


7

All
BENTLEY

www.bentley.edu

# $
% $"
& $(
) $(
) * $+
,** $+
- /0
Form Builder

Last Updated: 6/122/2006 9:28 AM
© Copyright



7

Al
BENTLEY

www.bentley.edu

Overview

Bentley Form Builder is an application designed to aid in the creation of HTML forms to be placed

on Bentley web pages. This application is entirely web-based, and can be accessed easily
through Microsoft Internet Explorer.

Logging in and out of Form Builder

Logging In

1. Open Internet Explorer and navigate to https://bentley.edu/bentleyforms. The Form
Builder log in page will appear as seen below.

A Log-In Form - Microsoft Internet Explorer

Ele Edit View Favorites Tools Help l‘;’
@Bad« A | \ﬂ IEL‘ 0 /..73 Search ‘:;:/Favorites £ 2

Adchress | ] https:,/fwww bentiey edujbentieyforms/

28 LBs

v B ks ?

Bentley Form Builder

Log-In Form

Please log in using your Bentley e-mail address and your network
password.

Bentley E-mail ‘ ‘
Address:

Network Password: | |

@Copyright

&) Done

S @ hnternet

2. Type your Bentley e-mail address in the username field.

3. Type your Bentley network password in the password field.
4. Click Submit or press Enter.

Logging Out
1. Tolog out of Form Builder, simply click the Log Off link on the Main Menu.
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The Main Menu

Each time that you log in to Form Builder, you will be presented with the Main Menu, as seen
below. Please note that if you have not created any forms, you will not see links to Edit an
Existing Form, Deactivate Form, View Submissions, or Delete Submissions. These links will
appear automatically after you have created a form.

2 Menu - Microsoft Internet Explorer |Z”E|E‘
Fle Edit View Favorites Took Help "
Qo - O \ﬂ @ ;‘, /'T\J Search ‘:,‘:‘\'(‘Faunntes & - :;' LE 3

address ] hitps: fnww.bentiey.edu/bentieyforms/SetUpMain.do v Beo e

A

Bentley Form Builder

Create a New Form

Create a New Form fram an Existing Form

Edit an Existing Form
Deactivate Form
View Submissions

Delete Submissions

Log Off

€

&) Q' @ mntemet
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Creating a New Form

To create a new form, simply click the Create a New Form link on the Main Menu. You will be
presented with the page below.

3 Create Form - Microsoft Internet Explorer

File Edit WView Favorites Tools Help "
A e N o
@Eada - \ﬂ IELI 0| ) search 7 Favorites &) = . ﬁ .:}
Address |1 hitps:/fwww.bentley. edujbentieyforms/CreateFormink.do v Bee ks *
~
Bentley Form Builder
Create Form
Main menu Click on any field label for help
Form Name: |T ini DC Comi
Log OFf . raining DC Comics
oo R (no spaces; use underscores instead)
Form Title: [oC Comics survey |
Thank you message: Thank you for completing this
survey. Your time is greatly
appreciated.
E-mail for notification: lpjuliano@bentley.edu
Comments: This is a test form for
training purposes.
Authenticate if off-campus?: r
¥
&] Form Name Help S @ nternet

Form Name

This field is the unique identifier that will be used by Collage to access the form you are creating.
The name must be uniqgue among all forms in this system, and it is suggested that the name of
the form be preceded by the name of your department in order to reduce the chances of a
naming conflict. This field is required and may not contain spaces or special characters. Please
use lower case letters for the form name. The length of this title is limited to 50 characters.

Form Title

This field is the title of the form that the user will see. This is a required field and may be up to
200 characters long.

Thank you Message

This message will be displayed to users when they have finished completing the form. Thisis a
required field and may contain up to 2,000 characters.

Email for Notification

In this required field, you must enter the email address of the individual who should receive an e-
mail notification when a form is submitted. When entering multiple e-mails, use a comma to
separate the e-mail addresses. When a web user submits a response to a form, an email will be
sent to the address listed stating simply that a form has been submitted — the email will contain
no data.
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Comments

This field is not seen by users on the web, and is for documentation purposes only. This is not a
required field and may contain up to 2,000 characters.

Authenticate if off-campus?
If this box is checked, anyone accessing the form will be asked for their Bentley network

username and password. This box should be checked if the form you are creating is only
intended for the Bentley community.

Once all the required fields have been filled out, you may click Create to continue building the
form. You will be presented with a page similar to the one below.

2} Edit Form - Microsoft Internet Explorer

Hle Edit Vew Favorites ool Hep =

Qe - ) - [¥] [B ) O serdn Spravones €2) - & <,

2dcress [ htps:fjnm bertey.edufbentey forms/CreateFarm.da

Bentley Form Builder

Click on any field label for help

Main menu

Log Off

Form Name:

Form Title:

Thank you message
Add Standard Field
Select field:

| First Wame: v

E-mail for notification

Comments:

Add Custom Field
Choose field type to create
Text Field A

Authenticate if off-campus?:

Grant rights to form

Training_DC_Comics

DC Comics Survey

Thank you for completing this
survey. Your time is greatly
appreciated.

[pjuliancebentiey.edu

This is a test form for
training purposes.

r

Publish to Collage

In order to permit others to view/edit this form please click this link:

] Form Name Help

5 @ mternet

Adding Standard Fields to Forms

Each form that you create will have different fields, or questions, to which a user can respond.

Standard fields are very commonly requested fields that have been pre-configured in the Form
Builder system to save time. The field label (name), length, and validation have been pre-set,
although the pre-set values of may be overridden. To add a standard field, simply select a field
from the dropdown list on the left side of the page and click Add. You will be presented with the

page below.

Form Builder
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3 Creats Field - Microsoft Internet Explorer ==
Fle Edit Vew Favorites [ook Help Iz
Qe - ) - [¥] [B ) O serdn Spravones €2) & <
Address [ & bentk .do v B e =
-
Bentley Form Builder
Create Field
Main meny Click on any field label for help
Log Off 0a et requs: = data on Bantisy Farms
Form nam Training_DC_Comics
Field label Zip
Field type Text Field
Add Standard Field Further explanatory text: [
Select field: Please set field length: characters || max characters
i M O R p— 5
Remires Yoo
Error message [
Add Custom Field
Choose field type to create
Text Field A
v
] Done 5 @ mternet

To accept the standard field without making changes to any variables, simply click Create. If you
wish to make changes to any of the fields please see the section on adding text fields, as all
standard fields are text fields.

Types of Custom Fields

Custom fields can be of several different types: text fields, comment boxes, checkbox groups,
radio button groups, dropdown boxes and text selection fields. To create a custom field, simply
select the type of field you would like to create from the dropdown box, and click Create.

Text Fields
Text fields request information from a user, and display a single line box for entering information.
These fields may be up to 4,000 characters long.

Comment Boxes (Text Area s)

This type of field displays a multi-line box in which a user can enter information. The character
limit is the same as that of a text field (4000 characters) but is more suitable for entering large
amounts of text. If a user inputs more text than can be shown in the field, a vertical scroll bar will
appear which allows for viewing of the text that has been entered in a more readable format.

Checkbox Groups

Checkbox groups allow a user to select one or more items from a logical list. For example, a
group of checkboxes could contain the colors Red, Blue, Yellow, and Green. Users could select
one or more colors that they enjoy.

Radio Button Groups

Similar to checkbox groups, radio button groups allow a user to select one and only one item from
a logical list. Radio buttons would a good choice if a user were asked to select his or her favorite
color, as he or she can only have one favorite.

Form Builder 7
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Dropdown Boxes

This type of field allows a user to pick choices from a list, and generally take up less space than
radio button groups. If a user were to pick his or her state, for instance, a radio button group
would be far too cumbersome. A dropdown box is much better suited to this task.

Text Sections

Text sections are not fields that request data from a user. Instead, these sections are simply
blocks of text that can be used to convey information to a user. This field is particularly useful
when detailed instructions are needed in a form.

Adding Text Fields

To add a text field, simply select Text Field from the Add Custom Field dropdown box and click
Add. You will then be presented with the screen below.

4 Create Field - Microsoft Internet Explorer EI@'E‘
File Edit View Favorites Tools Help ’,"
@Eadc A > | \ﬂ @ 0 /.3Sear:h 5. Favorites L %] - &5 | ﬁ ‘E‘i
Address €] https: fwww.bentiey. edu/bentieyforms ChooseHtmiType do v e s ”

Main menu

Log Off

Bentley Form Builder

Create Field

Click on any field label for help

Do not requast sensitive dats on Bentley Forms

Add Standard Field
Select field:
[First Wame: ~

Add

Add Custom Field
Choose field type to create:

|Text Fiela v

Form name:

Field label:

Field type
Further explanatory text:

Please set field length:
Validation:
Required:

Error message:

Training_DC_Comics

|Favozita Character ‘
Text Field
[pame of your favorite DC character.]

characters max characters

Special characte v

™ Yes

-~

(&] Add Field Help

2 @ hternet

Field Label

The field label will appear on the form next to the input field. It should identify what type of
information should be entered, but is an optional field. This label may be up to 2000 characters

long.

Further Explanatory Text

This text is displayed beneath the field label to provide more instructions to a user. This field is
helpful in conveying constraints to the user; this space could be used to tell users that special
characters are not allowed in this field, for example. This is an optional field.

Field Length

This option sets both the length of the field (visually) and the maximum length of the input. The
first box is the size, in characters, of the box itself, and the second is the maximum number of

Form Builder
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characters that will be accepted by the field. For example, the field “Favorite Character” could
have a field length of 15, which would set the box to be 15 characters long. It could also have a
maximum length of 30 characters, meaning that 30 characters could be typed into the box, but
that only 15 would display. This field is required.

Validation

This option allows you to filter what kind of information will be accepted in this text box. When the
user presses the Submit button, the form will check to see if valid information has been entered
into the text field. E-mail validation will require that the field be formatted in the style of an e-mail
address (name@isp.com), number validation checks to see that all characters entered are
numeric, date validation requires that the input be in a valid date format (MM/DD/YYYY) and the
option to disallow special characters will not accept a submission containing any of the following
characters: ‘“1@#3%"&*()<>=-+[]{}.,\/]:?;.

Required
If this field is checked a form cannot be submitted without valid data in this field. If the field is not
checked, the field will be considered an optional field and no data is required.

Error Message
This error message will display if the user attempts to submit a form with an error in the field.

Once all options have been set, click Create to save the data for this field, or click Cancel to
disregard all changes and return to the previous menu.

Creating a Comment Field

Creating a comment field is much the same as creating a text field. The only difference lies in the
field length option. For text areas, the first box defines how many characters will fit on one line,
and the second defines how many rows of characters will be visible. These parameters do not
limit the amount of text that can be entered, however. If more text is entered than there is space
available, a vertical scroll bar will appear allowing the user to input more text.
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Creating a Checkbox Group

To create a checkbox group, select Checkbox Group from the dropdown menu and click Add.

Group Label

This label will appear on the form next to the group, and should indicate what type of information
is being gathered in the group. This required field may be up to 50 characters long.

Press the Create button to save the group name and move on to the screen below, where
specific checkboxes can be added to the group.

Create Checkbox Group

Farm name: supply_aorder_form
(zroup Label: Faper Supplies
Reguired: [~ ‘Yes

Create I | Bac}{|

To add a checkbox to the group, click on Add an item to this group.

Edit Checkbox Group Add [tem to Group

Form supply_order_form Form name: supply_order_form

Group type: Checkbox

Group Label; Paper Supplies

Required: ™ Yes l[Ierr%e' Envelopes |

Add an itern to this group

To the right of the screen, enter the name of the checkbox you would like to add to the group and
click Add. After each new item is added, all checkboxes are displayed and individual checkboxes
can be deleted or edited by clicking the appropriate link. Click Finish when done.
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Creating a Radio Button Group

To create a radio button group, select Radio Button Group from the dropdown menu and click

Add.

Enter a label for the group and click Create.

Items may be added, edited, and deleted to a group exactly as for checkbox groups
items have been added to this group, click Finish.

A Edit group - Microsoft Internet Explorer ‘:”Elg‘
Fle Edt WView Favortes Tools Help i
Oms- © [N [& G P Srroenm @ 35 g
Address ‘a'- bentiey. ed. hooserield. d d ypeInternal=RADIOGROUP&fieldId ramlng"‘ >
&
Bentley Form Builder
Main menu Edit Radio Button Group
Log OFf

Add Standard Field

Form Training_DC_Comics

Group Label: [fno is the worsc super villian?

Add an item to this group

. When all

Name Position
Select field:
Black Adam 1 DELETE EDIT
Doctor Light 2 DELETE EDIT g
Lex Luthor 3 DELETE EDIT
Sinestro 4 DELETE EDIT
Add Custom Field
Choose field type to create:
v
&] Done S @ internet
Form Builder 11
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Creating a Dropdown Box

To create a dropdown box on your form, select Dropdown Box from Add Custom Field and click
Add.

Enter a label for the group and click Create.

A Edit group - Microsoft Internet Explorer ‘:”Elg‘
Fle Edt WView Favortes Tools Help i
Ont- © RRAG P o= @ -5 0 JE B

B ‘a-. bentiey. ed. reateChild.d v‘ [ EE

A

Bentley Form Builder

Main menu Edit Dropdown

Log Off
Form Training_DC_Comics
Group Label: [superman's best power is...

Add Standard Field Add an \t.a.m to this group
Name Position

Select field:

invulnerability 1 DELETE EDIT

heat vision 2 DELETE EDIT g
super breath 3 DELETE EDIT
super strength 4 DELETE EDIT
flight 5 DELETE EDIT
-ray vision 6 DELETE EDIT
super speed 7 DELETE EDIT
- super hearing 8 DELETE EDIT
Add Custom Fisld super intellect 9 DELETE EDIT

Choose field type to create:

&2

€] Add Field Help S @ internet

Items may be added, edited, and deleted to a group exactly as for checkbox and radio button
groups. When all items have been added to this group, click Finish.

Form Builder 12
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Creating Text Sections

To create a text section, select Text Section from the Add Custom Field dropdown box and click
Add.

Text sections are not input types, but instead are areas in which information or instructions can
be displayed.

A Create text section - Microsoft Internet Explorer

file Edt View Favortes Tools Help

@EELX (> ) \ﬂ @ ;‘, /',77 Search \i}(Favmmes €¢} =2~ :;' A,J ﬁ ﬁ

adress | @]h bentiey. ed. hooseHtmIType do v B ks
a8

Bentley Form Builder

Create Text Section

Main menu Text sections display on the page when it is rendered to the user. It can contain additional Section?
information, instructions, etc.
Log Off Bentley
Volleyball
Form name Training_DC_Comics Opens

Text Section Grueling
Schedule

This
Weekend at
s Toumamert
Add Standard Field Text section
The most

header
Select field: challenging

Text section body [please complete this survey and submit schedule in

Bentley

it, so that we can better understand voliavbal
your interest in this subject. yoal
history will get

underway this
weekend with

s

3 Long Island for
Add Custom Field the Pioneer

Choose field type to create: Tournament at

WL

Welcome to the DC Comics survey.

Section2
Bentley v
&] Done S @ internet

Text section headers will be displayed in a large bold font, whereas the text section body will be
displayed in a normal font.
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Editing a Form

After each new field is saved, you will be presented with the Edit Form page. This page may also
be accessed by clicking Edit Form on the main menu.

In this view, each field that has been created in your form is displayed, and each can be edited,
deleted, or moved up and down by clicking Edit, Delete, or the up/down arrows.

2 Edit Form - Microsoft Internet Explorer

fle Edit View Favorites Tools Help "
Qus - O X @ G Pt rrowis @ (- a3
celress | §EY https: fww.bentiey.edu/bentieyforms MoveFieldup.do? ypelnternal=SECTIO) 1015move=Up&fo Training_0C_Cor || [ 60 Links 7
E y.rercl el e 7 ]
E=2] campus?: 3
Form fields:
Field Label Html Type Required Validation
Text Section [ DELETE
EDT &2 &
zip Text Field = DELETE
EDIT B2 &
Favorite Character Text Field ] Special DELETE
characters EDT = =
Why do you like this ~ Comments ] DELETE
character? EDIT B2 &=
Pick which comic Checkbox & DELETE
books you read Group EDT B2 B
reqularly.
Who is the worst super Radio Button [~ DELETE
villian? Group EDT B2 &=
Superman’s best power Dropdown ] DELETE
is.. EDIT &= [
‘ Publish to Collage ‘
In order to permit others to view/edit this form please click this link:
Grant riohts to form =
€] Move Down 2 @ ntemet

Once all fields are ordered correctly, click the Save button to save the form. This does not
publish the form, and changes to previously published form will have to be republished by clicking
the Publish to Collage button.

Preview
To preview the form, click the Preview button. This will show how the form will look to a user on
the web.

Form Builder 14
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Publishing a Form

Once you have completed building a form it must be published to Collage in order to be available
to users on the web.

1. Log into Collage at https://collage.bentley.edu.
2. Browse to the folder in which you would like to store your form.
3. Click the New Document button and give the document a hame.

‘A Serena Collage -- Web Page Dialog
*] New Document

Document type: bt-ClientServices

Name: |D|:: Comics Form |'5'

Dezcription: | |

[ Ok ] [ Cancel

https:/fcollage.bentley. edufservlet/dlg_contrib_selectty & Internet

4. Click OK.

5. When the document opens for editing, click the Metadata button.

6. Click Yes if prompted to save changes, and OK to confirm that changes have been
saved.

7. Inthe form_name field, enter the name of the form you would like to publish to this page
as exactly it appears in Form Builder.

Form Builder 15
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22 Serena Collage -- Web Page Dialog
Metadata

>

Mame |DC Comics Form |

Description | |

Start date | =l

Expiration date | j

form_name |Training_DC_Cu:|-miu:s

meta_description |

meta_keywords |

navigation_highlight [ ]

navigation_name_owverri | B

i<

[ OK ][ Cancel ]

https: //collage. bentley. edufservietfas_contrib_metadat & Internet

8. Click OK to save the Metadata.
9. Click OK when notified that the Metadata changes have been saved.
10. Click the Exit button to close the asset.

11. Approve the newly created asset by clicking on the check mark next to the asset in the
Version column.

12. In the Edit Form page of Form Builder, click the Publish to Collage button.

Form Builder 16
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Viewing Submissions

All submissions are stored in a secure database within Form Builder. To access data that has
been submitted, follow the steps below.

1. Click on View Submissions on Form Builder's main menu.
2. Select the form from which you wish to view the data.
3. Click View Data.

Click Open as Excel Document to open the data in Excel where it can be saved to your local
computer.

If you wish to add comments to a row, click the date link. This will bring you to the page below,
where you may enter comments. Clicking Update will return you to the data view.

Deleting Submissions

Data may be permanently deleted from the Form Builder database. This feature is useful for
deleting test data from the database.

1. Click Delete Submissions on the main menu.
2. Select the desired form from the dropdown box.
3. Click Delete next to the row that you wish to delete.

Form Builder 17
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Deactivating a Form

Although forms may not be deleted from the Form Builder database, they may be deactivated.
Follow the steps below to deactivate a form.

Click Deactivate Form on the main menu.

Select the form to be deactivated from the dropdown box.

Click Deactivate Form.

Log in to Collage

Delete the form from Collage by clicking the checkbox next to the asset name and
clicking the delete button.

aorONE

Granting Other Users Access to a Form

The creator of a form may grant other users access to modify, deactivate, view data, delete data,
or grant access to other users. To grant access, click the Grant rights to form link on the bottom
of the Edit Form page.

To grant an individual access, simply select their name from the dropdown box or enter their
email address into the text field. Then, click Submit and you will be brought to the screen below.
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Select the rights that the user should be granted, and click Submit.
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