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Forms and admin

For anyone who builds forms, applications or admin processes.
& Say how long it takes and what to have ready.
@ Ask one thing per page.
©@ Mark optional fields with the word “optional”.
& Save answers as people go.
© Show a summary to check before sending.

& Confirm clearly that the form was sent.

® Don't ask for details you have no use for.

) Don't time people out without warning.

) Don't make people type the same thing twice.
® Don't reject spaces or dashes in numbers.

X Don't reveal fees at the last step.

& Don't wipe answers when people go back.
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