
Creating a Form with Plone Form Generator

1. Login
2. Browse to where you want to place the form

3. From “add item” select “form folder” (If this option isn’t available, select the “more” button:>
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4. Give the Form a Name and a description.
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5. You may change the name of submit button label if you wish – otherwise leave as is. 
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6. You may choose to show the cancel button or not
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7. By default, the Action Adaptor includes a mail handling feature. Adding additional Action Adaptors requires additional training
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8. Choose if you would like to display a page that your user will see after submitting the form successfully.
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9. Click the next button
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10. Enter prologue information. This describes the general purpose of the form
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11. Enter epilogue information if you wish. This might describe next steps, how long a person might wait for a reply and so on.
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12. Click next
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13. You can skip the Edit Form Over Over rides screen, unless you are an advanced user – just click the save button.
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14. When you click Save, you’ll see your new form, which will include email address, subject and comments fields automatically. If there is an address in the email field, delete it!
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15. Add the rest of the fields to your form, using the “add item” command.
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16. Add a String Field for most items – first name, last name, city, and so on – these can be validated if you like. You can also select a default value such as a State, can check the required box, and limit the size.
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17. The next button will offer additional editing features, and the save button will save the field and give you a preview
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18. Add a Text Field for gathering sentence or free form text information.
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19. Add a Multi Select field to create a check box of values that the user will select from. In the Options box, make sure you select the check box list and that you enter your data on separate lines
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20. Enter a Date/Time – you can uncheck the time section. 
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21. Add other fields as needed.
22. To edit your form, navigate to the folder you created in Step Three.
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Click the “contents” tab to see all of the fields in your form.
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23. You can drag and drop the fields to put them in the order of your choosing – place the cursor to the right of the field name in the title column, and when your screen turns yellow, you can move the field.
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24. Make sure to click on the “mailer” field to check to see that the form is going to the right place.
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25. Click the edit button to change as needed
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26. The “next” button will give you additional options, such as CC, BCC and more.
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27. The save button will save the form.

28. Make sure you publish your form – and then you can create links to it from other places in your site.

Additional Resources:

http://plone.org/products/ploneformgen/documentation
http://learnplone.onenw.org/documentation/tutorial/creating-forms-with-plone/
1

