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Content Management Essentials Course Module:
Working with Forms Using the Form Folder

Kurt Bendl
Information Technology
University of Louisville

Introduction
This is one of a series of modules in the University of Louisville Content Management Essentials Workshop. This module is designed to coach people through the basic steps to create a web form using the Form Folder content type. 

Objectives
In this module, users will use the Form Folder to create a basic web form that e-mails the information to their own e-mail account. Then, they will add more fields so the form will include name, phone number, and a selection box where a user can select their favorite color from a list.  They will also capture the date and time a form gets submitted. Finally, participants will use a built-in function of the Form Folder to save form submissions so all the data can be retrieved later and opened in a spreadsheet.

Preinstruction

There may be an occasion where you may need a web form for one reason or another. Although building a form requires more steps than a simple web page, the way you go about it is very similar to how you previously added folders, pages, and images. To add a form, you'll add a content type called a Form Folder, and into it you will add fields and adapters.

Working with Forms Using the Form Folder

Creating the basic form

For this exercise, we'll make a form that asks users for a few basic pieces of information, some comments, and allow the user to select from some lists. To get started, make sure you're logged in and select "form folder" from the add item drop down menu.
As with all the types we've worked with so far, you'll give the form a title. In this instance, we'll title it "Favorite Color" and give it a brief description.
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Click the next button to proceed with the form building process. This will save your work thus far and take you to the decoration section in the form creation process. The three sections of the basic Form Folder are default, decoration, and overrides. These sections are also referred to as schema.

The decoration section includes two WYSIWYG input fields, Form Prologue and Form Epilogue. For this exercise, you'll just put some text into the Form Prologue area. This text will appear in the page above the form's fields. You can include anything you want in this text area, just as if it were any other page.
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Since we are not going to do any special customizations you will not need to progress to the overrides section of the form. At this time, simply click on the save button at the bottom of the page. The Form Folder tool will generate the form at this time and show you your basic form that includes three pre-configured default fields: email, subject, and comments. 
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Although the input form is created, there are still some configuration options that need to be set so the Form Folder knows what to do with the submitted information. 

Configure the mail adapter to send a message to the desired e-mail account

You'll use an adaptor to handle the form submission data. One type of adapter is a Mail Adapter. When you create a Form Folder, a Mail Adapter is installed by default. But, how do you get to it? The Form Folder treats adapters and fields as addable content, just as files and pages were handled earlier. As with a regular folder, you'll access the Form Folder's contents by clicking on the "contents" tab. This will reveal a number of items in the form folder.
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 You'll notice the items in the Form Folder include the three pre-defined fields in your form along with two other items, a mail adapter titled Mailer and a Thank You page type. We'll work with the Mailer object. This is where we'll configure how the form submission information is handled via e-mail.

To start, click on the Mailer item. You'll see a list of links across the top of the input area. These are called schema groupings. Since in this case we are setting the e-mail address of the recipient of the submitted form data, click on the link titled "addressing". You'll see the default view of the Mailer configuration. To make changes to this configuration, click on the "edit" tab to get into the Edit Mailer Adapter screens. You'll see the top two fields give you the option to set the name and e-mail address of the recipient for data submitted in the form. In this exercise, enter your own name and e-mail address so when we submit a test form you can check the results. Scroll to the bottom of the page and save your changes.
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To test the work you've just done, view the submission form by clicking on the link in the breadcrumbs navigation, which you'll remember we titled, "Favorite Color". Fill-in the form's fields and submit the information.
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After submitting, the default "Thank You" page will appear, displaying a copy of the submitted form information.  You can test the results by checking your e-mail.

Adding additional fields to the default form

Although the Form Folder creates a basic set of fields for you, you'll likely want to have more  for most applications. The Form Folder acts like a folder, and as you've seen can contain special form-specific content. You can see a list of the fields currently available in a Form Folder by looking at the types listed in the Form Field's add item drop-down menu.

Each of these field types provides options to present and process different types of input data, including some basic data checking capabilities.  

For this exercise, you'll use three of these field types: string field, selection field, and date/time field. The string field can be used to collect name and phone number. You'll use the selection field to allow a user to select their favorite color from a list. The date/time field will allow you capture when a form is submitted. You'll set this up so the form sets and captures the date and time automatically in a hidden field. Finally, we'll use a built-in function of the Form Field to save the submitted data and open it in a spreadsheet.

Adding fields for name and phone number

To add a field for Name, you'll look at the list of fields from the add item drop-down menu and select the option for string field. You'll type Name into the Field Label box, and add some helpful text into the Field Help text area. Additionally, we want to make sure we know who is sending the form, so you'll make this a required by checking the box next to the Required option. 
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Remember to save your work. Scroll to the bottom of the page and click save. Form Folder will display an example of the field you just created. 

To add a field for Phone Number, you can simply select string field again from from the add to folder menu. This time, you type Phone Number into the Field Label box, and some helpful text into the Field Text menu. Again, we'll want to make this a required field. To ensure users enter phone numbers in a format we can use, scroll to the bottom of the input screen and  look for the Validator drop-down menu and select the option for "Is a valid US phone number". If a phone number is not in the correct format when a user submits a form, the validator will kick back the form and highlight the field, asking for a correct value.  Valid U. S. phone values are in either of the formats in Table 1.

Table 1. Examples of valid U. S. phone field validation values.

### - ### - ####

(###) ### - ####

You may also want to set a value in this field to guide users in the right direction by entering in "502-" the Default field. Setting a Default value will pre-populate your form with what ever you put into the field. 
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Adding the drop-down for Favorite Color

To create the Favorite Color drop-down, select selection field from the add to folder menu. Again, fill-in the Field Label and Field Help. However, this time you get to enter the list of items that will appear in our drop-down list by typing them in the Options box. Add one item per line. 

You can report back a value for each item instead of simply the displayed text. In the case of colors, you may want to number each of the colors in a list, and report the color's web-safe cooler ID. This could be useful if you're surveying users to decide what color they prefer for a new side-bar background color and report back an RGB value. Table 2 illustrates examples of how you might format this list.

Table 2. Example value/Label pair content options for a color selection drop-down menu.

#CC0000 | Red

#82B41F | Green

#0000FF | Blue

#FEFE01 | Yellow

 You could use this feature to display a list of  U. S. states in your drop-down, but only want to report the two-letter abbreviation. In this case, you would enter in a value followed by the pipe character "|" the the text label you want to display as in the Table 3.

Table 3. Example value/Label pair content options for a state selection drop-down menu.

ky | Kentucky

in | Indiana

oh | Ohio

To ensure this is a drop-down, check the radio-button next to "Selection list" under the Presentation Widget section and save your work.
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Capturing the date and time

To capture the date, we really don't need or want the user to manipulate the date and time. You'll have the software do that for you. Add another field, this time selecting the date/time field from the add to folder drop-down. Set the Field Label to date-time. So user's won't be presented with the option to edit the date and time, check the checkbox next to Hidden and un-check the "Show Time Selection Options" box.
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This time, instead of selecting save, select the "next" option at the bottom of the form. This will save your configuration settings for the field, and present you with a list of override options. The override screen allows you to use code to manipulate the values returned by the forms submission using the powerful Python programming language. Although teaching the Python programming language is out of the scope of today's training, you can always contact the U of L web team for more information. Set a default value for the date/time field by entering the Python expression python:DateTime() into the Default Expression field.  
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Save your information and examine your updated form by selecting it again from the breadcrumbs menu. If everything has gone right, you'll see a form that looks like this example that includes fields for name, phone number, and color selection. You'll also notice that the date/time field is not shown. 
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You should test your form again to see the values for your new results. You may also want to test the phone number validation by attempting to submit a form with an incorrectly formatted phone number value. Once you've all tested your forms, we're ready to move forward to the last step in the Form Field tasks, saving your data for later retrieval. 

Saving data for later retrieval

Imagine you've created a form to survey users for their opinion on a new color choice. Getting all these submissions as e-mail is workable, but cataloging and counting those answers could be difficult if you expect to get hundreds of responses. This is an instance where it might make sense to capture the data to the server and download the list of submissions once the survey period is over. To make all this happen for our sample form, you'll add a save data adapter to the Form Folder.

To begin, select the add item drop-down menu and select the option for save data adapter. Since this is going to capture our survey results, type Survey Results into the Title field. Since we have a comments field, it might make sense to save this data into a comma-separated format. Additionally, we can have the save data adapter give us column headers for our spreadsheet data. Make the appropriate selections for format and column headings then save your information. 
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Although you've created a save data adapter for your form, you have the option to use an adapter or not. To get your form to take advantage of this new adapter, view your form and select the edit tab. Scroll down to view the options for your Form Folder and you'll see under the Action Adapter section an empty checkbox next to Survey Results. Check that, and save your work.
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Test your work by submitting some sample data to your form a few times. It should be collecting these sample data submissions in the Survey Results save data adapter. To ensure it's working, view the input form of your Form Folder and select the contents tab. Locate and click on your Survey Results adapter. You should have an option to get the saved input. Download and view the data or open it directly into Excel (or whatever spreadsheet program you have loaded). 
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