Simple Forms Data Exporting
July 7, 2014
Web form data from the Civica CMS can be captured into the database and exported to an Excel workbook.
Prerequisite
In order to capture data from visitor form submissions the form must be setup to Store Data.
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You must also have access to the Simple Forms module in the Civica CMS. If you do not have access to the Simple Form module, contact web systems staff in Information Systems.
Exporting Data
1) Login to the Civica CMS Administration website.

2) Click on Simple Forms.
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3) Find the form entry and then click on the data button associated with that entry. Entries are sorted form oldest to newest based on the data and time the form was posted (submitted).
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4) Click on the export button associated with any of the entries.
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5) You will have a choice to export only the current record or export the entire list. Choose export form records to export the entire list.
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6) Click on Open or Save as.

[image: ]

7) If you clicked on Open, you may receive a warning about the file format. Click on the Yes button to clear this warning.
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8) The date will open Excel and appear in a worksheet. You may save your workbook as you normally would.
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9) You may close the ASP Transfer page window in Internet Explorer.
Deleting Records
You may delete records you have already exported. To do so, click on the delete button associated with the records you wish to delete. There is no confirmation for deleting records. Once deleted, a record cannot be restored.

http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Siimple_Forms_Data_Exporting.docx
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