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Creating a Webform

1. Begin by selecting [Content] -> [Add Content] -> [Webform] in the administrative toolbar. A new
Webform page should appear.

&« o0 ¥ Create Webform | Clevelan...

f* Content Help

CREATE WEBFORM

Title *
[Webform using a Webform Content Type

Body (Edit summary)

B 1I[E=s=E = EenrBEPE @ Nomal T B MR E S &

body p 4

Text format |Filtered HTML Vv

®100% ~

Enter the title of the webform you would like to create
Enter the text body of the form. This information should include instructions on how to
complete your form.

4. Inthe group controls, select the group you want this form to be placed. IF YOU DO NOT SELECT
A GROUP OR YOU CHOOSE NONE, YOU WILL LOSE ACCESS TO THE GROUP.

5. Inthe menu settings, click on the checkbox labeled Provide a menu link

6. If you want to change the menu link title, enter the change in the textfield labeled Menu link

7. The description allows you to add a tooltip to be displayed over the menu link once users places
their cursor over the link.

8. Click to save to begin creating the form
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Form Components

A

Content  Help

Web Form Test

WEBFORM USING A WEBFORM CONTENT TYPE

¥ Webform using a Webform...

Hello acrj_trainer

0 « Webform Webform using a Webform Content Type has been created.
« The new webform Webform using a Webform Content Type has been created. Add new fields to your webform with the form below.
View Edit Webform Results

Form components BESNEIH

Form settings

Show row weights

| | El |

‘ No Components, add a component below.

‘+ [ [Textfleld v O
FOR YOU AT CSU STUDENT SERVICES CAMPUS RESOURCES ACADEMIC RESOURCES
Alumni Campus 411 All-in-1 Bookstore Academic Calendar
Current Students Dining Campus Email Campus Locations
Faculty/Staff Disability Resources. Career Services Colleges and Schools

Counseling Center
Employment Opportunities
Events Calendar

Health and Wellness Services
Maps

Parking Services

Student Advising
Library
University Registrar

Future Students
Parents

Financing Your Education
Living on Campus
Military and Veterans
Paying Your Bills

Student Life

s an equal opportunity educator and employer.

Employment | Tobacco Free

The following form components are available in the TYPE list.

VISIT ATHLETICS

SOCIAL NETWORKS

& ] £l o)
inJo] t 5]

Log out

#100%

Name Description

Date Presents month, day, and year fields.

E-mail A special textfield that accepts e-mail addresses.

Fieldset Fieldsets allow you to organize multiple fields into groups.

File Allow users to upload files of configurable types.

Grid Allows creation of grid questions, denoted by radio buttons.

Hidden A field which is not visible to the user, but is recorded with the submission.
Markup Displays text in the form; does not render a field.

Number A numeric input field (either as textfield or select list).

Page break Organize forms into multiple pages.

Select options Allows creation of checkboxes, radio buttons, or select menus.
Textarea A large text area that allows for multiple lines of input.

Textfield Basic textfield type.

Time Presents the user with hour and minute fields. Optional am/pm fields.
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File Component
The file component allows users to submit files to form. To accept an uploaded file

WEBFORM TEST

View Edit Webform Results Unpublish Devel

LRIl lolilii&y) Conditionals Remote Posts  Confirmation messages Form validation E-mails Form settings

Show row weights

LABEL FORM KEY VALUE REQUIRED OPERATIONS

‘ 4 Name ‘ name

Textfield ’ - ‘ O

» = o
#+ |Upload File ‘ File i ’ ‘ - “_' ’

1. Begin by selecting [Webform]
2. Create a page by adding a Title and content to the Body. Select a group this page will belong to.
Click [Save] once completed.

You will be taken to the Form components page. This page is where you will begin to construct your
form.

3. Give your component a Label
4. Select [File] in the type list
5. Click on the [Add]

You will be taken to the Edit Component page. This page is where you will edit the settings of the
component you are adding. The following is a quick overview of settings that can be changed for the File
component.
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Recreation Center

RECREATION CENTER - EDIT COMPONENT: FILE UPLOAD

CSU Rec Online Portal
e View  Edit  Webform  Results  Revisions  Unpublish
General Information T Conditionals  Form validation  E-mails ~ Form settings
Membership
Offers & Promotions. Label *
Programs & Services file upload
Special Events This is used as a descriptive label when displaying this form element.

Form Key *
University Address file_upload

Cleveland State University

2121 Euclid Avenue This key will be used as

Enter a machine readable key for this form element. May contain only alphanumeric characters and underscore:

i Co the name atribute of the form element. This value has no effect on the way data i saved, but may be helpfl i doing custom form
Cleveland, O 441152214 processing

Mailing Address

T Description

2420 Chester Avenue
Cleveland, Ohio 44115-2214
Phone: 216-802-3200
recreation@csuohio.edu

A short description of the field used as help for the user when he/she uses the form. Browse available tokens.

Upload destination
(©) Public files

@ Private files

Public files upload destination is dangerous for forms that are available to anonymous and/or untrusted users. For more information, see
DRUPAL-PSA-2016-003.

Upload directory

webform/

You may optionally specify a sub-directory to store your files. Browse available tokens.
Rename files

You may optionally use tokens to create a pattern used to rename files upon submission. Omit the extension; it will be added

automatically. Browse available tokens.

- Validation

7] Required
Check this option if the user must enter a value.

Max upload
2 MB

Enter the max file size a user may upload such as 2 MB or 800 KB. Your server has a max upload size of 8 M.

Allowed file extensions

CCATEGORY

Web images. ‘gsele(( wgif @ipg [@png

Desktop (select) |[[Ibmp [eps  [uf rpict  [psd
images

Documents | (select) | 7 txt nf huml Fipdf  fidoc  ridocx  [odt ppt
Flppx Todp  [Ixis xlsx  [ods

~Display

Label display
Above +

Determines the placement of the component’s label.

7] Description above field
Place the description above — rather than below — the field.

Progress indicator
© Throbber
) Bar with progress meter
The throbber display does not show the status of uploads but takes up less space. The progress bar is helpful for monitoring

progress on large uploads.

] Private
Private fields are shown only to users with results access.

Wrapper CSS classes
Apply a class to the wrapper around both the field and its label. Separate multiple by spaces
CsS dasses

Apply a class to the field. Separate multiple by spaces.

Save component
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1. Label —Add a descriptive label for this form component.
2. Description — Add a short description of the field that can be displayed for the user.
3. Upload destination
a. Public files — Files that are uploaded as public files are available to everyone. These files
can be accessed through search engines and the media library.
b. Private files — Private files can only be accessed by those that have access to your

group/department. PLEASE NOTE: Only authenticated users can submit

private files.
c. Disable anonymous user select [Webform] -> [Form settings] -> scroll down to the
section labeled Submission access -> deselect anonymous user
4. Upload directory — Optionally, specify a directory to store user files.
5. Rename files — Optionally create a pattern to rename files upon submission. If left blank, an
extension is added automatically.
6. Required — Check if this is a required field.
7. Max upload size — Enter a maximum file size that a user may upload. PLEASE NOTE: You cannot
set a maximum size greater than the servers maximum upload size.
8. Allowed file extensions — select what type of files that can be uploaded
a. Webimages
b. Desktop images
c. Documents
9. Save component.

Edit E-mail Settings
The E-mails settings allow you to send your form results to users.

WEBFORM TEST

View Edit Webform Results Unpublish Devel

Form components  Conditionals Remote Posts Confirmation messages Form validation @=ggblUly Form settings

SEND E-MAIL TO SUBJECT FROM OPERATIONS
‘ Currently not sending e-mails, add an e-mail recipient below.

® Address: lemail@example.com

v Add

Component value:  No available components v

1. Select the checkbox under the SEND column.
2. If the email is going to a specific email address, select the [Address:] option and enter the email
address in the textbox labeled email@example.com.
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3. If you would like to forward the results of the form to a user whose information you gathered on
the form, select [Component value:] and choose the question that is gathering email addresses.
PLEASE NOTE: The field you want to gather the email address form must be an e-mail type. If
you are collecting the email address in a textfield type, it will not work.
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ABOUT CSU

Ata Glance
History

Campus Map

Directions

Services Near CSU
Community Engagement

University Procedures and
Guidelines

Mailing Address

Cleveland State University
2121 Euclid Avenue
Cleveland, OH 44115-2214
Phone: 216.687.2000

About CSU

WEBFORM TEST

View Edit Webform Results Unpublish Devel

Form components  Conditionals ~ Remote Posts  Confirmation messages ~ Form validation m Form settings

E-mail to address

@ Custom: iemail@csuohierdu

(O Component: No available components

Form submissions will be e-mailed to this address. Any email, select, or hidden form element may be selected as the reci
Multiple e-mail addresses may be separated by commas.

Enable sending
Uncheck to disable sending this email.

E-mail header details

E-mail subject
@ Default: Form ission from: webform test
O Custom: ‘

O Component: [Name -

Any textfield, select, or hidden form element may be selected as the subject for e-mails.

E-mail from address

@ Default: csudrupal@csuohio.edu
O Custom:

OC No available c

Any email, select, or hidden form element may be selected as the sender's e-mail address.

E-mail from name
@ Default: Cleveland State University
O Custom: [

(O Component:

Any textfield, select, or hidden form element may be selected as the sender's name for e-mails.

~ E-mail template
An e-mail template can customize the display of e-mails.

| Default template

Submitted on [submission:date:long]
Submitted by user: [submission:user]
Submitted values are:
[submission:values]

The results of this submission may be viewed at:

Browse available tokens.

» Included e-mail values

Save e-mail settings
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e E-mail to address - Form submissions will be e-mailed to this address. Any email, select, or
hidden form element may be selected as the recipient address. Multiple e-mail addresses may
be separated by commas.

e E-mail header details - Any textfield, select, or hidden form element may be selected as the
subject for e-mails.

e E-mail subject — Any textfield, select, or hidden form element may be selected as the subject for
e-mails

e E-mail from address — Any email, select, or hidden form element may be selected as the
sender’s e-mail address

e E-mail from name — Any textfield, select, or hidden form element may be selected as the
sender’s name for e-mails

e E-mail template — an email template can customize the display of emails

WEBFORM TEST

0 Email settings added.

View Edit Webform Results Unpublish Devel

Form components Conditionals Remote Posts Confirmation messages Form validation Form settings

SEND E-MAILTO SUBJECT FROM OPERATIONS
F submission from: | "Cleveland State University"
email@csuohio.edu orm submisst ' veland State _W rsity Edit | Clone | Delete
webform test <csudrupal@csuohio.edu>
@ Address: ‘emalI@examp[e.com 1
Add
O Component value: No available components
Save

To add multiple email recipients, click on the [Add] button under the Operations column.

Form Settings
After a user submits a form a user displays a form submission page.
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WEBFORM USING A WEBFORM CONTENT TYPE

Thank you, your submission has been received.

Go back to the form

FOR YOU AT CSU STUDENT SERVICES CAMPUS RESOURCES ACADEMIC RESOURCES VISIT ATHLETICS
Alumni Campus 411 All-in-1 Bookstore Academic Calendar 7 e
Current Students Dining Campus Email Campus Locations

Faculty/Staff Disability Resources Career Services Colleges and Schools

Future | Fi ing Your Edi i C ling Center Student Advising

Parents Living on Campus Employment Opportunities Library NETWORKS

Military and Veterans Events Calendar University Registrar

Paying Your Bills Health and Wellness Services PYe)
Student Life Maps
Parking Services
m @

uclid Avenue, Cleveland, OH 44115-2214 | (216) 687-2000. The Cleveland State University is an equal opportunity educator and employ

It is possible to customize this submission in the Form settings. To access this feature select [Webform] -

> [Form settings]. A confirmation page can be designed in the Confirmation message text area.
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\ PRESIDENT'S OFFICE  ACADEMICS  ADMISSIONS | RESEARCH. | ABOUTCSU | A-ZINDEX | EVENTS J MyCsU | Q

About CSU
LESIAIESY WEBFORM TEST
Ata Glance
History View  Edit  Webform  Results  Unpublish  Devel
Campus Map Form components  Conditionals ~ Remote Posts ~ Confirmation messages Form validation ~ E-mails
Directions
Services Near CSU ~ Submission settings
Community Engagement
University Procedures and Confirmation message
Guidelines

BaRE QYo o @

Mailing

Cleveland State University
121 Euclid Avenue

Cleveland, OH 44115-2214

Phone: 216.687.2000

More information about text formats

Text format | Filtered HTML ~

 Web page addresses and e-mail addresses tum into links automatically.
® [[nid:123]] - Insert a node content

Message to be shown upon successful submission. If the redirection location is set to Confirmation page it will
be shown on its own page, otherwise this displays as a message. Supports Webform token replacements.
Browse available tokens.

Redirection location
®C page
O Custom URL:
O No redirect (reload current page)

Choose where to redirect the user upon successful submission. The Custom URL option supports Webform token replacements.

Browse available tokens.

Total submissions limit

© Unlimited }

O Limit m[ total submission(s) ever -]
Limit the toral number of allowed submissions.

Per user submission limit
® Unlimited

O Limit each user to| | submission(s) [ever -

Limit the number of submissions per user. A user is identified by their user login if logged-in, or by their IP Address and Cookie if
anonymous. Use of cookies may be modified in the global Webform settings.

Status of this form

Closing a form prevents any further submissions by any users.

~ submission access
These permissions affect which roles can submit this webform. It does not prevent access to the webform page.
If needing to prevent access to the webform page entirely, use a content access module such as Taxonomy
Access or Node Privacy by Role.

Roles that can submit
] administrator

[ marketing

(] college admin

webform

7] anonymous user
[ everbridge

[ phone admin

The authenticated user role applies to any user signed into the site, regardless of other assigned roles.
» Progress bar

» Preview page

» Advanced settings

Save configuration
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e Redirection location - Choose where to redirect the user upon successful submission. The

Custom URL option supports Webform token replacements.
o Confirmation page
o Custom URL
o Noredirect (reload current page)

e Total submission limit - Limit the total number of allowed submissions.

e Per user submission list - Limit the number of submissions per user. A user is identified by their
user login if logged-in, or by their IP Address and Cookie if anonymous. Use of cookies may be
modified in the global Webform settings.

e Status of the form - Closing a form prevents any further submissions by any users.
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