
Creating an Online Form 

1. Open the desired page in Front Page. 
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3. You’ll see:
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4. Hit the Enter key so you can see the form area. [image: image3.jpg]Submit | Reset




5. Then click on the center text button to center the Submit-Reset buttons. [image: image4.jpg]Normal + Tmes New Raman -3tz B Z U
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6. Decide what type of information you want sent to you from the web page.  The Grade 1 page below includes:

· text (the message from the teacher),

· a text box (space for just the student’s name)

· a text area (space for the student to type a message)
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7. To enter the text at the top, just type inside the dotted line for the form and add text as usual.

8. To add the text box for the student’s name, type the text you want, then go to  Insert ->Form ->Text Box
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9. To make the text box larger, click on the corner and drag it to the right.
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11. To resize, click on the lower right corner and drag. [image: image9.jpg]P [E—




12. Once you have finished creating your form, you need to tell it where to send the information.  Click inside the form anywhere in empty space.

13. Right-click and select Form Properties. [image: image10.jpg]|
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14.  Enter your email address, then click OK. [image: image11.jpg]Form Properties
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15.  Make sure you save your page, then look at it in IE.  Try filling in the form and submitting it.  You will see a form confirmation page showing what you submitted.

16. You should receive an email within a minute or two with the same information.  Each time someone completes the form and clicks submit, you will get a separate email message.
17.  If you don’t like seeing T1, B1, S1 on the confirmation page and in the email message, you can change that by naming each “field” on your page. 
18. Go back to your form in Front Page.  Right Click on the first text box, and choose Form Field Properties. [image: image12.jpg]Your Name:
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19. Name the field appropriately, and click OK.
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20.  Do the same for each field and remember to Save when finished. 
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