
 
 

Setting your Form Packet

Introduction 

We will walkthrough how to set your form packet in your division, and how to 
change/update as needed. 

STEP 1 

From your Home page, 
choose Divisions and 
Manage Divisions. 

STEP 2 

Select “Edit” for the division that 
you would like to set or update the 
packet for.  



 
 

STEP 3 

From the division page, scroll down 
until you see the Pre-selected Form 
Packet section.  

If there is no current form packet set, 
you will see a red alert notifying that 
there is no packet set for that division.  

STEP 4 

Check the forms that you would like to be assigned as default for this division.  

Once complete, select “Update Pre-selected Form Packet” 
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