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With the 2018 Upgrade comes a new feature — a built in form creator! You can create
as many forms as you like and the responses can be emailed to you as well as an
archive kept on your site and/or exported to an excel spreadsheet!

Go to SET UP — Manage Forms — Add form
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Fill out the required fields. If you wish to get email notifications to more than one email
address, put a comma between addresses.

Add Form
o Report an Absence
Description Please £ill out this form to document a student absence.
y
Emall To e/ presk@500n50r 00 COM AU, INOBSPONSOr-od. COM Ay
Please Use comma(,) to multiple email address
Email Subject New absence response
Submit Message Thank you, we have received your notification.
y
Select Status Select Status B
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Select status to ACTIVE and hit SAVE.

Select Status v Select Status

Inactive
B

Click on the COG_icon to populate your form.
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Data Successfully Saved
. Name Short Code
Report an Absence @Bform-1500 0 msOH
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Edit Form

e

Text Box Tool \ - -
luml

Paragraph Tool

Password (probably not needed) =3 EI;'" EI:

Email Tool
v] 8=
Drop Down Menu Tool > t o
-

Radio Button Tool L\/ B=
Check Box T07/' %
Image Tool / Wml APICH

Captcha Code Tool (to avoid spammers)

Date Box Tool
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Click on Text Box Tool. Add a label —in this instance it is Parent Name. If you select Yes
for “Is Required” then it must be filled out each time the form is submitted. Ignore
Placeholder, then hit SAVE.

Edit Form

F— | T |

. | ) (et Bon Yool X
—, Add Text Box Tool

Bl=1 1| .

’  LReiest ve B

% =

It will then add that field to the right hand side of your form builder.
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Tool added to form successfully

Text Box Label : Parent Name: o= E] a

?I T

TextBox Field

hkok @

=)
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Click on Text Box Tool again — repeat process for Student name.

Now we are going to add a select Box Tool — which will give the parents a drop down

menu to choose student’s class.

a/12

Give it a name in “Label” and then click on “Add Option” to add as menu options as you

need.
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Edit Form
Tool added to form successfully

Tool Box

E[=]

7=

A2
N

— A

Add Select Box Tool
[ tebee

Is Required? * You o
I s Multiple? * Yes B

Add Option Asd Oxten

)
==
Slect Box Tool

Add Select Box Tool
Label * Student Class:

Is Required? * Yes B

Is Multiple? * Yes B

> Add Option Add Option
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Slect Box Tool x
o Foundation [*]
Option Year 1 [ZI
Option Year 2
Option Year 3
Option Year 4
Option ] Year 5§

Once all your options are in, click on SAVE. It will now appear on the right with the rest
of your form.
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Edit Form

Tool added to form successfully

R T opions

Text Box Label : Parent Name: [ G
EI: T Text Box Label : Student Name: o % |Z| o

Select Box Label : Student Class: o % o
et
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Add a Date Box — this will be a small calendar for the parents to choose date of absence.

™ |
Date Tools x I:

| |

Add Date Box Tool =

Label * [Frst Date of Absence
Is Required? * Yes B
Placeholder

-1
-

Add a text area tool for parents to write a comment about student absence. It asks for

number of rows

[

— 5 is enough for a brief description.

LA IR N 1
TextArea Tool ES

Add Textarea Tool

Label * Reason for absence:

Is Required? * Yes B —_

Rows

Placeholder

il |
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[— R I 1 - [
Capcha K
[
Add Capcha [
Label [C&chﬂ I B
. Captcha: | I
| ——

Adding Captcha tool will stop robot spammers filling out your form.

Your form is now ready — see below.

Text Area Label : Reason for absence: 0o v X

Text Box Label : Parent Name: 0 v X Q
Text Box Label : Student Name: (I X O
Select Box Label : Student Class: 0 v X Q
Date Box Label : First Date of Absence: (I X O
Date Box Label : Last date of absence: o v X Q

o

o

Capcha Label : Captcha: o v X
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Refresh your page — or go back to “Manage Form” to see your list of forms. Each form
is given a unique code — copy this code.

Administration General GOLIVE Edit Template Site Layout  Footer Links

soarch...,
Lists of Forms
o Name Short Code Responses Actions
Report an Absence @eform-1508 0 ms QD u

Go to the page where you want the form to appear and edit the page. Paste the code in
the position you want your form and UPDATE your page. Visit your site to view your
form!

Add/Edit a Webpage
Type Normal Page B
Page Title Absences
Meta Description
Meta Keywords
Content

File Edit View Insert Format Tools Table Help

¥ D 4 A-HA- -2 ML B 7 Y= s
‘= E E Paragraph Font Sizes Formats - <>
@@form-15@@|
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ABSENCES

Report an Absence

Farent Name

Student Name

Studert Cass
Foundaticn
Yoar @

Yoar 2

Yoar 3

Monsnm

First Date of Absence:

Last date of absence

FAecason for absence

Captcha

re o 2 e

30y
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Fill out the form to test it out!

Report an Absence

Parent Name:
Testing

Student Name:
Testing

Student Class:

Foundation
Year1
Year 2
Year 3

Vaar #

First Date of Absence:
11/00/2018

Last date of absence:
11/08/2018

Reason for absence:

My child is unwell

N\

Captcha:

v m rot & rozet

1o
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Parents will receive this message (or whichever message you decide when first building
the form).

Thank you, we have received your notification.

CONTINUE TO HOME PAGE

You will receive an email from the system with the absence information — but it is also
housed on your website. Go to Manage From and then click on VIEW to see your
responses to this form:
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Lists of Forms

(] Name Short Code Responses &\oﬂs

Report an Absence ©8form-1508 1 | Q
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Administration  General GOLIVE  Edit Template Stelayout Footerlinks Manage Form [T S REEREREENT Export SV

Lists of Forms Response

Date Title Form Content Actions

2018-10-26 Report an Absence Parent Name: : Testing (%
Student Name: : Testing
Student Oass: : Year 3
First Date of Absence: : 11/09/2018
Last date of absence: : 11/09/2018
Reason for absence: : My child is unwell




