FrontPage 2003: Forms

Using the Form Page Wizard

Open up your website.
Use File>New Page and choose “More Page Templates.”
In Page Templates>General, choose Front Page Wizard. Click OK.

It is helpful if you already know the information that you want on the form.
Click Next. Click Add.

Click on a type of input in the upper box. Edit the sentence which precedes
the input. Click on Next to type in the choices & how the choices will be
displayed. If it's “one of several,” the choices are drop-down menu, radio
buttons, or list.
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If the input type is “any of several,” choices can be listed in columns. If the
input type is “contact information,” you can choose which items you want.
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relevant button.
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Continue to click on Add to add
more items to the form. When
you are done, click on Finish.
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Make revisions to the form until it is complete. Test the form to make sure

that all the actions work.

Storing and Receiving the Results
Right-click on the form. Click on Form Properties.

Under “Where to store results” the
default location is in the _private
folder at the website. The
information is stored as a “csv” text
file. Itis a file where a comma
usually separates each field of text.
This allows the information to be
placed in an Excel spreadsheet, so
that results can be totaled.
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You can also have results sent to an

email address within the system. If
you type in an email address, it will
send results there rather than into
the csv file.

Click on Options>Email Results.
Type in the Subject line. This will
show up in the email results sent to

File: Results
E-mail address to receive resulks:

training@corvallis k12 ,0r ,us

E-rnail Format:
Faormatted bext

Include field names

E-mail message header:
Subject line:

School website Farm resulks|

E-mail Results | Confirmation Page | Saved Fislds

[IForm field name

you, so you know that it is a reply to
the form. Click OK to close the
Options box & OK to close the Form
Properties box.

Reply-to line: Form Field name
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Inserting a Form on a Webpage
You can also place a form on the page without using the wizard.

Click on a webpage. It can be empty or have other information on it.
Use Insert>Form>Form.

Notice that there are 2 buttons
added: Submit & Reset.

Move the insertion point to above the buttons by pressing the left arrow
button () twice & pressing Enter on the keyboard.

Adding Components to the Form

You can add various objects to the form by using
Insert>Form and clicking on the object.

Texthoo
Text Area
File Upload

Checkbox Use the Textbox for typing in a small amount of

information. Use the Text Area for larger amounts.
Qption Butkon
GEroup Box

Use a Checkbox if several answers can be given.

Drop-Down Box
Use an Option Button (Radio button) if only 1
answer can be given.

Push Bukkon
Advanced Butkon

Picture, ..

A Drop-Down Box can be used for 1 answer or
several, depending on its properties.
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Adding a Textbox

Use Insert>Form>Textbox.

Above or to the right of the text box,
type the label for that box.
Right-click on the Textbox. Click on
Form Field Properties.

Give it a name. A textbox is on one
line & the width should be 88
characters or less.

Clicking on Validate allows you to
specify the type of data and number
of characters allowed.

Adding a Text Area Box

Use Insert>Form>Text Area.
Notice that it has a scrollbar.

Above or to the right of the text area,
type the label.

Right-click on the Text Area and
click on Form Field Properties.
Give it a name. Choose how many
characters wide and how many lines
will show.

Clicking on Validate allows you to
specify the type of data and number
of characters allowed.

Adding a Checkbox

Use Insert>Form>Checkbox. Near
the checkbox, type the label.
Right-click on the Checkbox and
click on Form Field Properties.
Give it a name and choose whether
the box default will be checked or
unchecked.
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Adding an Option Button

Use Insert>Form>Option Button.
After the button, type the label.
Right-click on the Option Button

and click on Form Field Properties.

Give the group a name and give
each button a value. Choose which
one will be preselected.

Clicking on Validate allows you to
require users to select at least one
option from the group.

Adding a Drop-Down Box

Use Insert>Form>Drop-Down
Box. Above the drop-down box,
type the label.

Right-click on the Drop-Down
Box and click on Form Field
Properties.

Give it a name. Click on Add to
add choices to the drop-down.
Click on Modify to change a
choice. Arrange choices by
clicking on Move Up or Move
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Choose to allow 1 answer or
multiple answers.

Clicking on Validate allows you
to require users to make a
choice from a drop-down box,
set the minimum and maximum
number of choices they can
make, and prevent the first
choice from being selected.
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Adding a Picture

You can click anywhere in your
form and add a picture.

Use Insert>Picture. Right-click
on the picture and click on
Picture Properties.

Click on the Appearance tab to
make the picture smaller.

Testing the Form
Test the form yourself.

Check if you get a Confirmation
page that mentions all your choices.

Check to see if the names are all
listed.

Check to see if the groups where
there is only 1 answer will not accept
more than 1 answer.

Have someone else test the form to

see if all the questions are
understandable.
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