Creating forms
1. Log in

2. Scroll to bottom of page – select “Form”

3. Manage Form Template

4. Choose – Add Form Template

5. Enter  the name of your form

6. Scroll down to “Template Content”.  
7. If you want to put directions or an opening paragraph, type that information first. 

8. Next, you will create your text boxes.   
For example:  Name:
                    School:   

When you create a text field, you must enter the id and name (these will be the same); character width determines the length of the field; maximum characters limits entry.  Once you have your text fields defined, click “ok”.

9. You can create pull down boxes, check boxes, etc. 
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    Choose the “Selection Field” button, 
Enter ID and Name (these are the same); in the text box and the value box, type your selection choices (these should be the same), click “add”.  You will do this for each of your selection choices.  Once you have all of your selection choices entered, click “ok”.

10. You can enter check boxes, radio button in the same manner. 

11. Now, assuming that you have created all of the form that you need, scroll down.  You will see a section called “on submission”.  This should default to “save data to default location”.  This is okay to leave as is.

12. The next section allows you to choose what you want to happen for the person submitting the data after they hit the submit button.  You can:

a) Redirect to a default location 

b) Redirect to a specified URL – this would be a certain web page that you define.

c) Show specified message – if you want the person submitting to see a certain message after submission, you would choose this button.  In the box below, simply type your message, i.e.  “Your information has been submitted.  Thank you.”  Whatever message you enter will be the message the person sees after submitting.

13. The next step is to validate your form. This step is extremely important in that it tells you if your form will work properly.  Select “Validation Check”.  Once the page reloads, scroll down to the bottom.  By the “Validation Check” button, if your form was created correctly you will see the word “Successful” in red.  If your form has errors, those will be highlighted in red also.  If you have errors, you will need to fix those before moving on to the next step.

14. Assuming that your form was “successful”, click “next”.

15. This page allows you to set up your form to determine which fields require mandatory input.  If you are requiring that a field’s completion, simple check the box by the field.  You can then type a message that your submitter will see that tells him that they must enter the data specified. Whatever you type will be what your person sees.  You would complete this step for all fields for which you are requiring data.  

16. Your next step is to “Publish Form Template”.  

Your “form” is now complete.  The next section will give you the steps to place a form on a page in your site.

1. Go to the section on your website where you wish to publish a form.
2. Add a “content space page”.
3. Name your page, click “create”.

4. Go to “Advanced”, click on “Design mode”.

5. Click “Add Portlet to Region”

6. Click on the drop down arrow in “Select a Category”, choose “content management”, then choose “custom form”, choose “update page”

7. Next, you need to define your form.  Choose the “edit” button next to “custom form”.

8. Enter title – this can be the same name as your form. 

9. Click the ‘browse’ button next to ‘form template’.

10. Select your form.

11. In the “on submission” section and the “after submission” section, if you change any of these setting when creating your form you will need to make those same changes here, i.e. specified message.

12. You can then enter the email address to which you want the email submission to be sent.  You can enter multiple emails if you want more than one person to receive the information.

13. Update form.

Your form has now been created and is placed on a page.  

You can edit your form at any time. You would simply select ‘forms’ at the bottom of the page.  Choose ‘manage form template’, select your form. Choose ‘edit’ from the selection across the top and edit your form.  Always remember to validate your form to make sure that it works properly.
Managing submitted data

Your data can be exported to an Excel spreadsheet.  Follow the steps below to export your data.

1. Scroll down to the bottom of the page, select “forms”.

2. Choose “manage form templates”.

3. Select your form.

4. In the menu bar across the top, select “submissions”.

5. Scroll all the way across to the right.  Select “Export to Excel”.

6. That’s it.  It’s just that simple. You now have an Excel spreadsheet of all of the data submitted.  (Thanks to Gretchen Almeida as we worked to figure that out together!)

I hope you find this information helpful.  If I can assist you in any way, please do not hesitate to contact me.

Susan Johnson 

Email: sjohnson@horrycountyschools.net
488-6776
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