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Copyright © 2011 Redback Solutions Pty Ltd. All rights reserved.

The Visionscape Website Management System (WMS) may not be copied, reproduced or duplicated
for use on other systems / websites that are not part of the website that has been provided by Redback
Solutions Pty Ltd., without the expressed permission of Redback Solutions Pty Ltd.

Terms & Conditions

Redback Solutions is a provider of high quality internet and marketing solutions, aimed at growing your
brand in the marketplace, growing your enquiries and growing your sales.

1. The CMS has been tailored to work only with the website it has been provided with, and
no alterations must be made to the functioning of the CMS without the consent of Redback
Solutions.

2. Redback Solutions Pty Ltd accepts no responsibility for the inappropriate use of the CMS,
including the following:

e Unauthorised access to the CMS

* Unauthorised updating of information through the CMS or any other channels where
updating of the website could occur

* All editable content accessible by the CMS is the responsibility of the website owner.

3. Any additions to the functionality of the CMS will be charged at a standard hourly rate.

Redback Solutions Pty Ltd

Address:

Unit 2, 28 Denison Street
Newcastle West, NSW 2302
p: 02 4962 2236

f: 02 4961 0606

e: support@rb.com.au
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Data Form Management

Data Form Management is used to create data forms which will allow you to collect information from
website users if required. The most common use of Data Forms is an enquiry or contact form.

Accessing Data Form Management

The Data Form Management module is accessed via the Modules tab on the left hand side of the
screen (see figure 1). This module comes standard with all Visionscape sites however if you are
unable to access it via the Modules section, please contact Redback Solutions to have it enabled on
your site.
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Figure 1 - Accessing the Data Form Management Module

Data Form Management - Main Page

Once selected from the left hand side, you will be directed to the main page of the Data Form
Management Module (see figure 2). On this page you will see a table which lists all the existing Data
Forms (or a blank table if you have not yet created a Data Form).
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For each Data Form created in your site, you will see the forms’ name, the email address where
information from completed data forms is sent to, links to edit and delete the form and also a link to
view the results of the form (the data collected from submitted Data Forms).
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Figure 2 - Data Form Management Main Page

Adding a Data Form

To create a new Data Form, click the Add DataForm button on the main page. You'll be directed to
the first stage of the Add Data Form process (see figure 3).

Step 1 - Add/Modify Form

In order to create a form, you must firstly provide a Form Name. You may also provide an email
address for the recipient (the email address you wish for the system to send completed forms to).
Additionally, you can select whether you wish for the form’s Page Title to be shown (more information
below), whether you would like to have the added protection of Captcha (a feature used to help prevent
spam submissions), and also whether you wish for the user to be emailed once they submit the form.
Please note: you can change these options at any time, including the Form Name.

Once you've filled out these detalils, click Save Form.

The page will reload and you'll see a green box with the message ‘Form successfully created’ (see
figure 4). You will also be able to see the next steps for creating a Data Form.

The option for Thankyou Text and Thankyou Email Text will appear after the form has been created.
Thankyou text will appear on the website after a viewer has submitted the form and Thankyou Email
Text will be sent in an email if the send email option is selected. To add or edit the Thankyou Text or
Thankyou Email Text, click the Edit Thankyou Text link or the Edit Thankyou Email Text link. The
standard text-editing box will appear. Make sure you save your text before closing.
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Figure 3 - Step 1 - Add/Modify Form

Form successfully created!

Figure 4 - Form Successfully Created Message

Step 2 - Add/Modify Form Page

By default the form will contain one page. If necessary, you may add additional pages by clicking the
‘Add Page’ (see figure 5). The page will reload and a text box will appear where you can enter in the
Page Name (also known as Title). This will be the Title that will be displayed on your site if you have
ticked the ‘Show Page Title’ option in Step 1.

To modify a form page, click the ‘Edit’ link corresponding to that page. Again the page will reload to
show more options (see figure 6).
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Figure 5 - Steps 2 & 3

It is here that you can enter in text to appear above your form (Header Text) or below your form (Footer
Text). Clicking either ‘Edit Header Text’ or ‘Edit Footer Text’ will reload the page to display a text editing
box, the same used when editing a page within your website.

It is important to note that you must click the ‘Save Text’ button in order to save any Header or Footer
text and you must also click the ‘Save Page’ button in order to save any changes you’ve made to the
form page. If you do not, any changes you’ve made to that page (Page Name, Header Text or Footer
Text) will be lost.
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Figure 6 - Edit Form Page
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Step 3 - Add/Modify Form Element

This is where you can build your form with elements.

Label Text is the text that indicates what you are asking for.
Examples: First Name, Last Name, Comments/Enquires, How did you hear about... ? Etc.

Form Page is the page where this form element is to appear, and is important if you are building a

multi-page form, otherwise you can leave it as the default.

Element Type allows you to choose the most suitable element in accordance with the information
you are collecting. The most common is the TextBox, which is selected by default. Other options
include a Multi-line TextBox, which is a larger text box, commonly used to gather comments or
enquires; a Label; a DropDown List where you can provide your viewer with a selected amount of
options to choose from; a Checkbox which is a yes or no answer; an Email Field which will check that
a valid email address has been supplied; and a File Uploaderto allow viewers to attached files and

documents to the form.

When using an element type other than a TextBox, the page may reload to display additional options.

Required allows you to indicate if you want to make it mandatory for a viewer to provide information
for this particular element. This will be displayed on your form as a * to indicate required fields. Please

note, the * will only appear on your website, and not when you are creating the form.

When you've filled out the above fields, click the Add Element button. The new element will now
appear in the Form Elements section below.
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Figure 8 - Form Elements

Form Elements

# Editing
To edit an existing form element, click the pencil icon. This will reload the page and load in the
elements information in Step 3 which you can then modify and save.

X Delete
To remove an element, click the red cross. You will be asked to confirm that you are sure you want to
delete the item.

& 7 Reorder
To change the order in which elements appear on the page, click either the up or down arrow.

Once you've added all the elements required, make sure you click Save Form at the top of the page.
You can then return to the Form main menu or to another section of your VisionScape site.
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