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[bookmark: _Toc438040078]Introduction
Simple Forms is a Civica CMS module that allows staff to create simple online web forms for capturing and sending information. Data from the forms can be stored in the Civica CMS database for periodic export to Microsoft Excel, send to multiple email recipients or both.
[bookmark: _Toc438040079]Form Planning
Before you open the Simple Form module in the Civica CMS, you will need to do some planning.
1) Decide what information you absolutely need. Keep your form to a minimum number of fields. Log forms discourage participation.
2) Decide what fields will be required. If you require a field that a visitor does not want to complete, they will be dead in the water and the form will not be submitted.
3) Whenever possible, use selectors, checkboxes and radio buttons. These form elements make data easier to analyze.
[bookmark: _Toc438040080]The Minimum Form
The minimum form will contain the following elements.
1) A form field of your choice
2) CAPTCHA (Completely Automated Public Turing Test to Tell Computers and Humans Apart) - All City Forms should contain CAPTCHA
3) Submit button - All forms must have a Submit button in order to work
[bookmark: _Toc438040081]Google Campaigns
Simple forms are not compatible with Google Campaigns because of the query string that is required for the campaign link. Links to Simple Forms must not query strings of any kind in the URL as this is considered a security issue and the form will fail to submit.
[bookmark: _Toc438040082]Setting-up a Simple Form
Please contact Marilyn Loperfido, Web Technician at 564-5452 or City extension 5452 if you would like more information about setting-up a Simple Form.
1) Login to the Civica Admin site

2) Click on the Simple Forms module.
[image: ]
3) Click on the Add New Entry button.

4) Enter the Form Name. This name will appear at the top of the form on the public web page.

5) What to do with the information collected.
a) Store Data - this option saves the form data into the Civica CMS database. The data can be exported to Microsoft Excel for analysis.
b) Email Data - this option will send an email to the recipient(s) in the EmailTo field.
c) Email Confirmation - this option will send a copy of the form data to the email address in the email address field of the form.  If you choose this option, you must include an email address field in the form.

6) EmailTo - Enter the City email addresses of the staff that should receive an email of the form submission. Separate multiple email addresses using a coma. 

7) EmailBCC - Always enter SNelson@SantaBarbaraCA.gov into this field. You may add additional City email addresses separated by a coma.

8) Agency - Select the Department, Division or program associated with the form from the selector.

9) Notice Subject - If you chose to Email Data, this is the subject of the email staff will receive. The subject should be descriptive.

10) Notice Text - This is the text that will precede the data in the email sent to staff. For proper formatting of the email, the following code snippet needs to be added to this field.

This snippet must be entered in the Full Editor or it will not be retained.


<style type="text/css">
body, p, .ConfFormData {
    font-family: Verdana, Geneva, sans-serif;
    font-size: 10pt;
 }
div {
    margin-bottom: 6pt;
}
p {
    padding-bottom: 6pt;
 }
</style>
<p>New submission from the web form.</p>

a) Select and copy the code snippet from the textbox above.
b) Click on the Full Editor button.
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c) At the bottom of the Notice Text text area, click on the HTML button (< >).

[image: ]

d) Paste the code snippet into the HTML view of the Notice Text area.
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e) Click on the Editing Pencil icon to return to the graphic editor.
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f) Click on the Save button and confirm you wish to save.
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g) You may edit the text as you like.
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11) Confirmation Subject - If you chose Email Confirmation, this is the subject of the email the website visitor submitting the form will receive. The subject should always begin with “City of Santa Barbara - ” and be descriptive.

e.g. City of Santa Barbara - New Zoning Ordinance (NZO) Website Feedback

12) Confirmation Text - This is the text that will precede the data in the email sent to the website visitor. You should thank your customer and let them know this is a confirmation email. For proper formatting of the email, the following code snippet needs to be added to this field.

This snippet must be entered in the Full Editor or it will not be retained.


<style type="text/css">
body, p, .ConfFormData {
    font-family: Verdana, Geneva, sans-serif;
    font-size: 10pt;
 }
div {
    margin-bottom: 6pt;
}
p {
    padding-bottom: 6pt;
 }
</style>
<p>Thank you for your participation in this process.</p>
<p> This email is confirmation of your recent posting.</p>

a) Select and copy the code snippet from the textbox above.
b) Click on the Full Editor button.
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c) At the bottom of the Confirmation Text text area, click on the HTML button (< >).
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13) Paste the following code snippet into the HTML view of the Confirmation Text area.


<style type="text/css">
body, p, .ConfFormData {
	font-family: Verdana, Geneva, sans-serif;
}
div{
	margin-bottom: 6pt;
}
p{
	padding-bottom: 6pt;
}
</style>
<p>New submission from the web form.</p>

a) Click on the Editing Pencil icon to return to the graphic editor.
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b) Click on the Save button and confirm you wish to save.
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c) You may edit the text as you like.

[image: ]

14) Completion Content - This is the confirmation message the visitor will see in the web page after they click on the Submit button. You should thank the customer for their participation.

Follow the previous procedures and insert this code snippet in the Full Editor HTML window. Edit the “Thank You” text as you like. The following is an example.
<style type="text/css">
body, p, .ConfFormData {
	font-family: Verdana, Geneva, sans-serif;
}
div{
	margin-bottom: 6pt;
}
p{
	padding-bottom: 6pt;
}
</style>
<p>Thank you for participating in our (insert title here) survey. Your submission is greatly appreciated.</p>


[image: ]

15) Do not fill out any more fields. Scroll-down to the bottom of the page, click on the Active checkbox, click on the Submit button and then confirm the entry into the Forms database.

[image: ]
Congratulations! You have successfully setup a simple form! You are now ready to add the fields to the new form.
[bookmark: _Toc438040083]Form Fields
There are fourteen (14) types of fields and elements that can be placed into a web form. Following is an explanation of each.
[bookmark: _Toc438040084]Accessing Form Fields
1) Click on the Simple Forms module.
[image: ]
2) Find the form from which you wish to add, edit or delete fields. Click on the fields button.
[bookmark: _Toc438040085]Explanation of Form Fields

[bookmark: _Toc438040086]Simple Forms Addendum from “Knowledge Base” (Author:  Sunny K.)
See steps below for adding or editing form fields:
1) Locate the Simple Form entry then, to add or edit fields simply Click on ‘fields’ button located on the right for that particular form entry.
2) Click on ‘add new entry’ to create or click on ‘modify’ to modify an existing entry (if present).
3) See below listed descriptions for guidance on how to add fields, please note that not all fields are required (*) and vary depending on the form field that needs to be created.  
· *Field Name: The field name needs to be unique and should not contain any spaces in between or foreign characters such as hyphens, apostrophe etcetera.
· Label: Is the descriptive label/text that describes the field e.g. Name or Address etc…
· Form Type: Select the field type e.g. text, checkbox, button, select.
· Existing Fields: Allows the user to copy data from existing options.
· Custom Type: Allows the user to input customized fields that would allow validation e.g. email address, Date or zip.
· Class Type:  Allows the user to assign a class to the field.
· Display Order: Is the numeric sort order for each field (normally set in increments of ten) e.g. if the user wanted the email field to be the very first or top, they would assign the ‘display order’ to be 10.
· Variable 0: Variable 0 varies on the Form type being used. (Recommended input is ‘30’). 
· Text = variable 0 can be = [A Number] which would be the width of the input box
· Radio = variable 0 can be 1 = horizontal OR 0 = vertical
· Checkbox = variable 0 = The amount of checkboxes per row
· Button = variable 0 can be = [Submit] which would make the submit button work
· TextArea = variable 0 is the amount of columns displayed on page
· Variable 1: This is used when we have for example a ‘textarea’ and we need to define amount of rows to display. Variable 1 example value is 5.
· Variable 2: File Extension for uploads. (Recommended if upload field present in the form)
· Variable 3: Maximum file size for each upload. (Recommended if upload field present in the form)
· Script Content: This allows further customization of the form to call script content.
· Required: When marked will make the field as required or mandatory (with an asterisk *).
· Active: When marked will make the field active on that form.
Repeat these steps for each field on the form. You can view your form by clicking the preview button next to the form.
4)      Once you have your basic fields ready, then you need to add a ‘Submit’ (button to send information) and a ‘captcha or Security Verification’ (to prevent unwanted internet bots from accessing website).  
  - Follow the steps below to add a ‘Submit Button’ on the form:
· Create a new field by clicking on the ‘add new entry’ button.
· Enter the following values to create your button:
· Field Name: submit
· Label: Submit
· Form Type: Button
· Display Order: 1000
· Variable 0: submit
· Finally, mark active and click Submit
 - Adding ‘Captcha’ or Security Verification Field:
· Create a new field by clicking on the ‘add new entry’ button.
· Enter the following values to create captcha or verification field:
· Field Name: captcha
· Label: Security
· Form Type: Captcha
· Display Order: 990
· Mark ‘Required’ and ‘active’ then click Submit
[bookmark: _Toc438040087]Text
A Text field is a single line of text. This is most often used for name, email address, city, zip code, etc.
Variable 0 can be = [A Number] which would be the width of the input box.
[bookmark: _Toc438040088]Textarea
A Textarea is like a Text field, except a Textarea has multiple lines.
Variable 0: This is the number of columns displayed on page. 
*At this point in time, choosing the number of columns does not seem to yield any result other than one column.
Variable 1: This is used when we have for example a ‘textarea’ and we need to define number of rows to display. Variable 1 example value is 5.
Limiting Characters in a Textarea Field
The following script must be modified for each Textarea field. Note the name of the Textarea in this example is “085~txt17TextArea1.” The way to get this value is to create the field first without the script. Open the form on the website, view code and find the name attribute of the Textarea tag. Modify the script below in the three (3) places the name occurs. Copy the changed script and paste it into the Script Content field in the Modify Field Types form.
Note, if you change the Display Order number, the name will also change. The line set = 300 is the number of characters the Textarea will be limited to. In this example, the Textarea is limited to three hundred (300) characters. Be sure to make note of the limit in the Label field.
<script type="text/javascript">
$('textarea[name="085~txt17TextArea1"]').keypress(function(e) {
    var tval = $('textarea[name="085~txt17TextArea1"]').val(),
        tlength = tval.length,
        set = 300,
        remain = parseInt(set - tlength);
    $('span#Count').text(remain);
    if (remain <= 0 && e.which !== 0 && e.charCode !== 0) {
        $('textarea[name="085~txt17TextArea1"]').val((tval).substring(0, tlength - 1))
    }
})
</script>

[bookmark: _Toc438040089]Checkbox
Variable 0 = the amount of checkboxes per row.
[bookmark: _Toc438040090]Buttons
Radio
Variable 0 can be 1 = horizontal OR 0 = vertical
· Leave the variable empty if you would like the choices to display vertically. Numbers 2 and 3 will also yield a vertical result.
Select 
Use for a DropDown Menu.
Populate your dropdown fields from the resulting “Options” which will appear after this DropDown selection has been made active.


Submit Button
A Submit button is required on all forms. This button should be the last element in the form.
*Important: The submit button needs to have "submit" (all lower case) in "Variable 0" in the submit field. Once this is there a "reset" will be next to the submit button.
· Field Name: submit
The word submit must be all lowercase
· Label: Submit
· Form Type: button
· Display Order: 1000
Where 1000 will place the Submit button as the last element in the form.
· Variable 0: submit
The word submit must be all lowercase
· Active: checked
Reset Button
The reset button is automatically installed with the submit button.
[bookmark: _Toc438040091]CAPTCHA
CAPTCHA should be used on all forms.
[image: ]The term CAPTCHA (Completely Automated Public Turing Test to Tell Computers and Humans Apart) was coined in 2000 by Luis von Ahn, Manuel Blum, Nicholas Hopper and John Langford of Carnegie Mellon University. It is often very difficult to read.
The CAPTCHA provided by the Civica CMS is effective and easy to read.
[image: ]
· Field Name: SecurityWord
· Label: Security Word
· Form Type: captcha
· Custom Type: Captcha
· Display Order: 990
Where 990 will place the CAPTCHA element as the last element before the Submit button.
· Required: checked
· Active: checked
[bookmark: _Toc438040092]Type of File Uploads
In order for file uploads to work, you must specify the file name extensions that are allowed and the maximum file size. You must include the period before the file name extension.
You must also include a space between the comma (or semicolon) and the period.
Select Form Type: file
Use Variable 2: enter file name extensions separated by commas or semi-colons.
Note: if you have only one filename extension, it must be followed by a comma or semi-colon - .txt,
File extensions for text and Word documents - .txt, .doc, .docx
File Extension for movie uploads, e.g. - .mov; H264; .wmv
Use Variable 3: Maximum file size for each upload in kilobytes
Enter an integer. The integer is the maximum number of kilobytes allowed for upload
e.g. 2000
2000  KB is equal to 2 MB
5 MB is the maximum recommended file size.
Example of file upload field that allows text files, PDFs, and Word Documents with a maximum of 5MB in file size.
[image: ]
[bookmark: _Toc438040093]Label
Is the descriptive label/text that describes the field e.g. Name or Address etc… This field can be edited as needed any time after the form has been created.
[bookmark: _Toc438040094]Map

[bookmark: _Toc438040095]ImageGrps

[bookmark: _Toc438040096]Image
Use Variable 2: for image uploads. List the file name extensions that are allowed to be uploaded. Separate each by a comma. 
e.g. - .jpg,.png,.jpeg
Use Variable 3: for the maximum upload size.
e.g. 5000
5000K = 5MB
[bookmark: _Toc438040097]Hidden

[bookmark: _Toc438040098]Textlist

[bookmark: _Toc438040099]Adding the Form to a Page
1) Login to the Civica CMS Administration site.
http://civicaweb.santabarbaraca.gov/civica/admin/

2) Hover over the Civica menu at the top-left of the Administration page, and then select Go to Website from the menu.

[image: ]

a) Browse to the section home page where you wish to create (add) a page, hover-over the Editing Pencil and then select NavBuilder from the menu. 
b) In NavBuilder, click on the folder where you wish to create the web form page.
c) In the New Pages section, click on the Child Page button.
d) Enter the name of the new page and then click on the Submit button.
e) Click on the Save button to save the new page to the database.
f) In the Web Pages section, click on the Create/Modify button.
g) On the Civica NavBuilder - Page Layout page, choose the HTML, Simple Form layout.
h) In the Form Name selector, choose the Simple Form you wish to put into the page.
i) Click on the Submit button.
j) In the Menus section, click on the Refresh button. 
k) Close NavBuilder and check-in all of the pages you have checked out.
l) Refresh the page and then click on the new link in the Explore menu to get to the new Simple Forms page.
[bookmark: _Toc438040100]Adding Text above the Form
You may use HTML Editor to add text above the form on the page. You cannot add text below the form.
Do not add more than a paragraph of text above the form. The reason is that when the form is submitted, there is confirmation text that will display in place of the form. If the confirmation text cannot easily be seen because it is so far down the page that visitors have to scroll to see it, they will miss the confirmation text, and often believe the form was not submitted and then resubmit the form. This will throw an error and further confuse our visitor.
[bookmark: _Toc438040101]Technical Support
Please contact Marilyn Loperfido, Web Technician at 564-5452 or City extension 5452 if you would like more information about setting-up a Simple Form.


http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Simple_Forms.docx
Page 1 of 1
image1.png
— &
Simple Forms





image2.png
IS DB 7|
XD ® & LB

B~ Q0 8- |8 & ofFfu mE)




image3.png
‘%




image4.png
Notice Text

<style type="text/css">
body, p, .Confrormbata {
font-family: Verdan, Geneva, sans-serif
fontsize: 10pt;
3
dv i
margin-battom: 6pt;

L

 Paddnsatom: 6t

<Istyle>

<p>New submission from the web form. </p>

Characters used: 308

=




image5.png
Characters used: 308




image6.png
¥YXEBEE® B O &
M mY By

Custom Notice





image7.png
NoticeText ' @@ SV ® 9-C- 4 LA BB -

B Z U A - - Fortheme

- [1omt

‘Apply C5S Class

=§7

New submission from the New Zoning Ordinance (nzoD Al

Website Feedback form |





image8.png
ConfirmationText ' [ @ 8V 49 -0- 4 LA GG -
% A -y - |Verdona 10pt | Apply CS5 Class _

Thank you for your participation in the New Zoning Or
(NZO) website feedback process.

nce

This email is confirmation of your recent posting.




image9.png
Tahoma

Completion Content 3 @, 5, % # 9 - G- 4 & B BB S
z A

B

‘Apply C5S Class

4

Thank you for your participation in the New Zoning Ordinance (NZO)

website feedback process.

~

2




image10.png




image11.png




image12.png
S Ezznily U] relieved

Please enter the word above in the space
below





image13.png
Variable 0

Variable 1 2

Variable 3 5000




image14.png
llles users | Re

Site Issue Tracker

User Guides & Knovledge Base
Cwvica Contacts
Workelow Pending Approval






Simple Forms


 


December 16, 2015


 


 


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


 


Page 


1


 


of 


1


 


This is a document in process and is not complete.


 


Please check the date in the top


-


right of each page for the most current version.


 


Table of Contents


 


Introduction


................................


................................


................................


................................


................................


...............


 


2


 


Form Planning


................................


................................


................................


................................


................................


..........


 


2


 


The Minimum Form


 


................................


................................


................................


................................


........................


 


2


 


Google Campaigns


 


................................


................................


................................


................................


...............................


 


3


 


Setting


-


u


p a Simple Form


 


................................


................................


................................


................................


...............


 


3


 


Form Fields


................................


................................


................................


................................


................................


..............


 


11


 


Accessing Form Fields


................................


................................


................................


................................


................


 


11


 


Explanation of Form Fields


 


................................


................................


................................


................................


.....


 


11


 


Simple Forms Addendum from “Knowledge Base” (Author:  Sunny K.)


 


................................


.......


 


11


 


Text


 


................................


................................


................................


................................


................................


....................


 


14


 


Textarea


 


................................


................................


................................


................................


................................


..........


 


14


 


Checkbox


 


................................


................................


................................


................................


................................


.......


 


15


 


Buttons


 


................................


................................


................................


................................


................................


..........


 


15


 


CAPTCHA


 


................................


................................


................................


................................


................................


.......


 


16


 


Type of File Uploads


 


................................


................................


................................


................................


..............


 


17


 


Label


................................


................................


................................


................................


................................


..................


 


18


 


Map


 


................................


................................


................................


................................


................................


...................


 


18


 


ImageGrps


 


................................


................................


................................


................................


................................


....


 


18


 


Image


 


................................


................................


................................


................................


................................


...............


 


18


 


Hidden


................................


................................


................................


................................


................................


.............


 


19


 


Textlist


 


................................


................................


................................


................................


................................


.............


 


19


 


Adding the Form to a Page


 


................................


................................


................................


................................


.........


 


19


 




Simple Forms   December 16, 2015     http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Simple_Forms.docx   Page  1   of  1   This is a document in process and is not complete.   Please check the date in the top - right of each page for the most current version.   Table of Contents   Introduction ................................ ................................ ................................ ................................ ................................ ...............   2   Form Planning ................................ ................................ ................................ ................................ ................................ ..........   2   The Minimum Form   ................................ ................................ ................................ ................................ ........................   2   Google Campaigns   ................................ ................................ ................................ ................................ ...............................   3   Setting - u p a Simple Form   ................................ ................................ ................................ ................................ ...............   3   Form Fields ................................ ................................ ................................ ................................ ................................ ..............   11   Accessing Form Fields ................................ ................................ ................................ ................................ ................   11   Explanation of Form Fields   ................................ ................................ ................................ ................................ .....   11   Simple Forms Addendum from “Knowledge Base” (Author:  Sunny K.)   ................................ .......   11   Text   ................................ ................................ ................................ ................................ ................................ ....................   14   Textarea   ................................ ................................ ................................ ................................ ................................ ..........   14   Checkbox   ................................ ................................ ................................ ................................ ................................ .......   15   Buttons   ................................ ................................ ................................ ................................ ................................ ..........   15   CAPTCHA   ................................ ................................ ................................ ................................ ................................ .......   16   Type of File Uploads   ................................ ................................ ................................ ................................ ..............   17   Label ................................ ................................ ................................ ................................ ................................ ..................   18   Map   ................................ ................................ ................................ ................................ ................................ ...................   18   ImageGrps   ................................ ................................ ................................ ................................ ................................ ....   18   Image   ................................ ................................ ................................ ................................ ................................ ...............   18   Hidden ................................ ................................ ................................ ................................ ................................ .............   19   Textlist   ................................ ................................ ................................ ................................ ................................ .............   19   Adding the Form to a Page   ................................ ................................ ................................ ................................ .........   19  

