Creating a custom form:

1. Go to the Client list, find the client you want to create the form for and write down the Client ID.

2. Bring up the Custom Forms list and click the Add button.

3. Select the Client, fill in the form name which will be used to generate the form, then fill in:

· title – this will display as <h2>title</h2>
· header text which will appear at the top of the form 
· recipient(s) email address(es)
· check the box if the form should include a captcha
· footer text which will appear at the bottom of the form
· submit button text
· thank you text which is shown on successful form submission and replaces the submit button

4. Create the form fields in the JSON text area:

· Start the form with a [ on a line by itself.
· Each form field starts with a { and ends with a }, EXCEPT THE LAST, which does not have a , the the end.
· End the form with a ] on a line by itself.

5. Form fields have the following format:
	{“name”:”fieldname”,”type”:”fieldtype”,”title”;”fieldtitle”,”required”:”YorN”,value”;”fieldvalue”},

fieldname: the internal name of the field, like customer_name, account_number, etc.

fieldtype: can be either text (single line), textarea (multiline) or email (to validate an email address). Other types like checkboxes, radio buttons and select lists are NOT supported.

fieldtitle: the label that will appear to the left of the form field.

YorN: Y if the field is required, N if not.

fieldvalue: if you want this field to display a pre-filled value enter it here. Normally, this would  just be ”” (two double quotes).

Here’s the form that was created for client pwsd4 on RWI:
[
{"name":"customer_name", "type":"text","title":"Customer Name","required":"Y","value":""},
{"name":"customer_email", "type":"email","title":"Email","required":"Y","value":""},
{"name":"customer_acct_number", "type":"text","title":"Account Number","required":"Y","value":""},
{"name":"customer_phone", "type":"text","title":"Phone Number","required":"Y","value":""},
{"name":"customer_addr", "type":"text","title":"Address","required":"Y","value":""}
]
6. Save the form definition.

7. Go to the client’s content and edit the page you want the form to appear. On RWI, you want to place a token referencing the form in the page body, on MUNI in the page footer.

Here’s what the token looks like:

[bookmark: __DdeLink__12_1973785387]<p>{custom_form:client_id:form_name}</p>

Where client_id is the Client ID you recorded in step 1 and  form_name is the name you gave the form when you created it.

When you create a form for a client, the My Messages page in the client’s dashboard will have a tab with the form name. Clicking on the tab will show the form submissions and also allow the client to edit the recipient email(s). We’ve not implemented the ability to download the submissions to Excel.  If, in fact, you’ve defined multiple forms for a client, each form will have its own tab in the dashboard.


 







 
