Making and Using Forms with FrontPage XP
Introduction

An HTML form is a page, or portion of a page, with special fields that allow user input.  You've seen them all over the place on the web; their application to course pages is pretty obvious.  Forms can be used to solicit information from students (e-mail addresses, coursework background, etc) that you might otherwise have them put on a 3x5 card in class.
In a form, there can be several different types of form elements.  Each form element is like a mathematical variable; a symbolic "box" that can contain certain information.  Each element or box has a name, like a label on the box; and then it has contents provided by the user, which are called the value of the variable.  When the user fills in the form and clicks "submit", each variable is transmitted to the server as a name followed by a value.

Form elements

Before you build your form, you should determine what questions the form will ask, and what format you want the answer to be in.  There are several form elements, and the one you use depends on the kind of information the question calls for, as shown below in Table 1.

	Form Field
	Type of Data
	Notes

	One-line Textbox
	Unpredictable text answers, usually short (e.g., a word or a phrase)
	While there isn’t really a limit on how long an answer in textbox can be, there is a limit on how much the client can see; thus, these fields are best used for short answers.

	Text Area
	Unpredictable text answer, usually long.
	If the question calls for a longer answer (e.g., a sentence, sentences, or paragraph, a text area allows the client to see more (if not all) of his/her response.

	Check Box
	One or more predictable responses
	Check boxes allow the client to choose one or more response from a list; also, unlike Option Buttons (see below), a client can deselect check boxes.

	Option Button
	Select one predictable response
	Option (or “radio”) buttons work like check boxes, except that the client can only choose one response.

	Drop-down Box
	Select one or more predictable responses.
	Drop-down boxes work like check boxes and option buttons, although the appearance is very different.  Drop-downs should be used if the list of choices is extremely long. 


Each of these elements has a more or less unique set of properties which help to define the appearance and function of the element.  The properties will be discussed in turn.
Creating a Form

We will now make a truncated version of the student profile form so we can practice with all of these field types.
1. Open FrontPage, and open a new file.

2. Select Insert | Form | Form.  You will see two buttons (“Submit” and “Reset”) and a dotted-line box.  The area inside the box is the form.
3. The cursor should be in front of the Submit button.  Hit “Enter” to give yourself some space before the buttons.

4. Type in “Student Profile” as the form’s title.
5. Save the file.
Creating a Textbox
1. Hit enter, and type “Name: “
2. Select Insert | Form | Textbox. Right-click on the textbox, and select Form Field Properties… from the pop-up menu.

	3. The Text Box Properties window will open.
a. In the “Name” field, type “name”. 

NOTE: In order to keep your form compatible with programs you might use with it, the name of a form element should use only letters, numbers, and the underscore; it must start with a letter.  FrontPage will give you an error message otherwise.
  
b. In the “Tab order:” field, type “1”.

c. Click “OK.
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4. You can, if you wish, resize the textbox, by selecting it and dragging the handles.
5. Save the file.

Creating a Text Area

1. Hit enter.  Type “What makes you stand out in a crowd?” and hit enter.
2. Select Insert | Form | Text Area. Select the text area by left-clicking on it.  You can resize the Text Area by dragging on the handles.
3. Right-click on the text area, and select Form Field Properties… from the pop-up menu.

	4. The Text Area Box Properties window will open.
a. Enter “standOut” in the “Name” field.
b. Enter “2” in the “Tab order” field.
c. Click OK.

NOTE: You can also resize the Text Area by changing the “Width in characters” value and/or the “Number of lines” value.
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5. Save the file.
Creating Check Boxes
1. Hit Enter. Type “Which of the following skills do you feel are your strengths?” Hit Enter.
2. Select Insert | Form | Checkbox. Type a space, “Focus”, and hit Enter.
3. Select Insert | Form | Checkbox. Type a space, “Organization”, and hit Enter.
4. Right-click on the Focus checkbox, and select Form Field Properties… from the pop-up menu.
	5. The Check Box Properties window will open.
a. Type “Focus” in the “Name” field.
NOTE: Each check box is a separate variable, so it is best if the name is the same as the choice itself.
b. Type “3” in the “Tab order” field.
c. Click “OK”.
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6. Repeat this process with the “Organization” check box. (Remember to name the field the same as the choice.)
7. Save the file.

Creating Option Buttons

1. Hit Enter.  Type “What is your class level?” and hit Enter again.

2. Select Insert | Form | Option Button. Type a space, “Freshman”, and hit Enter.

3. Select Insert | Form | Option Button. Type a space, “Sophomore”, and hit Enter.

4. Right-click the “Freshman” option button, and select Form Field Properties… from the pop-up menu.
	5. The Option Button Properties window will open.
a. Type “classLevel” in the “Group name” field.

NOTE: Option buttons are organized into groups; thus, all of the buttons for this question will have the same group name.  The values, however, will be different.

b. Type “freshman” in the “Value” field.
c. Type “5” in the “Tab Order” field.
d. Click “OK”
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6. Repeat this process with the “Sophomore” option button.
7. Save the file.

Creating Drop-down Boxes
1. Hit enter and type “Where do you live?”

2. Select Insert | Form | Drop-down Box.

3. Right-click on the drop-down box and select Form Field Properties… from the pop-up menu.
	4. The Drop Down Box Properties window will open.
a. Type “location” in the “Name” box.

b. Type “7” in the “Tab order” box.

5. To add choices to the drop-down, click “Add”
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	6. The Add Choice window will open.
a. Type “At home” in the “Choice” field.
b. Click “OK”

7. Repeat steps 5 and 6.  Type “At school” in the “Choice” field.
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8. Click “OK” on the Drop Down Box Properties window.
9. Save the file.

Setting Form Properties

Now that we have created our form, we must tell the server what to do with the information the student sends us.  We do this by setting the Form Properties.

1. Right-click anywhere on the form and select Form Properties… from the pop-up menu.
	2. The Form Properties window will open.
a. By default, the form’s results will be sent to a comma-delimited file named “form_results” in the “_private directory.

b. You should enter a more descriptive name for the file (e.g., “studentProfile.csv”).

c. To have the results emailed to you, enter your email address in the “E-mail address” field.

d. If you wish, you can enter a name for the form in the “Form name” field.
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3. Click Options…
	4. On the “File Results” tab, you can 

a. change the destination of the results by changing the “File name” field (for now, leave this alone);
b. change the format of the file by changing the “File format” field (for now, leave this alone as well);
c. and/or send the results to a second file (we won’t do this today).
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5. Click the “E-mail results” tab.
	6. On this tab, you can 

a. change the email address that receives the results (we don’t have to do that today);
b. change the format of the email message by changing the “E-mail format” field (we’ll leave it at “formatted text”);

c. set the subject of the email message (type “Student Profile” in the “Subject line” field.
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7. Click the “Confirmation Page” tab.
	8. If the “URL of confirmation page” field is left blank, FrontPage will generate a default confirmation page that lists the data the student entered (the first confirmation page from earlier).  If you have created a different confirmation page that you want to use, click “Browse” and navigate to the page.  When you have located the confirmation page, click “OK”.  You will be returned to the “Saving Results” window.
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9. Click the “Saved Fields” tab.
	10. In the “Form fields to save” field, you can choose which fields you want saved in the file or sent in the email.  Usually, the only field that is not saved is “B1”, which is the Submit button.  Highlight all of the fields except “B1”
11. If you wish, you can also stamp the results with the date and time of submission by choosing a format from the “Date and time” fields (a good idea if there is a due date on your form).

12. You can also receive “Additional information…” by selecting one or more of the  check boxes in the bottom part of the window.
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13. Click “OK”.
14. Save the file.
