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Form Managers



SEATTLEU
Today’s agenda

e Create a new form
e Edit an existing form

* View and download form submissions




SEATTLEU
Signing In

e cms.seattleu.edu/terminalfour/
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Site Manager: Quick Tour
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Site Manager: Quick Tour
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SEATTLEU
Site Manager: Quick Tour
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SEATTLEU
Prerequisites

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

e Contact otism@seattleu.edu if you need
access



mailto:otism@seattleu.edu

SEATTLEU
Create a new form

Three stages:

e Create folder structure to house and support
your form (site structure)

e Create form in Form Builder tool (Dashboard)
 Deploy form in the section (site structure)
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SEATTLEU
Folder structure to support forms

e |dentify or create a section (or page) where
you want the form to be published

e Then create three subsections:

“ . . ety B & Form Training
— “Submissions” folder

............. -' Submissions

—_— (lThank you” ............. DThEﬂI{ you

------------- (O Form failure
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SEATTLEU
Create submissions folder

* Create a new section
— Name this section Submissions
— Uncheck ‘Show in navigation’
— Check ‘Archive section’ EES SO

Status Approved

e Fach form submission will

. Section options PMark as link section
be added to this folder as a .
new content item 'v| Archive section

eForm section

A
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SEATTLEU
“Thank you” section

 Create a new section named “Thank you” or
“Success”

— Uncheck “show in navigation”

e Create a content item, add a message to users

— Users will be redirected to this page after a
successful form submission
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SEATTLEU
“Form failure’ section

e Create a new section named “Form Failure”

— Uncheck “show in navigation”

e Create a content item, add a message to users

— Users will be redirected to this page after an
unsuccessful form submission
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SEATTLEU

Accessing Form Tool
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SEATTLEU
Accessing Form Tool

Forms »create and manage forms to collect and distribute data [

* Wait for list

The TERMINALFOUR Form Builder allows you to create simple and complex
web forms that you can publish as content within your sites pages.

Existing forms that have already been created will be shown in the table below.
To start creating a new form and adding elements to it, use the ‘Create new form’

button.

- of existing
Existing forms
Display 10 v records Filter: fo rm S to
Eoimi Last modified & Usage % p O p u Iate

Mo results found

Showing 0 to O of 0 entries o

A




SEATTLEU

Create a new form or
Find an existing Form

FOrms » create and manage forms to collect and distribute data

The TERMINALFOUR Form Builder allows you to create simple and complex
web forms that you can publish as content within your sites pages.
Existing forms that have already been created will be shown in the table below.
To start creating a new form and adding elements to it. use the ‘Create new

form' button.

Existing forms
Display 10 v  records

-

Form

Accounting Mentor Form
Albers Placement Center - Mentor

Program

Advising Orientation RSVP

Albers Graduate Advising

Albers Career Night - Professionals
id: 397

Albers Placement Center Event

Albers Career Night - Students @

Albers Placement Center Event

Albers Mentor Program 25th Anniversary

Celebration
Albers Placement Center

Last modified &
04 January 2017 5:00
FM

23 May 2017 10:32 AM

04 January 2017 5:16
PM

04 January 2017 5:13
P

01 April 2016 2:29 PM

~ e Green ‘Create

[] new form’ or

e Use Filter to

Filter:

-

Usage =

1 use

1 use

1 use

10 uses

1 use

search for
existing form

£ Actions ~
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@ View submissions D e I ete
| @ Delete. [
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£ Actions ~




SEATTLEU
Create/Edit a Form: General

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

5= General Fields Dependencies Submissions Emails Deploy

General settings

Give your form a name and description so it can be easily identified.

Form name * Advising Orientation RSWVP

Description Albers Graduate Advising

Display options 20K N : ‘
MDA - .‘ : ; .._._.__._ ""_.__.
\n K12 il ' v iy A



SEATTLEU
Caveat about form questions

e T4 forms should NOT:

— Take personal data or high-risk confidential
information (per SU Data Privacy Policy)
e Social security number
e Credit card numbers

* Health and medical information




SEATTLEU
Create/Edit a Form: Fields

Form preview
e Left column to add

Use the buttons below to configure your This is some paragraph text. This needs to be short. If a & Edit

. )
n e W fl e I d S O r Sta t I C form fields or add new ones. longer explanation is needed, then you will need to create a
- _ separate content item on the page to house this text.

elements to form - |
 Right column shows il

T Your Position (select one option from the drop down menu) *

“Form preview”

v

Here is a multiple choice question. Pick ane. * & Edit

diaddg

— Also edit and move
existing fields (drag -
& d rO p) Static elements What toplcs are you Ineresied in? (Check all that apply)’?‘ Edit

b Option 1
Option 2
Option 3

Option 1
Option 2

Advanced inputs Option 3

g
i

A

Flldd

& Edit

]

What day/time would you like to meet?




SEATTLEU
Create/edit a Form: Fields
e Static elements:
— Heading
e Try not to repeat the page heading
— Paragraph
e This must be SHORT.

 |f you need more space for explanation — add text to
the “form preamble” field in the Form content item

— Line break

e Faint grey horizontal line — useful to group questions

A




SEATTLEU

Create/edit a Form: Fields

e Label, tooltip text,
placeholder text

e Validation

 Email input

© Your Email *

3= General Advanced

General settings

Label *

Your Email

Tooltip text

Your Email

Confirmation email settings

v| Allow a user to receive a copy of their submission

Email subject *

Confirmation of your form submission

v OK
Hide
v Required field
Placeholder text
.g. username@seattieu_edu
« OK

L]
e Text input

Your Name * v OK
= General Advanced Walidation
General settings
Label * Hide
Your Name +| Required field
Tooltip text Placeholder text

] Your Name (this is the Tooltip text) e.g. John Doe (This is placeholder text.)




SEATTLEU
Create/edit a Form: Fields

* Multiple choice - e
((pick One” LLLLL +

Here is a multiple choice question. Pick oni ¥| Required field

— Dropdown
- Rad|0 group Field options

e Multiple choice —
“check all that apply” = &

- C h e C k b OX Option 2 value 2
A




SEATTLEU
Create/edit a Form: Fields

* Date

— Gives users a calendar to pick a specific date
* Date range

— Currently buggy, use two date fields instead

e 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, Iinks;tet())‘




SEATTLEU

Create/edit a Form: Fields

e Add afile

Aftach a file
Choose File |Mo file chosen
= General Advanced Validation

General settings
Label * Hide

Attach a file Required field

File storage method

@ Add file to media library

Upload file to file system

W OK

Aftach a file

Choose File |Mo file chosen

Genera Advanced

Validation

Accepted file
extensions

Allow any file

(@) Specify allowed
file extensions

Allowed file
extensions

-

W OK

@ “alidation

Max upload size

Default size
(50000KB)

(® Specify max upload
size

Specify a KB size up to a
maximum of 50000KB

50000

=3,



SEATTLEU
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




SEATTLEU
Create/edit a Form: Dependencies

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




SEATTLEU
Create/edit a Form: Submissions

e Save submissions to =2 Specified section

— Select the “Submissions” section you created for
this form!

Save submissions to TERMINALFOUR only
Mamed child section

@ Specified section

Section ™ i Home » Seattle University » TerminalFour Training » Form Training » Submissions

& Select section S Tiimeazizeiies




SEATTLEU

Submission name mapping

e Select a form field
(such as name) to
become the name of
the content item for
each form submission

Your Name * ¢ Edit
Your Email * [ Edit
[ Edit

Your Position (select one option from the drop down menu) *

v

Here is a multiple choice question. Pick one. [# Edit
Option 1
Option 2
Option 3

Set up submissions

Configure how the data people submit will be dealt with.

When the form has been filled out and submitted, how do you want to deal with the data? By default, any submissions are saved in a child section of the fi

payment gateway.

Save submissions to

*

Section

Submission name mapping

Show 10 v  entries

Name = Created

Rudy Redhawk @ Feb 24, 2017 3:16 PM
Sally Smith @ Feb 24, 2017 3:15 PM
Jane Doe @ Feb 24, 2017 3:14 PM
John Doe @ Feb 24, 2017 3:11 PM

Showing 1 to 4 of 4 entries

TERMINALFOUR only
MNamed child section

® ) Specified section

& Home > Seattle University > TerminalFour Training > Ferm Training > Submissions

B Select section % Clear selection

Your Name -

Filter:

Email &

redhawk(@seattleu.edu

smithsab@seattleu edu

doeja@seattleu.edu

doe|@seattleu. edu




SEATTLEU
Create/edit a Form: Submissions

* Where do you want users to be redirected on

success and failure?
e Select the “Thank you” and “Form Failure” sections
you created for this form

Redirection options on success

Redirect location on @) Section
submission success URL
Section & Home » Seattle University > TerminalFour Training > Form Training » Thank you

Redirection options on failure

Redirect location on ®) Section x
submission failure URL T

& Home » Seattle University > TerminalFour Training > Form Training > Form failure




SEATTLEU
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)

Non-system recipients

Specify email addresses that should receive copies of each submission. Use this option if a user with the email address
does not already exist within your system.

Recipient email olism@seattleu.edu, beardriel@seattleu.edu
addresses




SEATTLEU

Create/edit a Form: Emails

e Subject field

mapping

— What form field (if
any) should be
included in the
subject of the form
submission email?

Additional options

Subject field mapping Your Name

R

Fri 2/24/2017 3:16 FM

webteam@cms.seattleu.edu

TERMINALFOUR form submission - T4 Form Training - Sally
Smith

To Diis, Megan -~

Message = filejpg 11 KE)

Suggested Meetings Action Items + Get more apps

Hi

Below are the results of the submission of the form T4 Form Training
via TERMINALFOUR.

If you feel you have received this in error please contact your
TERMINALFOUR Administrator.

Name: Sally Smith

Email: smithsaS@seattleu.edu

Position (select one option from the drop down menu): Staff
Here is a multiple choice question. Pick one.: Option 2

What topics are you interested in? (Check all that apply): Option
2

Pick a meeting dayftime: 10 March 2017 9:00 AM
Comments: Comment comment comment

Attach a file: file jpg

untitledField:

l




SEATTLEU
Create/edit a Form: Deploy

Fields Dependencies Submissions Emails @ Deploy

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

Cow o nsrt i form o fem o connt o 2 page lyout « BE SURE TO
T SAVE
'CHANGES!




SEATTLEU
Deploy form

e Add T4 tag form code to a “Form — Zone A”
content type in the section (page) where you
want the form to be published

Choose content type

Display 10 ¥ records Filter: | form manal

Content type “ Content description % Group %

Form - Zone A Displays a form made using Form Builder
Displays a form made using Form Builder o
Showing 1 to 1 of 1 entries (filtered from 51 . - .

total entries)

Content type : Form - Zone A

Mame * Form A

T4tag* <t4 type="form" name="T4 Form Training" id="565" />



SEATTLEU

View submission report:
First access Form Tool
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SEATTLEU

View submission report:
First access Form Tool

Forms »create and manage forms to collect and distribute data [

* Wait for list

The TERMINALFOUR Form Builder allows you to create simple and complex
web forms that you can publish as content within your sites pages.

Existing forms that have already been created will be shown in the table below.
To start creating a new form and adding elements to it, use the ‘Create new form’

button.

- of existing
Existing forms
Display 10 v records Filter: fo rm S to
Eoimi Last modified & Usage % p O p u Iate

Mo results found

Showing 0 to O of 0 entries o

A




SEATTLEU
View Submissions Report

Forms »create and manage forms to collect and distribute data N

The TERMINALFOUR Form Builder allows you to create simple and complex
web forms that you can publish as content within your sites pages. * Create new form .
Existing forms that have already been created will be shown in the table below. o U S e F I Ite r to

To start creating a new form and adding elements to it. use the ‘Create new
form’ button.

y search for
Existing forms
Display 10 v records Filter:  albers fo r m
Form * Last modified = Usage = o Act i O n S :

Accounting Mentor Form @ 04 January 2017 5:00 1 use £ Actions «
Albers Placement Center - Mentor PM .
lew
Advising Orientation RSVP @ 23 May 2017 10:32 AM 1 use ( £ Actions . .
Albers Graduate Advising
| submissions
Albers Career Night - Professionals 04 January 2017 5:16 1 use ® View submissions

Albers Placement Center Event id: 397 PM

) | @ Delete |
Albers Career Night - Students m 04 January 2017 5:13 10 uses ] g,
Albers Placement Center Event P \ ) %

Albers Mentor Program 25th Anniversary = 01 Apnl 2016 2:29 PM 1 use £ Actions «

Celebration @

Albers Placement Center




SEATTLEU
View Submissions Report

* First, select a date range

Selected date range: Day = Week @ 30days | Custom

 View submissions and download as CSV file

Submissions

The table below shows all submissicns for this form in the selected time pericd.

M Select fields fo display £ Download as C3V i

Show 10 v  entries Filter:
Name # Created « Email #
Rudy Redhawk @ Feb 24, 2017 3:16 PM redhawk @seattleu edu
Sally Smith @ Feb 24, 2017 3:15 PM smithsaS@seattleu.edu
Jane Doe .@ Feb 24, 2017 3:14 PM doeja@seattleu edu
John Doe .@ Feb 24, 2017 3:11 PM dogj@seattieu edu

Showing 1 to 4 of 4 entries




SEATTLEU
View submissions 1n Site Structure

e Form submissions can also be viewed from the

site structure — in your form’s submissions
folder

-------- E| |E; Form Training %= General | [Z1Content | & Contenttypes | # Page layouts | |
............. B Submissions Content in this section
Enable automatic ordering m
............. |3 Thank wOu e |

............. I Form failure
Display | 10 +  records

Filter
Order Name Version Status Last modified Publish date [
+ Sally Smith [ 1.0 February 24, 2017 3:16 PM N/A
+ Jane Doe T 1.0 February 24, 2017 3:16 PM N/A
+ John Doe W 1.0 February 24, 2017 3:16 PM N/A

*  Rudy Redhawk ® 1.0 February 24, 2017 3:17 PM N/A

Showing 1 to 4 of 4 entries



SEATTLEU
Best practice: Don’t rely on emails

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




SEATTLEU
Any questions?

* T4 Training Website:

— www.seattleu.edu/web/training

e Megan Otis, Web Support Specialist

— otism@seattleu.edu

— 206-296-6354
e OR web@seattleu.edu



http://www.seattleu.edu/web/training
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