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Forms

Forms are a useful way of getting information from visitors to your site. They can be used for a variety of

reasons such as allowing people to enter their contact details, or getting members of your church to register

for a particular event.

Forms are created and displayed in the Control Panel in a similar way to the normal web pages. The forms

are stored in folders and use the Web Editor to create the text.

A form on the right is made up of fields which allow a user
to enter information and the picture on the left gives an

example of a form.

This form below has 5 different fields that the user can
complete. Two of the fields (Name and Email) are
compulsory which means that the user will have to enter

that information before they submit the form.

You can have up to 30 different fields in a form and you
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will be able to choose whether you want to make any of your fields compulsory.

Different types of fields

There are 5 different types of fields available for your forms — some are just text fields and some allow you to

enter a number of different answers for the user to select. An example of the latter type is in the above form

where the last question has a Yes or No answer. When completing the above form, the user would need to

select either yes or no.

Text Field

A text field will allow the user to enter a line of text. This is great for requesting small bits of information such

as names, email address and phone numbers.

Multiline

Name : |

This is similar to a text field but it allows a lot more information to be entered such as addresses.

List

This will allow the user to select one of the different options. The answers available will be

set when the form is created in the Control Panel. For example if you created a field that

asked a question (such as age), the form could have the following values

<20, 21-35,36-50,51-70, 70+. When filling out the form, the user would select which option was the

appropriate answer for them.

Testimony :
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Radio Buttons

This is similar to the list button, only the answer will be displayed in a different format. Gender: OMale

O Female
Only one option can be selected.
Tickbox
lm

Like the radio and the list fields, the user will be able to select from the different | CT-Z.-E.,, Clubs

. . . . . . =] Michagls Cel
options available. However the tickbox is different as it allows the user to select mhmtﬂ";;: O :;c,“pr;n_,

. i currently involved 7] jans Ce

more than 1 of the answers available. They will be able to select any humber of nz: o ,Wf. {"ﬁ,,
options available to them. | hacnes !
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Creating a new form
Site Managers will be able to create forms in the same way as creating pages, by going to the folder explorer
in the Control Panel and selecting the appropriate folder for the form. This can be found by going to Content >

View, edit and Delete Page.

Once you have chosen the folder to place the form, press the button.

#ad Farm
The Following form will then be displayed. The Form Febdert Contact Us

Summary is a brief one sentence description of the form — m::ﬂt;

this is optional. The Form Introduction will be displayed at : mm.l_r

the top of the page. Again this is optional, but the Web Editor w-::ﬁﬁ’: e ér- FiEEE EEE®
will be used if you want to enter information on the 'mﬂhu}

introduction. P

If you would like to receive an email copy of completed

forms, then you can enter an email address in the ‘Email’

field. This will mean that as soon as someone completes a ot

form, the details entered will be emailed to the nominated e

email address. A copy of the completed form will also be Uﬁ:‘!‘iﬁg e fgl| fulmci o
stored on the website and you will be able to access this e hia ot =

from the Control Panel.

If you are using Church Edit Plus then you will also be able to specify whether the form is available to

everyone, or just to logged-in members.
Once you have entered all the details for the form setup, you can then start adding fields. Select the type of
field for the first field by using the drop down menu. An example of each field will be shown when you change

the drop down menu and once you have selected the type of field you want, press the ‘Next’ button.

The following page will then be displayed for you to enter the details of each field. You will need to enter the

name of the field. This will tell the user what data they will need to enter when completing the form. For
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example if you require them to enter their name you could

e B urm

just put name. If you were asking a question then put the e R R

. .. . Horw |wkd Mame
guestion here such as ‘How long have you been living in :
town?’. ™
If you want the user to HAVE to enter a answer for this field Tick thva e e umer
then tick the ‘Required’ box. This will insure that the user mase satect st v

o b i winel b B3 e bl 1o P lerm W
cannot submit their form until they answer this question. If you furve setacted Eanmple
ot

Once you have entered the details for this field, you must sebectnd fokd vl b
select to either ‘add another field’ or ‘finish the form’. This is s ity
done by selecting the drop down box in the bottom half of r’““ '._:

the form. If you choose to add another field then you must
select what type of field this will be by using the last drop down box. Press ‘Next’ to proceed. If you selected to

add another field then an identical page will be shown for every new field you create.

If you have selected to add either a radio, tickbox or list then you will need to enter Field Values. The field
values define the different answers that the user can choose from when completing the form. They could be
just Yes or No, or could be a range of different values. You can enter as many as you like, and each option
should be placed on a new line as in the example below.

New Field values
This type of field requires  yves
values for the userto  No
select (eg Yes / No) Not Surel
Please enter the
differerent values in the
box on the right, using a
new line for each value.

. Centact Lis
Editing a form Contact Us
You should edit the form by selecting the form from the T rEarT Na Thaa e e ara Tia rea] =
Behow.
folder menu (Home > Content > View, Edit, Delete ingent 4 Hew
Pages). The form will then be displayed in a format Wome %
similar to the following screen shot. P ey
e If you want to edit the title, summary or . ,%
introduction text of the page then you should ' s
. . S, Fenld Blard
press the first edit button.
Contact ey r.e|
e To edit or delete individual fields press the edit/ O Ko =
delete button next to that field. Sy

e You can insert a field anywhere by clicking on the ‘Insert a New Field Here’ button.

Deleting a form
Forms are deleted in the same way as pages. Navigate to the folder menu (Home > Content > View, Edit,
Delete Pages’ and select the delete button () next to the form. You will be asked to confirm the deletion

and once done, this will permanently destroy the form and all the form responses. This cannot be undone.

Viewing form responses
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Every time a visitor fills in a form on your site, a form response is created. These are stored in the Control

Panel allowing Site Managers the facility to view all the responses.

If a new form response has been added then a notice will be displayed in your To-Do list when you login to
the Control Panel. This will display forms completed in the previous 7 days.

Form responses can be located by going to Home > Content > View Completed Forms. This will then list all
the forms that you have on your site together with the number of response each form has. If a form has had a
response then a View Response button will show.

Clicking on this button will then show all the responses for that form where you can then delete or

print the responses.
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