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Understanding Forms
All View Forms Users

The website allows content contributors to be ablereate forms. Forms are hosted within
public or private pages within the website. Usaesable to fill in a form, or one may be filled

in using View Forms. When a user fills in a forttmgy create a submission. Each form can have
any number of submissions associated with it. #nfmay be submitted by a user more than
once. The relationship between a form and a suomss shown in Figure 1.

4 N

Form Submission

\ 4

Submission
Submission

/4

4

Figure 1 Form Relationships

Form Security:

A form can be filled in by users who are able tewithe page which contains the form. Forms
are created. Since a form is hosted within theesdrof a form, forms may be modified by any
Content Contributor for the group associated vht page that hosts the form.

NOTE: If a form is associated with a page that is pafEaeryone security group, the form can
be submitted anonymously.
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Creating a Form
All Contributors

Creating forms is a built-in feature of the conteditor. This allows anyone who is able to
create content to be able to create a form.

The form bar has 2 states — if you are inside tsida of a form. If you are outside of a form,
the bar will show the form block. If you are insidf a form, the bar will show each of the form
fields that can be inserted.

Creating a form:

In the content editor, select the place where youldvlike to insert the form.

Click “Form”. A dialog box will appear.

Enter the name of the form. The name can onlyatométters and numbers. If the name
is different from all existing forms, submissiondl\@ppear as a new form in View
Forms. If the name has already been used, sulomssef the form will be mixed with
other forms of the same name.

Select the user who will receive an e-mail whenftm is submitted.

If this is the first time that a form by this namsebeing submitted, select “Prepare form
for online use” to have the form set up in View iRer

Click “OK”.

A block will be inserted into the content editodicating “(Place form elements here)”.
For most web browsers, this block will be surrouhtg a box which shows the extent of
the form. The form fields must be inside of theibdaries of the form to able to be part
of the form submission.

Figure2 Insert Form Button

-

] Select Name -- Web Page Dialog

Form name:
send new subnuzsions to;
Selectuser v
Prepare Form:

[ Prepare form for online use

[ K, ] [ Cancel

http:/fbosspro | & Internet

Figure 3 Form Configuration Dialog
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Figure4 Inserted Form Block
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Adding Fields to a Form
All Contributors

After a form is created, form fields are addeduddthe form. Once a form field has been
defined, several of its attributes can typicallynbedified by double clicking on the form field in
the content editor or clicking on the form fielddatien clicking on the form field element in the
toolbar.

The following types of form fields are available:

e Text Box
e Text Area
*« Check Box

* Radio Button
e Submit Button
* Reset Button
* Label

||:| ] @ ® CB = = a
Figure5 Form Field Toolbar

To insert a field:
* In the content editor, select the place where yould/like to insert the field.
» Click on the button of the field that you wish tsert
» For some types of fields, a dialog box will appaad ask for additional parameters.
Select the desired options and click “OK” (see telor details of each type). For other
types, the fields will be directly inserted inteetbontent editor.

Common attributes:
The following attributes are supported by sevefdhe input fields:
* Field Name:

o Defines the name of the field.

o The names of different fields should be differentri one another; otherwise only
one of the values by that name will be submittedi\aill represent multiple fields
on the form.

o Radio buttons whose values are mutually exclusimefone another should have
the same name, or they will not function propesigiécting one would not
unselect the others).

* Required
0 Requires that a field be entered / selected form Submission to be completed
* Enabled

0 Sets whether a field is able to be entered by slee u

0 Typical applications of disabling fields includereving options, such as tickets
or special pricing.
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Text Box Object

All View Forms Users

A text box is typically used for short textual inplA text box supports validation of the input

text.

The following validation types are supported:
* Number (additionally supports limiting entry to @la and / or non-negative numbers)

e Date
e State
e Zip

« Phone number
¢ E-mail address

* Unspecified (none)

] Select Name -- Web Page Dialog

=

Field name:

Eequired:

[|Field Required
Enakled:

Enabled

Validation: _
Type: Linspecified fd

[ K, ] [ Cancel

http:/fbosspro | & Internet

Figure6 Text Box Validation

Figure7 Text Box
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Text Area Object
All View Forms Users

A text area is used for longer textual input. Taxdas are typically used for inputting details or
comments.

&]Select Name -- Web Page Dialog

Field name:

Eequired:

[ Field Required
Enabled:

Enabled

[ 0]:4 ] [ Cancel

http: fibosspro | & Internet

Figure8 Text Area Validation

Figure9 Text Area
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Check Box Object
All View Forms Users

A check box is used to indicate a yes / no response

A check box requires that a value is defined foewthat check box is checked.

A check box can be configured to start in eitheel@cted or unselected state.

] Select Name -- Web Page Dialog

w

Field name:

|
Walue:

Eequired:

[ Field Eequired
Enabled:

Enakled
selected:

[ 1Enabled

[ K, ] [ Cancel

http:/fbosspro | & Internet

Figure 10 Check Box Validation

]
Figure 11 Check Box
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Radio Button Object
All View Forms Users

A radio button is used to select one response fruttiple choices.

A radio button requires that a value is definedwben that radio button is selected. This value
should be unique from all other radio buttons wiith same name.

A radio button can be configured to start in eitheselected or unselected state. If a radio button
is set to be selected, it will automatically unsekdl other radio buttons with the same name.

Website Users’ Guide

&1 Select Name -- Web Page Dialog

w

Field name:

|
Walue:

Eequired:

[ Field Eequired
Enabled:

Enakled
selected:

[ 1Enabled

[ K, ] [ Cancel

http:/fbosspro | & Internet

Figure 12 Radio Button Configuration

O
Figure 13 Radio Button
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Combo Box Object
All View Forms Users

A combo box is used to select one response fromipteithoices.
A combo box is similar to a set of radio buttorrecsi with both the user selects one option out of
many. The combo box allows several choices torbsgmt while taking up only a small area of

the screen.

The combo box can be configured to have any numibeptions.

=

&1 Select Name -- Web Page Dialog

Field natne:

Values:

Remowve

Al
Eequired:
[1Field Fequired
Enabled:
Enabled
[ I ] [ Cancel

http: fitechnol: | & Internet

Figure 14 Combo Box Configuration

v

Figure 15 Combo Box
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List Box Object

All View Forms Users

A list box is used to select one or more respora® inmultiple choices.

A list box is similar to a set of check boxes simdth both the user can select one or more
options out of many. The list box allows sevetadices to be present while taking up only a
small area of the screen.

Website Users’ Guide

] Select Name -- Web Page Dialog
Field name:

Walues:

Al

Eequired:

[1Field Fequired

Enabled:

Enabled

[ Ik, ] [ Cancel

http: fitechnol: | & Internet

Figure 16 List Box Configuration

Figure 17 List Box
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Label Object

All View Forms Users

A label is used to define text in a form as a dpsion for another form field. The label
improves the accessibility of a form. Additionaliy several browsers, clicking on a label will
select the field that the label is associated witbaxt must be selected first for a label to be

defined.

When a label is inserted, a field name must bectsldo associate it to the label. Additionally,
once inserted, a label can be removed throughdthisg by clicking “Remove”.

Once a label has been inserted, in several broviserzresence of a label is indicated by the
label’s text being underlined with dots.

#7Select Label -- Web Page Dialog

w

Field name
Femowve ] [ 0] ] [ Cancel
http: fibosspro | & Internet

Figure 18 Insert Label Dialog

here is a labeal.
Figure19 Label
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Using View Forms
All View Forms Users

View Forms is an application that displays formmigsions on the website that you are
authorized to manage. Within View Forms, you cafingd a form to do things like represent an
event, and track payment information.

‘View Forms - Neighborhood Small Groups - Microsoft Internet Explorer ==
Ele Edt iew Favorites Tooks Heip a

Qo O [¥) B @) Psech Fprannes €| (-1 3 [

actiress [ @] http:fismalarouy z0ne=smalgroupsaID=726

Grace Neighborhood Small Grol
Making Disciples Who Can Make Disciples

getting connected View Forms
. Hiith Go View Submitted Forms

Name ~ Payment Event
Coaches Directory No Mo b View =
F Connection Event No Yes =+ View.

member growth Foundations Yes Yes L iew

sioh Howy to Stucly Your Bible Yes Yes Vi
INFOCard No Na b i
Leadership Training Yes Yes =+ View.
Newrcomers Reception No Yes = View
Strategy Seminar Yes Yes = View

leader development
TimeCard No No i

caach tools

task feam toals

v

& ntemet

Figure20 View FormsMain Window

To view details of a particular form
* Click on the name of the desired form
‘Or'
» Click on “View” for a particular form
_Or‘_
» Double click on a form row

Payment and Event options are shown to the rightiteoform name.

A form can be managed by someone who has contributmoderator rights for a group.
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Viewing Form Submissions
All View Forms Users

After you select a form, you will see a window tlantains the submissions of a form, as well
as the details about a particular form.

(gening connected

‘member growth

‘-Ieuder development

‘couth tools

task feam taols

website toals

~Neighbarhood Small Groups - icrosoft Internet Explorer BEX|
k top i
) O search \;}(F.mnt & =
I -
S “ a p # T
Neighborhood Small Groups > task team tools > View Farms > Leadzrship Training Form View | Edit | Print

View Submitted Forms

Visible: Yes
Payment: Yes
Event: Yes

E-mail Submitter: No

Leadership Training Form

Details # Edit

Default Event Date: Jan 27 2007
Envelope Total: $295.00

Rollup Field: Training

$ Wanage Payment Modsl < Open Envelope | ® View "Share The \ision Sign-Up” | @ View "LT - Registration”

‘A\\Dateleaﬂ 27‘2007|Apr 29,2006 | Jan 28, 2006 | Undated

Submitted [Attended]Did not Attend]Cancelled[Unpaid[Paid[All tems]

E) New *Share The Vision Sign-Up’ B New LT - Registration® @ View Forms Realtime | Showing: 1 to 11 of 11| X
[0 Submitted By Submitted Date  Cost Paid Balance Paid State Event Date Training State

[0 Michael J Jan 26, 2007 ¢ 500% 000$% 6.00 Unpaid Jan 27,2007 Trackl Submitted = Wiew | € Delste
[J MoeleC Dec 31, 2006 ¢ 500% 000$% 6.00 Unpaid Jan 27,2007 Trackl Submitted = Wiew | € Delste
[0 BrendaE Dec 20, 2008 $§ 5008 s500% 0.00 Paid Jan 27,2007 Trackl Submitted = Wiew | € Delste
O Warren D Sep 17, 2008 ¢ 500¢ 000% 500 Unpaid Jan 27,2007 Track| Submitted = Wiew | M€ Delste
O Amandal Jan 26, 2007 ¢ 1500% ©0O00$% 16.00 Unpaid Jan 27,2007 Trackll Submitted | = Wiew | € Delete
O Amandal Jan 24, 2007 ¢ 500% o0O00% B.00 Unpaid Jan 27,2007 Track| Submitted = Wiew | € Delete
O JudyC Ilay 22, 2008 ¢ 500¢% 000% 500 Unpaid Jan 27,2007 Track| Submitted = View | € Delate
O CarlE May 11, 2008 $ 1500¢% 000$% 1500 Unpaid Jan 27,2007 TracklV  Submitted =& ‘iew | 3 Delete
O CalvinE Dec 28, 2006 $ 5S00% 5S00% 000 Pad Jan 27,2007 Trackl Submitted | view | X Delete
[0 YanT Jan 21,2007 $ 500% 000$% 6.00 Unpaid Jan 27,2007 Track! Submitted | 9 view | J€ Delete
[0 MarshaZ Jan 4, 2007 $ 1500% 1500% 0.00 Paid Jan 27,2007 Trackly  Submitted = Wiew | € Delete

[ Paid Stcte [v][tare [v][Month [v] Dy [v] Year[v] [ Updste ]

[ hlew "Share The Vision Sign-Up" Bl Mew "LT - Registration” | @ Report & E-mail

@ meemet

Figure21 View FormsForm View

A form has the following properties (Details):

* Visible (whether or not a form shows up by defauithe main View Forms window)

» Payment (if payment is tracked for this form)

* Event (if the form represents an event)

» Default Event Date (events only) (when a new fssubmitted, the event date the new
form will be associated with)

* Envelope Total (payment only) (during registrafibow much money was collected)

» E-mail Submitter (whether to e-mail the submitiEa form when the form is submitted)

* Rollup Field (defines a field in the form whichrnclhe used to differentiate submissions)

To view the page that submits this form

* Click “View (form name) Form” (if there are multgppages that submit this form, each
one is listed)

FORMS AND EVENTS.16
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The form submissions can be filtered by date theiang ways:

* All Dates
* A particular date
* Undated

The form submissions can be filtered by state dlewing ways:
* Invited (events only)
* Submitted
* Processed (non-events only)
» Cancelled
o Allltems
* Attended (events only)
* Did not Attend (events only)
e Unpaid (payment only)
* Paid (payment only)

Website Users’ Guide FORMS AND EVENTS.17



Managing a Form
All View Forms Users

Updating the details of a form allows a form todoafigured to represent things such as an event
or payment.

To update the details of a form:
» Click “Edit”
* Update the fields that need to be updated
* Click “Update” to update the form details

Name: |nFOCard
Visible: |'ves |+
Payment: o |+
Event: Mo |+
E-mail Submitter: | no |
Rollup Field: | Maone v

[ Update ][ Cancel ]

Figure22 Details
The details of a form are described in Viewing F@abmissions.

The following information about form submissionglisplayed from this window:
e Submitted By (which user submitted the form)
e Submitted Date (when the form was submitted)
* Cost (cost for the event)
* Paid (how much user has paid for the event)
» Balance (amount left to pay for the event)
» Paid State (if the user has paid for the event)
* Event Date (date of the event)
* Rollup Field (displays the value of the selectaitup field)
» State (state of the form submission)

To view an individual form submission:
e Click “View”
_or_
* Double Click the row of the form submission

Figure23 View Form Submission
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To delete an individual form submission:
e Click “Delete”
* Select OK from the confirmation prompt

Figure24 Delete

To view a user’s profile:
» Click on the user’'s name
» If you have access to the User Viewer in the zohere/the form submission was made,

the user’s profile will be displayed in the UseeWier (if the submission is not for
yourself).

To use View Forms Realtime:
¢ Click “View Forms Realtime”

@ iew Forms Realtime
Figure25 View Forms Realtime
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Creating a New Form Submission
All View Forms Users

To create a new form submission for a user:

* Click on “New Submission” (if there are more thame page to submit the form, there
will be a New Submission for each type of form

» Select the user for which the submission is beiagen If the person who is represented
by the form submission does not have an accouhgrdiave a Proxy Register performed
for the person, or select “Anonymous” as the us&oxy Register is the preferred
mechanism, as it is more compatible with severabms available within View Forms

* Click on “Create Submission”. This creates a nemnfsubmission

» The form will come up for you to fill in

* Fill in the appropriate fields and click “Save Fdrm

‘El NN Suhmisaiun‘
Figure26 New Submission Button

New Submission
Adrministrator, Domain v

[ Create Submission ][ Cancel ]
Figure 27 New Submission User Selector

l?_@' Connection Event Submission - Neighborhaod Small Groups - Microsoft Internet Explorer E]
Ele Edt Vew Favories Took Help ar
ok - @) - 6] [B] €D Psewn Joraons & - F L)
=726 i Ttem—12648FID=1. _select Bl>E
Use E-mail: Yes ]
e inals & Reassign Submission & Copy Submissian
Form
FastPass: Since you are already signed in, you may skip this section if you are only registering for yourself.
MName:
website taols =
Child Care Needed: © Yes - How many children? © Mo
Occupation
Other Interests
Prior Small Group Experience
(at GFC or before):
Newto GFC? © Yes O No
Stage in your spiritual journey. O Spiritual Seeker  © New Believer  © Growing Believer
| amwiling to host a group for 6
weeks: O Now O inthe future
| can make a DVD player
available for the group for 6
weeks: O MNow O inthe future
Prioritize the following categories by theirimportance ~ 1, 2,3, 4: {1 = most important)
[ TAge [ 1 Type of Group [ ] Location [ 1 Day of Week
Prioritize the options within each category group below ~ 1, 2, 3: (1 = most important)
Type of Group Preferred (Please Prioritize Group Types below~ 1,2, 3): (1 = most impaortant)
Singles Group Mixed Group IMen's Group
Couples Group College Group Wormen's Group 0
Family Group Post College Group SupportRecovery Group
Location(s) (Please Prioritize Preferred Locations of a reasonable drive for you. ~ 1, 2, 3). {1 = mostimportant)
MORTH: Hunt Valley, Loveton; N. Balt Co; So PA CENTRAL: Timanium, Cockeysville; Lutherville; Towson
| NORTHWEST: Owings Mills; Randallstown; Reisterstown SOUTH: No Balt City; Downtown, So Balt City
HARFORD COUNTY SOUTHEAST: White Marsh;, Perry Hall, Parkville; Essex;
Dundalk e
& Imternet

Figure 28 New Form Submission
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Performing operations on Multiple Form Submissions
All View Forms Users

From the form page, you can perform actions onrs¢¥erm submissions at once.

The tasks that be performed on multiple forms aeanclude:
* Update Paid State
* Update State
» Change Date associated with a submission

To update multiple submissions at once:
» Select the checkbox of each submission that yoh teisipdate
» Select the parameters that you wish to update
* Click “Update”

Faid State || State * || Manth | Day || Year |+

Figure29 Multiple Submission Bar

To generate a report of multiple form submissions:
» Select the checkbox of each form that you wisméduide in the report (for all
submissions that are displayed, you do not havbéck any form submissions)
* Click “Report”
» Alternatively, the down arrow to the right of repoan be clicked on to display the list of
reports on the current page. From there, clickherreport to be used.

Figure 30 Report

Reports that are available for form submissionkinhe the following (this will vary depending
on zone configuration):

» Attendance List

» Barcode Labels

* Export
* Form Data
* Google Map

* Label Printer Labels
* Mailing Labels

* Name Tags

* Payment Report

* Picture Directory

* Roster

To e-mail the people who submitted a particulamfor

» Select the checkbox of each user you wish to e-itiarl all users that are currently
displayed, you do not have to check any form subimis)
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¢ Click “E-malil”

EA E-mail

Figure 31 E-mail Form submitters
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Managing the Payment Model of a Form
All View Forms Users

Forms are capable of calculating how much paynsedue based on how a form is filled out.

IE Foundations Form - Neighbarhood Small Groups - Microsoft Internet Explorer [MEX)
Fie Edt yew Favortes Tools Help

Qe - ) \ﬂ @ L’h ) seareh \j.\:‘/‘Favmltes o a- :7 =1
e

MEe

]

FOUMTUamnos FoTT

View Submitted Forms

Visible: Yes
Payment: Yes
Event: Yes
member growth Default Event Date: Apr 13, 2007
OiENisih Envelope Total: $0.00
E-mail Submitter: No
Rollup Field: Semester
Base Cost: 2000

Form Name Additional Cost
Foundations for Ministry - Registration
Commands of Christ/ Foundations | Retreat Sign-up

Name Value Tvpe Additional Cost

PersonAccountable text-multiplier

Sermester One radio [

Semester Three radio

Sernester Two radio

Student_Name text-multiplier L
room doubleearly  radio 75.00

roorm doublelate  radio 116.00

roorm doublenormal radio 100.00

room single radio 25000

roommmate text-multiplier

= Opsn Envelope | View 'f s for Ministry - Registration” | < View "Commands of Chiist/ | Retreat Sign-up”

|a1Dates] apr 12, 2007]5ep 24, 2008 | Sop 17,2008 | Sep 18,2005 | Undeied |

Submitted [Attended]Did not Attend[Cancelled[Unpaid[Paid[All tems]

Bl New *Foundations for Ministry - Registration” © View Forms Realtime | Shoving: 1 to 21 0f21 | i| =

& meemet

Figure 32 Payment Model
The Base Cost defines a default cost associatédandrm.

Which page was used to submit the form can affectbst. Each form is displayed along with
the amount to add.

The individual fields in a form are also capablaldéring the cost associated with a submission.
Different types of fields can affect the paymentlifierent ways:

Field Type Effect
Text box Multiply

Radio button Add
Check box Add
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Managing an Individual Form Submission
All View Forms Users

An individual form submission includes the followimformation:
* Details of the form submission
» Profile of the user who submitted the form
* The actual form data submitted by the user, shavthe context of the original form

€] How to Study Your Bible Submission - Neighborhood Small Groups - Microsoft Internet Explorer BEX)|
Fle Edb Wiew Favortes Took Hep o
Qe - ©Q ¥ @@ ) searh o Favarees €2 =

Agidress | &] http:jjsmalgroups gfc. = 7265FID: , selected [v] B &

getting connected How to Study Your Bible Submission ]
View Submitted Forms

Details

-
mi

Subtnitted Date: February 26, 2007
State: Submitted
Cost: §0.00
'member growth Paid: $0.00
Balance: $0.00
Paid State: Waived
Event Date: March 5, 2007

$ Record Payment @ Report

Submitted By

Name: Anita D
Address: 1 J Road
Towson, MD 21204
Wiew hap | View Directions by MapQuest
Phone: (410) 561-5424

lender development:

tauch tools E-mail: Send E-mail
AIM Screenname: Not available
sk tetm fools Birthday: September 4

Gender: Female
Use E-mail: Yes

& Reassign Submission & Copy Subrmission

"mhs", tools Thank your for your interest in "How ta Study Your Bible"

Are you bringing any guests other than yourself?

Guests,

To sign up, click the Submit Form button below.

B Change Template

© nvener

Figure 33 Managing a Form Submission

To record a payment:
* Click “Record Payment”
» Select the Payment Date
* Enter the Payment Amount

» Enter any additional information about the payn{émtexample, check number) in the
Comment field

‘ % Record F'aj,rment‘
Figure 34 Record Payment
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* Payment Date: | barch w24 || 2007 |»
* Payment Amount:

Comment:

[ Fecord Fayment ][ Cancel ]

Figure 35 Payment Fields

To generate a report of this form submission:
* Click “Report”

Figure 36 Report

Reports available for an individual form submissioeciude:
* Barcode Labels
* Class List

* Export
* Form Data
* Google Map

* Mailing Labels

* Name Tags

* Payment Report
* Roster

To reassign a form submission to a different pefHus is often used when a person submitted a
form on behalf of someone else):

* Click “Reassign Submission”
» Select a different person from the list
* Click “Reassign Submission”

|¢» Reassign Submission|
Figure 37 Reassign Submission button

Reassign Submission
Dudek, Anita w

[ Feassign Submission ][ Cancel ]

Figure 38 Reassign Submission Form

To copy a form submission to a different persors(thoften used when a person submitted a
single form for him/herself and someone else, scfor a couple or family):

» Click “Copy Submission”

» Select a different person from the list
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» Click “Copy Submission”

|&* Copy Submissian |
Figure 39 Copy Submission Button

Copy Submission
Dudek, Anita, w

[ Copy Submission ][ Cancel ]
Figure 40 Copy Submission Window

To change the template of a form submission (th@ften used when there are multiple pages
that submit to the same form, but have differenitong or payment schedules):

* Click “Change Template”

» Select a different template from the list

* Click “Change Template”

‘E‘I Change Template
Figure 41 Change Template Button

Template
Hiowy to Studsy v'our Bible Sign-up Farm [+
[ Change Template ][ Cancel ]

Figure 42 Change Template Window

To edit the details of a form submission:
* Click “Edit”
* Update the appropriate fields
* Click “Update”

Submitted Date: February 26, 2007
State: | Submitted v
Cost: $0.00
Paid: non
Paid State: |'wajved v
Event Date: | tdarch w5 |»] 2007 |w

[ Update ][ Cancel ]
Figure 43 Edit Form Data

To edit the data entered in a form submission:
e Click “Edit”
» Update fields with appropriate updated data
» Click “Save Form”
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Thank your for your interest in "How to Study Your Bible"

Are you bringing any guests other than yourself?

Guests:

To sign up, click the Submit Form button below

[ Sawe Form ][ Cancel l

Figure44 An exampleform
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Viewing Forms for a User
All User Viewer Users

A user’s form submissions are displayed in the fir&@ubmissions” area of their User Viewer
profile, shown in Figure 45. The following actiocen be performed:

Form Submissions:
Form Name

Baptism Signup
Foundations
Strategy Seminar

Coaches Directory
Foundations
Servant Evangelism Seminar

& Mew Form Submissian

Tracking - Connecting with God's Family January 23, 2006 Submitted -

Submitted Date State Cost Paid Balance Paid State Event Date Rollup

April 3, 2005 Aftended - - - - - & view | X Delete
September &, 2005 Attended $2000%000 $ 2000 Unpaid - One & view | X Delete
January 17,2006 Attencled $3500$ 000 $ 3500 Paid - - &£ view | X Delete

2 View | M Delste
February 23, 2006 Processed - & Wiew | M Delete

August 27, 2006 Submitted $2000$2000% 000 Paid September 17, 2006 Two & Wiew | X Delete
September 18, 2006 Attencded  $000 $000 $000 Waived  Septernber 23, 2006 Large | & view | € Delete

Figure 45 User Viewer Form Submissions

View a form submission:

* For the form submission that you would like to vjahck “View”
* This will bring up the selected form in View Forms

Delete a form submission:
* For the form submission that you would like to vjahck “Delete”
*  When prompted if you are sure you want to deletefdhm submission, click “OK”

Create a new form submission:
e Click on “New Form Submission”

* This will bring up the New Submission form, showrFigure 46. Select which form you
would like to create and click “Submit”

* This will bring up the new form submission in Viéwrms

» Fill out the form and click “Save Form”

MNew Submission:

Foundations w
[ Submit H Cancel ]

Figure 46 User Viewer New Form Submission
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Using View Forms Realtime
Event Staff

View Forms Realtime is used for tasks such as enlkgistration at an event. View Forms
Realtime is used with a particular form submissamg can be used to perform the following
tasks:

* Changing the state of a form (i.e. from Submitedttended)

* Add a person to a group as a member or pending emb

* Remove a person from a group

* Promote someone to leader of a group

* Print a label to a Brother or Dymo printer with ieaus options

» Display outstanding payment information

* Record a payment

» Display a picture of the person (if available)

A person can be found by one of the following:
e Searching by their name
» Scanning or entering a preprinted bar code or ticke
* Finding their submission from the last 10 submissio

| View Forms Realtime - Neighborhood Small Groups - Microsoft Internet Explorer ]_.J@]El
Fle Edt View

Qe - © - ¥ Bl &b P oo £ (2- B-LJ
T—

Address (@]

Favorites  Tools  Help

7
Grace Neighborhood Small Groups
Making Disciples Who Can Make Disciples

o Aoy

gefting connected View Forms Realt
Leahsia Y Allows for realtime access of View Forms information

Enter Name or Ticket Code: | Last 10

State: Do notupdate v

Display Options: | Showuserinfo |+
Group Options: | No changes v

Label Printer: | Brather [w

! Label Options: [] Name Badge
member growth [J Name Badge (Dymo)
A o 4 [ Group Tracking Label
[J Group Tracking Label (Dymo)
[ Mailing Label
[ Mailing Label (Dymo)
[ Name Badge with Rollup
[0 Name Badge with Rollup (Dymo)

feador development

quick connect utilities

2]

# Iternet

Figure47 View Forms Realtime
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When a search attempt has multiple results, eathtr@ppears in a list, displaying the person
associated with the form, the form state, and d@@tn. Click “Go” to use that form

submission.

Small Groups - Micrasoft Internet Explorer

Fle Tooks  Help

Qe - ) @ @ L‘h /:‘Seavch ‘f\’(‘Favames & ffj- :fg =i
Adere: f

o Ay

View Forms
Supports easy access to events and forms

.guning connected

Enter Name or Ticket Code: ENEER

(68 Last 10

info
Group Options: |Na changes .
Label Options: [ Name Badge
[ Group Tracking Label
[0 Name Badge with Rellup

member growth

# Name State
1 Dudek, Ralph Subrritted
2 Dudek, Anita Submitted

lender development

coach fo

task teum toals

Grace Neighborhood Small Groups
Making Disciples Who Can Make Disciples _ |

2]

# Iternet

Figure 48 View Forms Realtime Form View

When a single form submission has been selectEdmation about the form submission is

displayed. If additional payment is due, the antalwe is displayed.

MName: Justin W Boss
State: Submitted

Training: Track N

Cost $15.00 - ! :
Paid $10.00 Al I
Arnount Due: $5.00 |
Faid State: Unpaid {

Eecord Payment
" Payment Date: | March

lv| 24|~ 2007 ||

* Payment Amount: |

[- Recard Fayment ]

Wiew Fartn Subimission @@ Report
YWiaive Fayment

Frint Lakel

Figure 49 View Forms Payment Display

To record a payment:
» Select the payment date (the default is the cudats)
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» Enter the payment amount
» Enter a comment regarding the payment, if apprtpfiee. “Check #x” or “Cash”)

To waive a payment:
* Click “Waive Payment”

To print a label:
* Click “Print Label”. Normally, if the label optiaare set up properly, this should be
automatic.

Shortcuts:
* Type “last” into the search box and hit enter tothe last 10 results
* When a list of search results is shown, type thaber and hit enter to access that
submission
* Type “print” into the search box and hit enter tmpa label for the current submission
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Configuring View Forms Realtime
Event Staff

View Forms Realtime can automate several task&s@ hasks can be configured at the
beginning of a registration and will persist asg@s you do not leave the View Forms Realtime

page.

Updating the state of a form submission:
» Select the condition that causes the submissibte tgpdated. The possible conditions
include:

o Do not update
o0 Update if paid
o Update if now paid
o0 Always update

» Select the new state that the submission will have

Setting the display options:
» Select the setting that is most appropriate for ywment
o Show user info (show the person’s name and pictagailable)
o Keep anonymous (do not show the person’s namecturpi useful in a public
place)

Setting group options:
» Select the setting that is appropriate:
o No changes

Add as pending member
Add as member
Promote to member
Promote to leader

0o Remove from group
» If a group operation is being performed, click ‘&=lGroup”
» Select a group in the group selection box
* Click “OK”

© O 0O

Setting label options:
» Select the brand of label printer (currently supgsd brands: Brother, Dymo)
» Select the type of label to be printed. Suppotyeeés include:
o Name Badge (The person’s name)
o Group Tracking Label (The person’s name and adokrevhich can be scanned
later to add them to a group)
o0 Mailing Label (The person’s name and address)
o Name Badge with Rollup (The person’s name and/ghge of the rollup field
(such as track designators))
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Registration Tips
Event Staff

View Forms Realtime is used most efficiently bgfisetting up the form to have the desired
display, group, and label options, and then seagcfir a person. The options will stay the
same after each successful update.

For registration to work the most smoothly, it iga@od idea to have a second computer available
with the regular View Forms loaded to handle sdexdaes, such as waivers or problems with
the form submission.

For events that are expected to have out of netatekdees (especially if attendees are from
outside of the region), the registration area shbalve one person / computer capable of
performing a Proxy Register.

For an event with payment, it is suggested to ussttang like “Update if paid”. Setting the

State update to “Always update” is a way to forgbrsissions to the desired state if for some
reason you need to override what the system igydolinis will cause labels and attendance state
to only change after the attendee has paid.

If an attendee is attending, but the payment thémail or they are paying later, mark them as

attended, but leave payment as “unpaid”. A paymentment of $0 is helpful for recording the
reason for not receiving a payment at registration.
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Configuring the Active Content Display
Event Staff

The Active Content Displays can be configured &plily events, folder items, a photo album, or
an external data queue.

Active Content Displays refresh their informatiditeaevery tenth cycle.

These displays are configured using the Set Inst®acameters dialog, when in Edit mode of
the Active Content Display.

Field Description

Marquee Message Message to display at bottom avé\Content Display

Linked Display (1, 2, 3)| For an external data qué¢le queue number where the data is
stored, as defined by the External Data Bridge.

For a event folder, folder items, or photo albune page ID of the
folder to monitor.

Display Mode (1, 2, 3) Whether the content elenienisplayed as rotatirgides or a
rolling table

Linked Folder (1, 2, 3) For a event folder, folidems, or photo album, the page ID of the
folder to monitor.

Block (1, 2, 3) When View Style is a 2 row spliew, this field defines whether the
content element is displayed in the Primary areadl section) or
Secondary area (upper section)

Show Floorplan Whether the facility floorplan shibble displayed between cycles.

View Style Whether the main display is made onespana 2 row split view
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Managing External Data Updates
Event Staff

External Data Queues are automatically updatethdy¥kternal Data Bridge hourly. These
updates can be viewed on the “Manage Display Mohiage.

A request for an External Data Update can be m&#guests are processed every five minutes.
To Request an External Data Update:

1. Go to the “Manage Display Monitors” page, showrrigure 50.
2. Click “Request External Data Update” button.

Manage Display Monitor

Request External Data Update

11/08/2007 08:37:05 PM EST 68.34.13.240 External data update regquested &
11/08/2007 08:37:10 PM EST 65.34.13.240 External data update reguested
11/08/2007 08:37:18 PM EST 66.227.51.2258/65.34.13.240 External data
refreshed

11/09/2007 08:39:03 PM EST 68.34.13.240 =xd) Display refreshed
11/09/2007 08:41:04 PM EST 68.34.13.240 =xd) Display refreshed
11/09/2007 08:43:21 PM EST 68.34.13.240 =xd) Display refreshed
11/09/2007 08:45:31 PM EST 68.34.13.240 =xd) Display refreshed
11/02/2007 08:47:45 PM EST 68.34.13.240 =xd) Display refreshed
11/02/2007 08:49:52 PM EST 68.34.13.240 =xd) Display refreshed
11/09/2007 08:52:13 PM EST 68.34.13.240 =xd) Display refreshed
11/02/2007 08:54:26 PM EST 68.34.13.240 =xd) Display refreshed
11/02/2007 08:56:40 PM EST 68.34.13.240 =xd) Display refreshed
11/02/2007 08:55:54 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:01:02 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:01:35 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:01:51 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:03:52 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:06:05 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:08:12 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:10:33 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:12:46 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:15:02 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:17:14 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:19:28 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:21:41 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:23:55 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:26:02 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:28:22 PM EST 68.34.13.240 =xd) Display refreshed
11/08/2007 09:30:36 PM EST 65.34.13.240 826 Display refreshed hd

Figure 50 Request External Data Update
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