Councilor. A new feature this year a Chair or Chair-elect can define up to three 
people they would like to be able to access FORMS that are not officers listed 
above.  They must have an ACS ID, but they don’t have to be a member, and for 
more information on that, please e-mail forms@acs.org. 
 
 To show you how we get started here.  When you first 
go to FORMS www.asc.org/forms, and you want to make sure you start at that 
website this time around.  If you bookmarked it last year, it may or may not work 
based on some upgrades.  This is the page you’re going to see to log in.  You’ll 
use your ACS ID which is something most of you already probably have; you use 
it for the ACS Network, E-rosters, signing into asc.org, or PACS.  Once you sign 
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in, the screen you’ll see is the home screen.  You’ll see some key things here.  
There’s a quick link to the user guide so you can access that easily.  In the fall 
after the ChemLuminary awards are announced, we’ll have a list of the 
ChemLuminary winners here if your local section has won an award.  Otherwise, 
we’ll have a link that you can click to the main site that will show you all award 
winners. 
 
 The last piece on the home screen is your 
notifications and alerts.  These are just things to let you know what’s going on.  
Let’s say you finished your form and you submitted it, it’s going to let you know 
that it’s been submitted for approval to your Councilor.  It’s also going to let you 
know when your Councilor has approved that form and sent it on for review.  
Depending on what your role is, it’s going to give you the important notifications 
that you need.  You can also read the notifications or view more here.   
 
 If you scroll back up to the top to access the forms 
and events, you just click here on the Annual Report tab.  That’s always going to 
get you back to the main page.  Like any other document that you might work on, 
FORMS is only editable by one person at a time.  If you go into edit and 
someone is already in it, it’s going to let you know who that is.  If need be, you 
could let them know offline that you need to be in FORMS.  But, you can view it 
at any time.  It’s going to default to 2011 for ease of use.  If you would like to  see 
last year’s, you can just use the drop down and click on 2010 and then click Go. 
 
 One of the biggest features we’ve upgraded here that 
you’ll notice if you’ve been in the system before is this dropdown.  Previously we 
had buttons, but at this point, there were too many items to have buttons for each 
one.  The dropdown’s a little clearer.  You just select it, you can Edit, View or 
Print the form.  We’re going to go ahead and Edit and check out this 
administration form.  We hit Edit and Go. 
 
 You’re going to have the pieces of your report, similar 
to what has been done in the past.  The questions are grouped by tab; you have 
Governance, Organization, Communication, Nomination, which is for your 
Outstanding Performance Award to nominate for that, and Supporting Materials.  
It’s going to warn you before you move onto the next tab, because when you do 
save, you’re only gong to save per tab.   
 
 The Supporting Materials let you upload documents 
that support what’s going on with your local sections and would support the 
Administration form.  If we go back to the Governance tab, once you fill out all the 
information here, you have a couple of options.  You can save it for later if you’ve 
started something but you don’t have a chance to finish it up; if you had to go off 
to a class or something.  That’s not going to check for any errors, it’s just going to 
save the data.  The other option you have is to Complete and Save the tab.  This 



is going to check to make sure everything is complete, that it’s in the right format, 
that it’s ready for submission. 
 
 The other two buttons you have at the bottom of the 
page here are Reset, which is going to clear any information out from the last 
time that you saved, or Cancel, which will automatically take you back to the 
Annual Report page. I’m just going to Save it for Later.  It’s going to let me know 
that those tab details have been saved.  Make sure you save each tab before 
you move on.  You’re only saving that tab, not the whole document.  It will log 
you out after 30 minutes of inactivity.  You just want to make sure you’re saving 
as you go. 
 
 We’re going to go back to the Annual Report page.  
You’ll also notice this time that there are a few new questions that have been 
added.  Those were added by request at the Local Section Activities Committee 
to gain some more information about what your local section is doing. 
 
 The other piece that we can look at here that is also a 
form is the Financial form.  I’m going to show you another way to access the 
forms.  If you don’t want to do the drop down, you can just click on the link, and 
then if you want to change anything, you’ll just hit the Edit button and you’re back 
to that same edit mode.  The Financial form again, you have your questions 
sorted by topics, Revenues and Expenses, Balance Sheet, Tax Information and 
Supporting Material where you can upload your budget. 
 
 There are a couple of other features on the financial 
report that you’ll see here; you have a link for instructions to fill out the financial 
form, but you can also use in context help.  If you click on the question marks 
here next to the questions, it’s going to take you to the part of the instructions 
that directly relates to that question, so that’s very helpful. 
 
 Another thing you’ll see here is, anything that’s auto 
calculated by the system, it’s going to show up as yellow here for you. 
 
 We’ll come down here and we can just save that for 
later.  You don’t even have to enter anything to save it.   
 
 Unlike the Administration form, every field on this form 
is required.  You will need to fill them all out before you can submit your form, 
which we’ll talk about in just a few minutes. 
 
 There’s also, as part of the user guide, a correlation to 
the 990 form you fill out for your taxes.  If you fill out your taxes first or if you’re 
going in the reverse and you’re going to go and fill your taxes out from your 
report, it makes it a little easier for you to do.  I’m going to go back to the Annual 
Report page again, click on the Annual Report tab.  There’s one more feature 



that we’ve added this year for the Financial form.  You can now download a 
template, put your information in, and then upload it into FORMS.  That is 
another way to enter your data.  You can cut and past from another program.  
You can work on it over time, but you just want to make sure that you only 
change those fields that you should be putting numbers in.  If you add a line, you 
delete a line because it doesn’t apply to you, then it’s not going to upload 
correctly or maybe not at all.  You need to be more cautious in doing that but it 
may be more convenient for you. 
 
 Just to take a look at that.  If you’ve gone ahead and 
downloaded that form, it’s going to look like this.  It’s going to give you some 
quick instructions for filling out the form.  Only fill out the fields that are white.  
And then next, you will have an important piece here.  This will make or break 
your upload.  You need to make sure that you choose your section name out of 
this dropdown list here.  That’s going to double-check that you’re uploading the 
correct information for the correct local section. 
 
 You have the screens that look very similar to the 
screens within FORMS; Revenues and Expenses, the Balance Sheet, Tax 
Information.  And, you’ll see on these screens, instead of yellow, the fields are in 
orange.  It’s going to give you some instructions here and also some frequently 
asked questions. 
 
 Now, I’m going to go back into FORMS, and then 
after you have finished you can change the title of it if you want to save it under 
something specific that will make some more sense to you.  You can import that 
data back up into the system with a regular browse, upload feature. 
 
 Once you’ve completed that form, and I’m going to 
switch to another local section for this piece.  Once you’ve completed the form, 
Central Arizona is very close to being done, we’re going to go in and finish that 
up. You’re going to go through and save and complete on each form after you fill 
it out; the Governance, Organization, Communication, Nominations and 
Supporting Materials.  Once you’ve done that, you can click here on the Submit 
for Approval button.  And, it’s going to prompt you once again, do you want to 
actually submit this and you’re going to hit OK.  And, it’s going to let you know 
that you have submitted it for approval. 
 
 Now, once you submit it for approval, you’re going to 
get a new notification on your homepage.  It’s going to be a notification for your 
councilor so they know that it’s ready for them to review.  Once again, once you 
submit the form, it just goes onto the next step, to your Councilor.  We’ll talk 
about submitting it for review in just a few minutes.  You can see the status has 
changed to submitted for approval, and then you can let your Councilor know that 
it’s ready for them to look at. 
 



 One of the other features we have starting this year is 
being able to return the form to someone.  If I’m a Councilor, I go in, I log in and 
look at it, I can go in and edit the form and I can review what the Secretary or 
Chair has entered in this form.  But, if I decide that there’s something that maybe 
I have a question about or I know the number is incorrect, or at least want them 
to look at again and within the system. I can send it back to them.  Or conversely, 
if they let me know they’ve done something wrong or they’ve omitted something, 
I can send it back to them.  To highlight what I want them to look at or what 
needs to be changed, I can just click on the flag for follow-up boxes here.  Scroll 
down and save that—and save and complete that or save it for later.  They’re 
both going to have the same function here. 
 
 Once I’ve done that, I can then return that form back 
to them.  Anything I’ve checked is going to show up as highlighted, and when I 
return that form, it’s going to give me the option to put in comments or concerns, 
or “check out question four.”  “Is this really right?”  
 
 I would need to let them know offline that it has been 
sent.  They will get a notification, but if they don’t sign in, they won’t know that it 
has been sent back to them.  When I log back in, I can also check on and see 
what’s going on with that, if I’m the Councilor or the Secretary or Chair.  I’ll sign 
back in.  I can look in this Reason for Return tab.  I can read what their 
reasonings were.  I can make the changes.  I can add my own comments to 
resend it back to them, once I’ve gone through all of that, I can just resubmit it for 
approval. 
 
 But, let’s say I’m the Councilor, I’ve gone in.  
Everything is all set and looks really good to me.  I’m just going to go ahead and 
approve it.  Now, this action is going to send it off for review by LSAC.  This is 
your last step that needs to be completed by February 15, 2012.  This needs to 
be done for both the Admin and the Financial forms.  You should also review the 
events, but those do not need to be approved, and we’ll talk about those in just a 
few minutes.   
 
 I’m just going to edit that tab, and I can add my 
comments, check the box.  It’s going to tell me who approved it and what date 
they did.  It’s once again going to remind you that you’re submitting it for review 
to LSAC.  It’s going to be moved into a read-only format.  You can no longer 
make any changes.  Once you are okay with that, it’s going to show them it is for 
review.  And, we can move onto that next step. 
 
 I’d like to open it up for any questions at this point 
before we move onto events.  Operator, we’re ready for questions. 
 



Operator: Okay, ladies and gentlemen.  At this time, if you have 
a question, please press the number one key on your telephone.  Again, if you 
have any questions, please press the number one key on your telephone. 
 
 There are no questions at this time. 
 
Laura Melohn: Okay, great.  I’ll just keep on moving then. The next 
thing we’re going to talk about is activities.  I know that all the local sections out 
there are doing lots of things and we want to hear about those, and so does 
LSAC. 
 
 You can do a couple of different things here.  You can 
fill it out after the event has occurred.  Or a great way to use this tool is to use it 
as a planning tool.  Once you get an idea for something, you can house that 
information right here in FORMS.   Your officers and anyone you’ve given access 
to can see it, edit it, update it.  If you go ahead and just click on Add an Activity 
under events, you once again have several options.  The questions are grouped 
by topic.  I’ll do the first tab here.  Overview is a required tab, but we encourage 
you to add the information in, both for your annual report and on the other tabs is 
also as a reference.  Next year when you go back to your NCW events, you can 
go back and just see what you did and maybe use that information again. 
 
 You can fill that out; add your categories so that it 
relates to what you have done.  On your screen, you will not see—it will default to 
your own local section here.  Since I have access to all of them, that’s why you 
see the local section that is not the correct one.  There are a couple of different 
phases here.  You can be planning which we talked about using as a planning 
tool, completed, and there are a few tabs that you can only finish once you’ve 
completed it.  Or, if you need to, you can cancel an event.  You can also delete 
events, which makes them different than the forms.  However, if it’s something 
you may do again or if you just want a historical record, cancelled is a great way 
to do that, and you still have the information but it’s clear that you did not hold the 
event.  You can add the event frequency and the dates.  You have the Overview, 
Participation and Assistance tabs.  Once it’s complete, you can evaluate the 
event.  Give it a rating.  Write down what were the best things about it and what 
things you should do a little differently next time.  And then next year when you 
go to plan something similar, you’re all set. 
 
 You can also choose to share this information as a 
best practice, and that will let other local sections look at your information, and 
maybe get some ideas about what they want to do. 
 
 The last piece, of course, is Supporting Materials.  
That’s anything any flyers you had, handouts, any information.  Maybe it was 
written up in a newspaper, you can add that information here.  You can also add 



a URL.  If there is a website that talks about your event or highlights it, or on your 
website somewhere, you can add that URL to associate it with this event. 
 
 Again, I’m going to go back to the Annual Report 
page.  Another new feature that we have also added is that you can copy an 
event. Let’s say you have a monthly meeting every month, and most of the 
information is the same, you can copy that event and be able to reuse it and 
quickly reenter.  You can have a really good listing of what you’ve done without 
putting a lot of time to retype everything in.  Let me show you how to do that. 
 
 The action dropdown here; you’re going to hit Select 
and then Copy and Go.  In this example, I’m doing an NCW event, because it 
usually happens every year. The Overview and the Participation tab are copied.  
You’ll see here, you can see that it’s a copy of an event, because it does say 
copy at the beginning.  You will want to edit that.  You can update any 
information here.  Some of it may be the same.  You have the same coordinator, 
and it’s going to make it planning.  You obviously haven’t completed it if you’re 
just starting out.  You can change the date, update that.  Now you have an 
updated, quickly copied event to save you some time.  As you see here, we have 
two events with two different dates. 
 
 The next thing we’re going to talk about is the 
ChemLuminary Awards.  An event must be completed before you can self-
nominate it.  There’s a couple of ways to do that.  If you have a completed event, 
it’s going to say Add here under ChemLuminary Self-Nomination, or you can just 
click on Nominate for an Award, which is what I’m going to do here.  You will see 
a list of all the completed events you have for your local section for this year.  I’m 
going to select this one, the only one I have completed.  
 
 This interface is just a little different.  If you can see, 
there the awards are listed here.  You will only see the awards that you as a local 
section are eligible for. 
 
 Another thing that’s been added to help evaluations of 
the awards by the committees who sponsor them is they’ve added some 
questions.  If you click on show details here, it’s going to give you a little more 
information about the award, who the sponsor is, a description of the award, any 
new questions associated with the award.  It’s really important to look at those 
details and make sure that your award qualifies for the award, before you self-
nominate it.  Some of the sponsors have made some restrictions about the 
number of awards you can nominate yourself for that they sponsor.  Or how 
many different nominations you can have for one award.  If you try to do too 
many here, it will give you an error message and let you know that that has been 
restricted.   
 



 If I decide at this NCW, we had a lot of students and 
student chapters helping out; I’m going to nominate this event for the Student 
Chapter Award. I just click Nominate here.  I’m going to answer the question 
which is required.   
 
 You can upload a file, add URL’s.  The file upload is 
limited to five items for this piece. Focus on which are the best five that really 
highlight the event. 
 
 You have a couple of options again here, you can 
Save for Later.  Now, when you save your information, it will just show it is in 
progress and you can go back and work on it, let’s do that.  It’s going to tell you it 
will save and I’m going to hit close.  Now, it shows that it’s in progress, you can 
wait and come back and finish your award at any time.  Or, if I click Edit here, I’m 
going to go ahead and complete this nomination.  I’m all done.  I don’t want to 
make any changes.  I’ve Completed the Nomination.  It’s going to let me know it’s 
been saved.  And, when you scroll down, it’s all set.  Now it’s been submitted to 
the sponsor of the award for their evaluation. 
 
 You can go back in and edit it after you’ve completed 
it, but just be aware the February 15th is the cutoff date.  If you make any 
changes after that, those changes aren’t going to be seen by the sponsor of the 
award. 
 
 One last thing that you can do with the awards is, let’s 
say you started to nominate two things and the award sponsor only allows you to 
nominate one event for that award.  You can withdrawal the nomination here, 
and then submit the next nomination.  You have your best event nominated for 
the award.  But, you can always also, go back in and reinstate it if you’ve made a 
mistake. 
 
 The last piece that we’re going to look at today on the 
overview of FORMS is if you wanted to print out a PDF, you want to save it as 
part of your historical documents.  You want to put it online to share with your 
local section, or you want to e-mail it out to other people.  You can do that easily 
for each piece, form and event.  You go back to the dropdown and print PDF.  It’s 
going to create a PDF for you.  It’s going to have all the information in the same 
format that is in each of the tabs for the form or event. 
 
 That wraps up the overview of FORMS.  To highlight, 
we want to make sure that we realize that only one person can be editing at a 
time, click on the Annual Report tab that at any time will get you back to the main 
page.  You want to save each tab as you go because you’re only saving a tab at 
a time; not saving the whole document.  And, the dropdown has pretty much any 
action you want to do with a form or event. 
 



 Thank you for your time today, and are there any 
further questions? 
 
Operator: Ladies and gentlemen, if you have any further 
questions, please press the number one key on your phone.  There are no 
questions in queue. 
 
LaTrease Garrison: Okay.  We want to thank everyone for joining us today 
for this webinar.  We will be posting this webinar on the ASC website at 
www.acs.org/getinvolved, so that you can refer to it later as you work on your 
2011 annual report.  In addition, we do encourage you to utilize the user guide 
that can be found on the home screen to assist you with navigating through the 
FORMS system.  Any questions or concerns may be e-mailed to forms@acs.org.  
We will get back to you and assist you with the process.  Thank you once again, 
and we look forward to receiving your annual report by February 15th 2012.  Have 
a pleasant day. 
 
Operator: Ladies and gentlemen, this concludes your call at this 
time.  You may all disconnect.  

http://www.acs.org/getinvolved
mailto:forms@acs.org

