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Overview

Form Base allows for the managing of public and private forms on your website. You may
manage the Admin email on forms, the activation and expiration date, and determine if
Admins receive an email with form details included.
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Use Case(s)

Use the Form Base module to update basic form settings at any time needed. In order to update

Form Fields or Form Layouts, please contact Clubessential.

Already completed this form? Click here to retrieve

* First Name:

* Last Name:

* Email Address:

Phone Number:

Comments:

Enter the verification code shown above into the text box below

SUBMIT
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Accessing Form Base

Access Form Base by hovering over Admin in the left hand corner of the screen, and then
clicking on Form Base.

ADMIN |, Client Resource Center
e
CONTENT MGMT ﬂlUNICAﬂON USER / PROFILES EVENTS REPORTING CONFIGURATION SITE BUILD
=0
e : INTEGRATIONS
HELP
RESERVATIONS

This will launch the Form Base module which will list all private and public forms that have

been created for your website.

SITE DYNAMIC FORMS

G y
Edit | View | Results | Full Report  Membership Fenerlc elatham(@clubessential.com
orm
. . . Generic . i
Edit | View | Results | Full Report  Special Events nwright(@clubessential.com

Form
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Editing Forms

To begin editing a form, simply click Edit next to the form.

SITE DYNAMIC FORMS

e N S T T I, 0

Generi
View Results | Full Report  Membership Fenenc elatham(@clubessential.com
orm
. . . Generic . i
Edit | View | Results | Full Report ~ Special Events F nwright(@clubessential.com
orm
This will launch the Form Base Editing interface:
Edit Form
Form Setup
Title |Membe|ship |
Admin Email |eiatham@dubessemial.com |
Form Category |_Uncaleg0|'ized v
Form Activate 5/18/2017 12004 | [ ©
Form Expiration 5/26/2017 12004 | B ©
Send Email to Admin on Submission L
Include Submission Details in Admin Email v

l?i Save Form Overview
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Admin Email:

From here, you can update the Admin email or add multiple emails by using a semicolon to

separate emails.

Anyone listed on the Admin email will receive an email once a form is filled out so long as

those settings are activated which will be reviewed further in this documentation.

Edit Form
Form Setup

Title |Membe|‘ship |
[Admin Email elatham @clubessential.com; n\.'aright@clubessemial.com| I
Form Category | Uncategorized ¥ |

Form Activate 5/18/2017 1200 2 | @ ©

Form Expiration 5/26/2017 12:00 2 | [ ©®

Send Email to Admin on Submission

v
Include Submission Details in Admin Email v

Form Activation & Expiration

Edit Form
Form Setup

Title |Membe|‘ship |
Admin Email |eiatham@clubessenﬁaI.com: n\.'«right@clubessemial.com| l
Form Category |m|

Form Activate 5/18/2017 12:00 A | [EH FG)

Form Expiration 5/26/2017 12:00 A | [ ©

Send Email to Admin on Submission v

Include Submission Details in Admin Email v
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Set your form to be active or to expire by using the calendar picker.

Form Activate 6/2/2017 12:00 AN ||
Form Expiration “ oA June, 2017 L
Send Email to Admin on Submission S M T W T E §
Include Submission Details in Admin Email 22 28 29 30 31 1 H 3

23 4 5 6 7 8 9 10

24 1—1~“’Tf#’1r3 14 15 16 17
_:—'—"-Nfﬂ_ﬂ_

e s 25 18 19 20 21 22 23 24

26 25 26 27 28 29 30 1

27 2 3 4 5 6 7 8

""" |

You may even determine the time of day using the clock picker.

= T = T

Form Activate ' 6/2/2017 12:00 AM | [E#5
Form Expiration Time Picker

Send Email to Admin on Submission [EEEIEN 100am  200aM
Include Submission Details in Admin Email 3:00 AM 4:00 AM 5-00 AM

6:00AM = 7:00 AM  8:00 AM
9:00 AM | 10:00 AM = 11:00 AM
1200PM  1:00PM  2:00 PM
| 3:00PM, | 4:00PM_  5:00 PM

o i 6:00 PM 7:00 PM{ﬁ 8:00 PM

9:00PM  10:00PM 11:00 PM

A form must be active for anyone to fill out the form.
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Notification Emails

You may determine if Admins receive a notification email when forms are filled out, and/or

if they should receive the form details in the notification email.

Use the designated checkboxes to determine this.

Send Email to Admin on Submission

Include Submission Details in Admin Email

It is recommended to keep active the ‘Include Submission Details in Admin Email’. This will

allow Admins to review form data in real time.



