FORMS IN SHARPSCHOOL
Creating forms
1. Create a form with the following information:
Name:
School:
Address:
Phone:

2. Create a pull-down menu containing at least three options, i.e. 
I prefer the color:  
Red
Blue
Green

3. Create a check boxes for a question, i.e.
     I like chocolate:  ___yes  ___no
4. Select – Show specified message – type:  Your information has been submitted.
Validate your form
1. Select Validation Check
(If your form was created successfully, you will see the word ‘successful’.  If not, the errors will be marked in ‘red’.  Fix the errors and validate again.  
Set up your field commands
1. Make the following fields mandatory:  Name & School 
For input, type:  This information is required.

Publish your form

1. Create a content space page.  
2. Name your page:  My Form
3. Click create
4. Go to ‘Advanced’
5. Click on ‘Design Mode’
6. Click ‘Add Portlet to Region’
7. In the drop down ‘Select a Category’, choose ‘content management’, then
choose ‘custom form’
8. Choose ‘update page’


Define your form

1. Choose ‘edit’ button next to ‘custom form’
2. Enter title – My Form
3. Click the ‘browse’ button next to ‘form template’.
4. Find and select your form
5. Select your email address for submission.
6. Click on Update form.
Test your form
1. Go to your form on the website and complete and submit a form.
Export your data to an Excel spreadsheet
1. Scroll down to bottom of page, select ‘forms’
2. Choose ‘manage form templates’
3. Find and select your form
4. Select ‘submissions’
5. Scroll across to the right and select ‘export to Excel’






