
C H E C K L I S T
Webform

N a m e  t h e  W e b f o r m  (Sett ings-->General) :  Avoid putt ing a date in  the name
so you can use the same form each year .  S imply  pul l  reports  by date range.

W E B F O R M  S E T T I N G S

W e b f o r m s  a r e  l o c a t e d  u n d e r  S t r u c t u r e - - > W e b f o r m s .
H e r e  a r e  t h i n g s  t o  k n o w  w h e n  c o m p l e t i n g  a  W e b f o r m .

W e b f o r m  D e s c r i p t i o n  (Sett ings-->General) :  Use the descr ipt ion f ie ld  to
remind you of  what  the form is  about .  Users  do not  see th is  descr ipt ion .

W e b f o r m  C a t e g o r y  (Sett ings-->General) :  I f  you have a lot  of  Webforms then
you should create categor ies  to  organize them.  You can generate your  own,
which can be helpfu l .

1 .

2 .

3 .

W e b f o r m  U R L  (Sett ings-->General) :  By  defaul t ,  the webform URL  is
yourwebsi teaddress .org/form/name-form.  I f  you want  to  overr ide i t  you can
use the space t i t led Webform URL  a l ias .  Only  prov ide what  you want  af ter  your
domain URL .  For  example ,  instead of  / form/gol f-regist rat ion us  /gol f-reg .

4 .
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WEBFORM SETT INGS check l is t  cont inued on next  page

S c h e d u l e  t h e  W e b f o r m  (Sett ings-->Form) :  You can schedule a Webform to
publ ish and unpubl ish at  an exact  date and t ime.

5 .

F o r m  P r e v i e w  (Sett ings-->Form) :  Th is  a l lows the user  to  rev iew thei r
responses before submitt ing the form.  I t  can be set  as  requi red ,  opt ional ,  or
i t  doesn ’ t  have to  be used at  a l l .

6 .



P a g e  W i z a r d :  I f  you have mult ip le  pages ,  be sure to  add Wizard Pages and
give them t i t les .  Everyth ing that  is  under  that  page must  be indented under
the Page T i t le  (drag the crosshai rs  to  the r ight) .

B U I L D I N G  T H E  F O R M

S e c t i o n  H e a d e r s :  Cons ider  organiz ing a form with  Sect ion Headers  by us ing
any of  these e lements :  F ie ld  Set ,  Sect ion ,  Container ,  or  Advanced HTML .

1 .

2 .

When Adding an E lement to a form,  use the “Search”  at  the top to f ind any of  the
fo l lowing i tems quick ly .
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BUILDING THE FORM check l is t  cont inued on next  page

A u t o - R e p l i e s  (Sett ings-->Emai l /Handlers) :  You can set  up mult ip le  Emai l
Repl ies  wi th  customized messaging .  Emai ls  can be condi t ional .  For  example ,
i f  user  answers  a quest ion ask ing for  in format ion about  vo lunteer ing ,  you
can set  a condi t ion to  emai l  the vo lunteer  coordinator  a copy of  that  form.
The “From” emai l  address MUST use your  speci f ic  domain .

H a n d l e r s  (Sett ings-->Emai l /Handlers) :  Note a lways needed,  but  there are a
few Handlers  you might  use :
a .  Opt ions/Checkbox L imit  -  a l lows you to set  l imi ts  for  certa in  responses
such as t ime s lots  and you can only  take 3  per  t ime s lot .
b .  St r ipe Handler  -  for  onl ine payment  t ransact ions ;  must  be conf igured to
move money to  your  St r ipe account .

A c c e s s  (Sett ings-->Access) :  Typical ly ,  forms are set  for  “anonymous”  to
access ;  however ,  somet imes a form is  rest r icted to only  users  that  have a
speci f ic  type of  account .  Sett ings inc lude :  access to  create ,  v iew,  and edi t .

1 0 .

1 1 .

1 2 .

S a v i n g  D r a f t  (Sett ings-->Submiss ions) :  Use i f  you need to a l low the user  to
save a draft  of  the form in  order  to  return to  complete i t .  Th is  feature does
requi re  users  to  have websi te  user  accounts .

C o n f i r m a t i o n  M e s s a g e  (Sett ings-->Conf i rmat ion) :  Remember to  set  up the
conf i rmat ion message that  appears  once the form is  submitted .  Th is  lets  the
user  know the form was successfu l ly  submitted .  Typical ly ,  a  “ thank you . ”

7 .

9 .

W E B F O R M  S E T T I N G S  ( C O N T I N U E D )

W e b f o r m  A u t o f i l l  (Sett ings-->Submiss ions) :  Use th is  feature for  complex
forms that  repeat  each year ,  such as funding appl icat ions .  Enable the
autof i l l  feature in  the “Submiss ions”  tab by check ing “Autof i l l  w i th  prev ious
submiss ion data”  and se lect ing f ie lds  to  prepopulate .  Return ing users  wi l l
see forms pre-f i l led wi th  the i r  pr ior  submiss ions .  

8 .

C o m p o s i t e  F i e l d s :  A t ime saver  that  has several  f ie lds  compi led together
such as :  Name,  Contact ,  Address .  You have opt ions to  turn the f ie ld  on/of f
wi th in  a composi te  e lement  and make them requi red .

3 .
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M e s s a g e :  This  is  a lso an HTML b lock but  wi th  a background color  that  makes
i t  s tand out .

1 5 .

BUILDING THE FORM check l is t  cont inued on next  page

P h o n e  N u m b e r :  Requires  a fu l l  phone number .1 2 .
N u m b e r :  Use th is  i f  you need a number response;  th is  wi l l  not  a l low text
responses .  You can set  maximum and min imum numbers .  1 3 .
A d v a n c e d  H T M L :  This  is  a  r ich text  edi tor  that  a l lows you to type
instruct ions ,  add a p icture ,  and inc lude a hyper l ink  ins ide the form.

1 4 .

C h e c k b o x e s  /  C h e c k b o x e s  O t h e r :  Use th is  when you want  users  to  se lect  as
many as apply .  Inc ludes custom opt ions .  You can set  these to  d isp lay in  1 ,  2 ,
or  3  columns or  s ide-by-s ide .  Under  advanced,  you can se lect  a defaul t
answer  and a lso set  the d isp lay to  be “Form E lement”  instead of  “F ie ld  Set”
so the font  s i ze  adjusts  to  match the rest  of  the form.

C h e c k b o x  (d i f ferent  than Checkboxes) :  Th is  is  a  s ingle  checkbox that  can be
used for  i tems such as acknowledgements  or  agreeing to terms & condi t ions .

E m a i l :  This  f ie ld  must  be used for  emai l  addresses .  I t  i s  the f ie ld  that  is  used
to send out  auto repl ies .

9 .

1 0 .

1 1 .

T e x t  F i e l d :  Most  common;  used for  a  s ingle  l ine text  answer .

T e x t  A r e a :  A l lows mult ip le  l ines of  text .  You can set  how many rows of  text
and use “Val idat ion”  to  set  up a counter  for  number of  words or  characters .

S e l e c t  /  S e l e c t  O t h e r :  Th is  is  the drop-down l is t  of  choices ,  which are custom
opt ions avai lable  to  se lect  f rom.

R a d i o s  /  R a d i o s  O t h e r :  When you want  the user  to  only  se lect  one opt ion ,
there are custom choices such as yes/no ,  s tate ,  etc .  You can set  these to
display in  1 ,  2 ,  or  3  columns or  s ide-by-s ide .  Under  advanced,  you can se lect
a defaul t  answer  and a lso set  the d isp lay to  be “Form E lement”  instead of
“F ie ld  Set”  so that  the font  s i ze  adjusts  to  match the rest  of  the form.

5 .
6 .

7 .

8 .

F l e x b o x  L a y o u t :  This  a l lows you to set  f ie lds  s ide-by-s ide .  Any f ie lds
indented under  the F lexbox wi l l  be s ide-by-s ide .  Each i tem under  the F lexbox
layout  has a sett ing -  by defaul t  the number is  1  but  i f  you increase the
number i t  w i l l  be larger .

4 .

B U I L D I N G  T H E  F O R M  ( C O N T I N U E D )

F i l e :  A l lows users  to  upload a p icture or  document .  Be sure to  set  upload
l imits  to  5MB or  less  to  keep large f i les  f rom being uploaded to your  websi te .

1 7 .

S i g n a t u r e :  You can add a d ig i ta l  s ignature b lock to  a form.1 6 .



C o n d i t i o n a l s :  Every  f ie ld  has the opt ion to  be v is ib le  or  inv is ib le  based on a
response to a d i f ferent  quest ion .  For  example ,  i f  someone answers  ‘Yes ’  to  a
f ie ld ,  then speci f ic  f ie ld(s)  wi l l  suddenly  appear  for  them to complete .

F E A T U R E S

R e q u i r e d :  Mark  any f ie lds  requi red that  you want  the user  to  complete
before submitt ing the form.

1 .

2 .

C a p t c h a  /  S e c u r i t y  Q u e s t i o n s :  To avoid spam,  every  form must  have
CAPTCHA.  You can add a secur i ty  quest ion as wel l .  

W e b f o r m s  a r e  C o m p o n e n t s :  Webforms can be added to any page on the
websi te .  The same form can even be added to mult ip le  pages and st i l l  just
have one s ingle  resul ts  page.

3 .

4 .

R e s u l t s :  Each webform has i ts  own resul ts  page.  Go the the webform under
Structure ,  Webforms.  You can c l ick  on the “Resul ts ”  number to  get  to  the
resul ts  page or  se lect  resul ts  under  the dropdown.  The layout  of  th is  page
can be customized by you by c l ick ing the “Customize”  button on the r ight .
C l ick  “Download”  to  download the data as a CSV f i le .  You can se lect  what
informat ion to  download and se lect  by a date range.

5 .

Webforms are very  powerfu l .  P lease reach out  to  your  Account  Manager  for
ass istance in  sett ing up a webform.  In  many cases we a l ready have a
webform des igned that  is  s imi lar  to  what  you need.  And we can c lone i t  to
your  websi te  for  f ree!

F I N A L  T H O U G H T S

B U I L D I N G  T H E  F O R M  ( C O N T I N U E D )

C o m p u t e d  T w i g :  Used to calculate d i f ferent  formulas appl icable to  the
speci f ic  form ( i .e .  tota l  donat ion amount  or  tota l  cost  for  event
regist rat ion) .  The OneEach team can ass ist  you wi th  sett ing up the Twig .

S t r i p e :  Th is  adds a St r ipe Payment  processor  to  your  form but  only  i f  you
have Str ipe conf igured on your  websi te .

1 9 .

2 0 .

S u b m i t  B u t t o n :  Th is  can be customized and you can have more than one
submit  button based on the condi t ions wi th in  the form.

2 1 .
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A t t a c h m e n t  P D F :  Th is  doesn ’ t  appear  on the form.  I t  i s  actual ly  a  funct ion
that  wi l l  generate a PDF of  the submiss ion .

1 8 .


