
TerminalFour Training
Form Managers



Today’s agenda

• Create a new form
• Edit an existing form
• View and download form submissions



Signing In
• cms.seattleu.edu/terminalfour/



Site Manager: Quick Tour

Return to Site Structure



Site Manager: Quick Tour

Bookmarks



Dashboard

Site Manager: Quick Tour



Prerequisites

• To access the Forms Tool, you need:
– A TerminalFour “Power User” account 
– Added to “Form Manager” permissions group

• Contact otism@seattleu.edu if you need 
access

mailto:otism@seattleu.edu


Create a new form

Three stages:
• Create folder structure to house and support 

your form (site structure)
• Create form in Form Builder tool (Dashboard)
• Deploy form in the section (site structure)



Folder structure to support forms

• Identify or create a section (or page) where 
you want the form to be published

• Then create three subsections:
– “Submissions” folder
– “Thank you”
– “Form failure”



Create submissions folder
• Create a new section

– Name this section Submissions
– Uncheck ‘Show in navigation’
– Check ‘Archive section’

• Each form submission will
be added to this folder as a
new content item



“Thank you” section

• Create a new section named “Thank you” or 
“Success”
– Uncheck “show in navigation”

• Create a content item, add a message to users 
– Users will be redirected to this page after a 

successful form submission



“Form failure” section

• Create a new section named “Form Failure”
– Uncheck “show in navigation”

• Create a content item, add a message to users 
– Users will be redirected to this page after an 

unsuccessful form submission



Accessing Form Tool

Engage menu

Forms & transactions



Accessing Form Tool

• Wait for list 
of existing 
forms to 
populate



Create a new form or 
Find an existing Form

• Green ‘Create 
new form’ or

• Use Filter to 
search for 
existing form

• Actions: Edit, 
Delete



Create/Edit a Form: General

• General Tab
– Add/edit form name and description
– Do not check any “display options”



Caveat about form questions

• T4 forms should NOT:
– Take personal data or high-risk confidential 

information (per SU Data Privacy Policy)
• Social security number
• Credit card numbers
• Health and medical information



Create/Edit a Form: Fields
• Left column to add 

new fields or static 
elements to form

• Right column shows 
“Form preview”
– Also edit and move 

existing fields (drag 
& drop)



Create/edit a Form: Fields
• Static elements:

– Heading
• Try not to repeat the page heading

– Paragraph
• This must be SHORT. 
• If you need more space for explanation – add text to 

the “form preamble” field in the Form content item

– Line break
• Faint grey horizontal line – useful to group questions



Create/edit a Form: Fields
• Label, tooltip text, 

placeholder text
• Validation

• Text input

• Email input

Pro-tip!



Create/edit a Form: Fields
• Multiple choice –

“pick one”
– Dropdown
– Radio group

• Multiple choice –
“check all that apply” 
– Checkbox



Create/edit a Form: Fields
• Date

– Gives users a calendar to pick a specific date 
• Date range

– Currently buggy, use two date fields instead
• Text area

– Allows users to write long response to question but in 
plain text only

• WYSIWYG
– Allows users to write long response to question but in 

HTML text box (bold, italics, headings, links, etc.)



Create/edit a Form: Fields

• Add a file



Create/edit a Form: Fields

• Add a file – File Storage Method
– File will be attached to form submissions email
– File will also be attached to form submission 

record in ‘Submissions’ folder



Create/edit a Form: Dependencies

• This feature is still being developed and may 
not work as expected



Create/edit a Form: Submissions

• Save submissions to  Specified section
– Select the “Submissions” section you created for 

this form!



Submission name mapping
• Select a form field 

(such as name) to 
become the name of 
the content item for 
each form submission



Create/edit a Form: Submissions

• Where do you want users to be redirected on 
success and failure?
• Select the “Thank you” and “Form Failure” sections 

you created for this form



Create/edit a Form: Emails

• Configure who gets emailed a copy of each 
form submission
– System users and groups (checkboxes) – don’t use!
– Non-system recipients – type in email (multiple 

addresses should be separated by a comma)



Create/edit a Form: Emails

• Subject field 
mapping
– What form field (if 

any) should be 
included in the 
subject of the form 
submission email?



Create/edit a Form: Deploy

• Copy the 
Form’s T4 tag 
(in the grey 
box)

• BE SURE TO 
SAVE 
CHANGES!!



Deploy form
• Add T4 tag form code to a “Form – Zone A” 

content type in the section (page) where you 
want the form to be published



View submission report: 
First access Form Tool

Engage menu

Forms & transactions



View submission report: 
First access Form Tool

• Wait for list 
of existing 
forms to 
populate



View Submissions Report

• Use Filter to 
search for 
form

• Actions: 
View 
submissions



View Submissions Report

• First, select a date range

• View submissions and download as CSV file



View submissions in Site Structure

• Form submissions can also be viewed from the 
site structure – in your form’s submissions 
folder



Best practice: Don’t rely on emails

• Check the submissions folder regularly and 
compare to list of form submission emails 
you’ve received



Any questions?

• T4 Training Website:
– www.seattleu.edu/web/training

• Megan Otis, Web Support Specialist
– otism@seattleu.edu
– 206-296-6354

• OR web@seattleu.edu

http://www.seattleu.edu/web/training
mailto:otism@seattleu.edu
mailto:web@seattleu.edu
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