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Overview

Form Builder Summary

Create a New Form Project View the List of Form Projects

The SimplyCast Form Builder provides organizations with the capability to easily create and publish dynamic 
forms that can be used to collect information from contacts that is then automatically entered into the 
platform’s built-in CRM.  

With Form Builder, you are able to customize each form to gather specific information from your contacts that 
is relevant to your needs. From having contacts effortlessly opt in to receive further communications from 
your organization to being able to ask them to provide you with their preferred method of communication - 
Form Builder lets you do all this and more. Completed form projects receive their own unique link, which can 
be taken and embedded into a website or inserted into emails so staff always have access to them.

In order to set up a form project in the SimplyCast platform, first you will need to go to the Form Builder 
dashboard. Form Builder can be found in the top bar in the Applications dropdown menu. From here, you will 
be brought to the main Dashboard where you are able to create a new project, copy an existing project, see a 
list of all the form projects you have already created, the ones that have been sent out, as well as any that are 
pending activation. 

From the Form Builder Dashboard, you are able to:

If you wish to create a new form project, there is a 
blue Create Project button at the top of the Form 
Builder Dashboard on the left-hand side in the 
Summary tab. 

Clicking this button will direct you to the naming 
page where you have the ability to name the project 
before moving onto the main form project creation 
and scheduling process. Refer to page 4 to learn 
how to create and set up your form project.

Below the Create Project button, you will see a list of all 
of the form projects you have created, with the most 
recent appearing at the top. If there are no projects 
listed, this means you have not yet created one. You 
will be able to see five columns of information:

1.  Project Name: The name you gave your form   
 project
2.  Status: The current stage the project is in
3.  Created On: The date the project was created
4.  Last Modified: The date the project was last 
 modified
5.  Actions: Either Edit, Schedule or Delete the form  
 project
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Once you have created form projects, they will appear in a list below the blue Create Project button on the 
main Form Builder Dashboard. 

To edit a form project draft:

· Click the blue Edit button located at the far right of the screen across from the corresponding project name  
 and underneath the Actions column

· Make your edits in the project editor and click Save at the bottom of the page to save your edits. Or,  
 click Dashboard to return to the main Form Builder Dashboard without making any changes. See page 6  
 for more information on the Form Editor.

To delete an existing form project:

· Click the red Delete button that appears to the left of the project name in the list, underneath the Actions  
 column

· Delete multiple projects at once by clicking the red Multiple Delete button located at the top of the list of  
 form projects

· A new checkbox column will appear in the list of projects to the left of the Project Name. Check off all the  
 boxes next to the projects you wish to delete and click the blue Confirm button at the top of the list. Or,  
 click the black Cancel Delete button if you do not want to delete any projects

If you are looking for a particular form project, you can easily search through your projects in the list 
on the Form Builder Dashboard by:

· Selecting the search box that appears in the top right-hand   
 corner of the page

· Typing in the text that you would like the system to search for

· Clicking the blue magnifying glass button to narrow down the list  
 of form projects

· To remove the search filter, click the “X” button that appears   
 in the search box and click the blue magnifying glass button again to return to the full list of form projects

Edit / Delete Form Projects

Find Older Form Projects

Search Form Projects

To view a form project that does not immediately appear in the 
list:

· Navigate down to the bottom of your screen where you will find
 the page numbers indicating the total number of form projects you  
 have created

· If there are more projects than can be displayed at once, look to  
 the right side of the list to find a scroll bar 

· Click and drag the scroll bar to view older form projects 
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The project code refers to either the link for the form that you can take to use in emails or other communication 
methods, or a string of code that can be taken and used to embed the form on a website.

To obtain the project code for an existing form project:

· Locate and click on the blue Get Code button that appears to the right of the form project name in the list  
 in the Actions column and between the Edit and Delete buttons 

· Once you have clicked the button, a pop-up will appear with two sections in it:

6 Get Project Code for a Form Project

The Basics
This section in the Project Code pop-up allows you to do four things:

1.  Copy the form URL found in the first field and paste it into your browser, which will have the form appear   
 on its own

2.  Preview the form by clicking the blue View button  
 located underneath the Form URL field on the left side   
 of the pop-up
3.  Copy the form’s code found in the second field of the   
 Project Code pop-up to paste into the area on your own  
 web page where you want the form to appear

4.  Or, choose to copy the iframe (inline frame) code in the   
 third field of the pop-up to paste onto your website

Modal Form
A modal form is essentially a form that appears as a pop-up window on your web page, not unlike the Project 
Code pop-up itself. For more information on modal forms, refer to page 23.

The Modal Form section in the Project Code pop-up 
allows you to do five things:

1.  Edit your modal form settings in the Form Builder by  
 clicking on the blue Click Here link, which will take  
 you to the form configuration page

2.  Copy the code found in the first field of the Modal  
 Form section in the pop-up and paste it onto your  
 web page to create a modal form

3.  Have your modal form open up on your web page at the click of a button by copying the code from the   
 second field in the Modal Form section of the pop-up and adding it to the “a” tag of the code from the first   
 field in this section on your page
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You can easily view the report for any existing form project. To enter the main Form Reporting page in the 
SimplyCast Reporting interface, navigate to the list of tabs on the left-hand side of the screen in the Form 
Builder Dashboard. Click the second tab down from the top, which will take you to the Reporting page where all 
the information received for that particular project will be displayed. For more information about form reports, 
refer to page 26.

Access Form Reports

Create a New Form Project
Once you have clicked on the blue Create Project button in the Form Builder 
Dashboard you will be directed to the first page of the form setup process. 

First, you must name your project in the field in the black box to the left of your 
screen. Then, you must select a form type from the three options available: Form, Poll, or Quiz. 

· Form: Forms gather basic information such as contact details or feedback

· Poll: Polls gather information such as public opinion by including tools like matrices and ratings

7 Copy an Existing Form Project

4

You can also copy the template of a form project to create a new project easily and quickly.
To copy a form project:

· Click on the blue Copy Existing button that will appear next to the Create Project button at the top of the list  
 once you have created a form project

· A new column will appear in the list of form projects to the left of the Project Name with blue Copy buttons.  
 Click the Copy button appearing next to the project you  wish to copy

· Enter the name of your new form project in the black box appearing on the page and click Save in the   
 bottom right corner, which will let you proceed to the form setup process

·     Or click Dashboard to return to the main Form Builder Dashboard without copying a project

4.  Obtain the QR (quick response barcode) code for  
 your form in three available sizes by clicking on   
 any of the blue Small, Medium, or Large links at the  
 bottom of the Modal Form section in the Project  
 Code pop-up

5.  Share your form via Facebook, Twitter, Google+, LinkedIn, or Yahoo by clicking on the corresponding   
 icon at the bottom of the Project Code pop-up

[Note: If you have knowledge of HTML, the above options are readily available to you. If not, provide someone 
with the knowledge with these options and they should be able to assist you with the coding that’s required.]
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· Quiz: Quizzes are another way to gather information about public opinion through tools like ratings and   
 feedback forms

Click on the blue Start button underneath the form project type you wish to create. If you did not input a 
project name into the corresponding field, when you click the blue Start button a pop-up will appear where you 
are asked to type in a name for your project and click Create. Otherwise, after clicking Start you will proceed to 
the next stage of the Form Editor.

On the next page of the form setup process, you are asked to choose a template off of which to create your 
form. Templates are useful in that they help you to quickly create a form, but can also allow for customization 
in the next stage of the Editor.

To select a form template:

· Select a form category from the menu on the left-hand side of your screen. You will see three options:   
 Default, Feedback, and Signup. These options are the same regardless of what form type you select

· Choose a template from the selection that appears to the right of the category menu when you click on an
 option. Click on the chosen template and a pop-up  
 will appear where you can begin the customization  
 of your form

· On the right side of the pop-up you are able to   
 change the color of your form either manually or  
 by choosing a pre-set color palette. Select a pre-set  
 palette from the dropdown menu located at the   
 top right side of the pop-up

· Change the color palettes manually by clicking on  
 one of the four boxes that show up below the pre- 
 set color palette dropdown and either click and
 drag the white circle in the color selector that appears when you click the box to select a color, or type in the  
 RGB, HSB, or HEX values of the color into the corresponding fields

· Below the color selector boxes, you are able to choose a pattern for the form’s header by selecting your   
 desired option from the dropdown field

· Finally, you are able to choose a background image for your form. Choose your desired background image   
 from the dropdown menu provided

· When you are finished with these configurations, click the gray Continue to the Editor button at the bottom   
 right of the pop-up window, or the “X” button at the top right to close the pop-up and not proceed to the   
 Form Setup

5
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Configure the Project Settings

Form Setup
The Form Setup page is where you can take your form template and modify it using different elements and 
settings.

In the Form Setup process, you must:

1

The project settings section can be found in the Project tab in the black box on the left-hand side of your 
screen. At the top of the black box, the Project tab is located on the left side of the two tabs. There are three 
sections in the Project Settings.

Publish as a Template
The first section contains a blue Publish as Template button. This button allows you to add your completed 
form to the list of templates you can choose from when creating a new form project. 

When you click the Publish as Template button:

· A pop-up will appear where you will be asked to name your form

· The second field in the pop-up allows you to type in the name of the category you want the template to  
 appear under when creating a new form

· To publish your form, click the blue Publish button found at the bottom of the pop-up. Alternatively, click  
 the gray Cancel button to close the pop-up without creating the template

[Note: To unpublish a published template, simply enter the Form Editor of the form you would like to 
unpublish and click the Publish as template button in the Project tab. Then, click the blue Unpublish button 
located next to the Publish button to remove it from the templates.]

Form Layout
The next section in the Project tab is the Form Layout section where 
you can alter settings that are form-specific rather than element-
specific. There are a total of nine fields you can work with in this 
section:

· Form Background Color: This field lets you change the color of  
 the form. Enter the code for the color or click the dropdown button  
 to bring up a selection of colors to choose from. You can choose a  
 color with the tool on the right side of the dropdown
· Form Background Image: This field lets you choose an image to  
 for the background image. Click on the blue Choose Image button to open the file selector where you can  
 choose the file to upload

· Form Image Repeat: This field lets you decide whether you want your background image to repeat   
 anywhere on the form. There are four options in this dropdown: None, Horizontal, Vertical, or Both 

· Form Image Position: This field allows you to choose the location of the image on your form. Choose your  
 desired image location from the dropdown menu in the field

Form User Guide
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· Rounded Corners (Form): This field allows you to determine how round the four corners of your form
 are. Change the roundness of the corners by moving the blue slider either to the right or left along the track  
 or type in a value in the field to the right of the slider

· Rounded Corners (Elements): This field allows you to determine how round the four corners of each of   
 the elements in the form are. Change the roundness of the corners by moving the blue slider either to the   
 right or left along the track, or type in a value in the field to the right of the slider  

· Form Width: This field allows you to determine the width of your form in pixels. Change the width of the   
 form by moving the blue slider either to the right or left along the track, or type in a value in the field to the   
 right of the slider to change the form’s width  

· Border Color: This field allows you to choose the color for the border of your form. Enter the code for the   
 desired color (if known) or click on the dropdown button to bring up the selection of colors to choose from.   
 You can also choose a custom color by using the tool on the right side of the dropdown

· Border Width: This field allows you to determine the width of your form’s border in pixels. Change the   
 width of the border by selecting an option from the dropdown in the field: None, 1 pixel, 2 pixels, or 3 pixels 

Font Settings
The next section in the Project tab is the Font Settings section where you can alter settings pertaining to the 
font styles of the text within your form. There are a total of five fields you can work with in this section:

· Font Size: This field lets you change the size of the font within   
 the form. Change the font of the text by moving the blue slider   
 either to the right or left along the track or type in a value

· Font Family: This field lets you change the font style of the text.  
 Choose the font you want in the dropdown

· Small Caps: This field lets you decide whether you want the   
 lowercase text in your form to be represented in smaller capital  
 letters. Check off the box in this field and all the text in your form will change over to the small caps format

· Font Color: This field lets you choose the color for the text. Enter the code for the color (if known) or click  
 on the dropdown button to bring up a selection of colors to choose from. You can also choose a custom  
 color by using the tool on the right side of the dropdown

· Text Direction: This field allows you to determine the alignment of the text in your form. Choose whether  
 you want your alignment to be from left to right or right to left in the dropdown menu in this field

Page Settings
The next section in the Project tab is the Page Settings section where you can alter settings pertaining to the 
default page that appears behind your form should you choose not to use a custom landing page to display 
your form on. There are a total of five fields you can work with in this section:

· Form Title: This field allows you to modify the title of your form. Change the title by typing in the textbox 
 located to the right of the Form Title field in the black box on the left side of your screen

· Background Color: This field allows you to change the color of the backgroud that appears behind your 
 form on the default landing page. Enter the code for the desired color (if known) or click on the dropdown 
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Add and Edit Form Elements2

You can now move onto the content of your form. In the of tabs at top of your screen, you will see five tabs:

1.  Basic Elements

2.  Advanced Elements

3.  Choice Elements

4.  Social Elements

5.  Industry Elements

Basic Elements
In this tab, you can insert simple elements into your form, such as contact method fields. Click and drag any of 
elements into the desired location. Other elements will shift out of the way during your placement.

There are 11 elements to choose from in the Basic Elements tab:

· Email: This element allows you to gather the form recipient’s email address    

· Fax Number: This element allows you to gather the form recipient’s fax number   

· Phone Number: This element allows you to gather the form recipient’s phone number   

· SMS Number: This element allows you to gather the form recipient’s SMS number   

· Full Name: This element allows the form recipient to type their name into the field

· Address: This element allows the form recipient to type their address into the field    

· Header: This element allows you to insert a header into the form

· Text Input: This element allows a form recipient to type in one line of text into the field

· Text Box Input: This element allows the form recipient to type multiple lines of text into the box

· Image: This element allows you to choose an image to upload into your form

· Date: This element allows the form recipient to select a date from the dropdown calendar in this field

· Time: This element allows the form recipient to select a time from the dropdown list in this field

After you select one of these basic elements to add to your form, you can configure it in the black box you will 
find to the left of your screen. In this black box, you will see different fields depending on the element.

 button to bring up the selection of colors to choose from. You can also choose a custom color by using the  
 tool on the right side of the dropdown

· Background Image This field allows you to choose an image from your device to use as the background 
 image that will appear on the default page behind your form. Click on the blue Choose Image button to  
 open the file selector  where you can choose the file to upload

· Image Repeat: This field allows you to decide whether you want your background image to repeat  
 anywhere on the form. There are four repetition options in this dropdown to choose from: None,  
 Horizontal, Vertical, or Both 

· Image Position: This field allows you to choose the location of your background image on your form.  
 Choose your desired image location from the dropdown menu in the field
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· Style: This field lets you choose if the element label text will appear bolded,  
 italicized, or regular. Choose your style option from the dropdown menu in  
 this field. This field is available with every Basic Element except for the Image  
 element. With the Header element this field is called Font Style field

· Line Style: This field refers to whether you would like the element’s label  
 and information input to be on the same line or on multiple lines (see 
 images for details). Make your selection from the dropdown menu in the  
 corresponding field in the black box on the left. This field is available for  
 every Basic Element except for the Header and Image elements
· Description: This field refers to the ability to add a short phrase underneath  
 the information input to instruct form recipients on what information they  
 need to provide for this field or how the provided information will be used.  
 This field is available with every Basic Element except for the Header and Image element

· Default Value/Number/Country Code: This field refers to the placeholder text located in the input fields   
 in the form that disappear once the recipient begins typing. Depending on the Basic Element selected, this   
 field will be called Default Value, Default Number, or Default Country Code. The Default Value field is used    
 with the Email, Text Input, and Text Box Input fields.The Default Number and Country Code fields are used  
 with the Fax Number, Phone Number, and SMS Number elements

· Show Country Code: This field refers to whether or not you would like the country/area code to be visible   
 in the corresponding information input in the form. Click the checkbox to make the country code section   
 visible. This field is available with the Fax Number, Phone Number, and SMS Number elements
· Country Code Size: This field refers to the size of the Country Code section in your form. You are able to   
 move the slider to the left of right to reduce or increase the size of this section by percentage. Or, simply   
 type in the percentage of the information input field you would like to allocate to the country/area code.   
 This field is available with the Fax Number, Phone Number, and SMS Number elements

· Required: This field refers to whether you would like to make this section of the form mandatory to fill 
 out. If you choose to enable this field, simply click on the checkbox located in the left-hand black box and   
 the corresponding field in your form will show a red asterisk next to the label. This field is available with   
 every Basic Element except for the Header and Image elements

· Error Message: This field refers to the message presented to the recipient if they forget to fill out    
 information in a required section. To edit the  error  
 message, type your text into the field. This field is  
 available with every Basic Element except for the  
 Header and Image elements

· (Max) Textbox Width: This field refers to the size of the text box as it appears in your form. Use the slider   
 next to the field i to increase or decrease the maximum width of the form’s text box.. This field is available  
 with the Email, Fax Number, Phone Number, SMS Number, Text Input, and Text Box Input elements. The  
 field will either be called Max Textbox Width, or simply Textbox Width.

There are 28 possible fields to choose from with the various Basic Elements:

· Label: This field refers to the name of the element you selected. The label will appear on the  form   
 above the input field to let form recipients know what information to provide. To edit the label, type   
 your text into the field. This field is available with every Basic Element except for the Image element
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· Postal Label: This field refers to a portion of the address information required for your country of    
 residence. For example, depending on where you live, this field could reference the postal code or the ZIP
 code portion of the address. You are able to type in your postal label into the corresponding field in the   
 black box to the left of your screen, and the text will appear underneath the relevant portion of the address  
 section of your form. This field is available with the Address element 

· Area Label: This field refers to a portion of the address information required for your country of residence.  
 For example, depending on where you live, this field could reference the state or province of residence.
 You are able to type in your area label into the corresponding field in the black box to the left of your
 screen and the text will appear underneath the relevant portion of the address section of your form.   
 This field is available with the Address element

· Label Alignment: This field allows you to place the label for your header on the left, right, or center  of
 your form. This field is available with the Header  
 element

· Permission Message: This field allows you to create a  
 custom message to have form recipients consent to
 receive messages from you. Simply type in your   
 custom permission message in the field located in the  
 black box, or you can use the default permission message provided. This field is available with the Phone   
 Number and SMS Number elements

· First Name Field: This field allows you to edit the sub label for the form’s section where the recipient must   
 enter their first name. To edit this sub label, type your desired text into the corresponding field in the black   
 box to the left side of your screen. This field is available with the Full Name element

· Last Name Field: This field allows you to edit the sub label for the form’s section where the recipient must   
 enter their last name. To edit this sub label, type your  
 desired text into the corresponding field in the black  
 box to the left side of your screen. This field is available with the Full Name element

· Limit: This field refers to the maximum amount of characters (letters, numbers, and symbols) that can   
 be entered into a text box. Use the slider located in the black box on the left to determine the number of   
 characters, or type in the desired number into the box to the right of the slider. This field is available with   
 the Full Name, Text Box Input, and Text Input elements

· Character Type: This field refers to the type of characters (letters, numbers, or symbols) allowed to be   
 used in the element’s text box. Choose your preference from the dropdown menu in the black box on   
 the left side of your screen. There are four options: All, Only Letters and Numbers, Only Letters, and  Only   
 Numbers. This field is available with the Text Input and Text Box Input elements. 

· Minimum Characters: This field allows you to set a requirement for the minimum number of characters   
 (letters, numbers, or symbols) needed to be input into the text box. Use the slider in the black box on the
 left side of your screen to determine the minimum numbers of characters required or type in your desired   
 number of characters into the box to the right of the slider. This field is available with the Text Box Input   
 element 

· Small Caps: This field allows you to change the lowercase letters in
 your text to smaller capital letters. This field is available with the Header
 element
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· List Field: This field refers to the CRM column where you would like the information collected    
from this element to be stored for each contact. Choose which column you would like from the dropdown   
 menu in the black box on the left-hand side of your screen. You can also choose to create a new field to  
 store the information in by choosing the last option from the dropdown menu: “--Create New Field--.”   
 Selecting this option will cause a pop-up to appear where you must fill in the name of your new column and  
 click “Create Column.” This will create a new column in the CRM for data storage. This field is available with  
 the Text Input, Text Box Input, Date, and Time elements

[Note: Default fields like Name and Email are automatically stored in the CRM.]

· Format: This field allows you to determine whether you would like form recipients to be able to select a   
 date and time from the Date element dropdown or just a date. Choose your desired format from the   
 dropdown list in the black box to the left of your screen. This field is only available with the Date element

· Font Size: This field allows you to change the size of the text for the element’s label. Use the slider in the   
 black box located on the left of your screen to modify the text size or type in your desired size in the field   
 next to the slider. This field is available with the Header element
· Font Family: This field allows you to edit the type of font for the element’s label. Select your font type from   
 the dropdown list located in the left-hand black box. This field is available with the Header element
· Font Style: This field allows you to choose whether you wish the font of the element’s label to be bolded,   
 italicized, or normal. Select your font style from the dropdown list located in the left-hand black box. This   
 field is available with the Header element

· Font Color: This field allows you to choose the color of the text for  
 the form element’s label. Enter the code for the desired color (if  
 known) or click on the dropdown button to bring up the selection of  
 colors to choose from. You can also choose a custom color by using  
 the tool on the right side of the dropdown. This field is available with  
 the Header element

· Image: This field allows you to choose an image from your device to use in the form. Click on the blue   
 Choose Image button in the black box on your left to open the file selector where you can choose the file to  
 upload. This field is available with the Image element

· Image Position: This field allows you to choose where you wish the uploaded image to sit on your form.
 Select your position (left, right, or center) from the dropdown list located in the left-hand black box. This   
 field is available with the Image element

· Image Link: This field allows you to link the form’s image to a website URL, meaning that once a recipient   
 clicks on the image, they will be directed to that URL. Insert the link of the destination website in the field
 located in the left-hand black box. This field is available with the Image element

Advanced Elements
In this tab, located to the immediate right of the Basic Elements tab, you can insert some more advanced 
elements into your form. Click and drag any of these elements into the desired location onto your form. Other 
elements will automatically shift out of the way during your placement of the new item.
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There are seven elements to choose from in the Advanced Elements tab:

· List Selector: This element allows the form recipient to choose the contact list they wish to be a part  
 of. If the recipient does not select a list, they will be put on whatever lists are associated to the form   
 that are selected on the next page of the form setup process    

· File Upload: This element allows the form recipient to attach an external file to the form   

· HTML Element: This element allows you to add custom HTML coding to your form  

· Hidden Input: This element is similar to tagging a contact. Although not visible on the form to 
 recipients, this element allows you to give them an automatic value once they submit the form  

· Captcha: This element allows you to ask form recipients to confirm they are human by having them  
 decipher a distorted word or phrase before the form can be submitted

[Note: If you are planning to embed your form on a web page, the Captcha element will not work. This 
element only works if the form is displayed modally. Refer to page 23 for more information on modal forms.]

· Spacer/Divider: This element allows you to add a divider to your form, dividing multiple elements with a  
 space

· Country Element: This element allows you to collect information regarding the form recipient’s country of  
 residence by having them select their country from the dropdown provided

After you select one of these advanced elements to add to your form, you can configure them in the black box 
to the left of your screen. In this black box, you will see different fields depending on the element you chose. 

There are 13 possible fields to choose from with the various Advanced Elements:

· Label: This field refers to the name of the particular element you selected. The label will appear on your  
 form above the information input field to let form recipients know what information to provide. To edit  
 the element’s label, type your text into the field in the black box on the left side of your screen. This field is
 available with the List Selector, File Upload, and Country elements

· Style: This field refers to whether the element label text will appear bolded, italicized, or regular. Choose an  
 option from the dropdown. This field is available with the List Selector, File Upload, and Country elements

· Line Style: This field refers to whether you would like the element’s label and information input to be on
 the same line or on multiple lines (see images on page 9 for details). Make your selection from the
 dropdown menu in the corresponding field in the black box on the left. This field is available with the File  
 Upload and Country elements

· Description: This field refers to the ability to add a short phrase underneath the information input   
 to instruct form recipients on what information they need to provide for this field or how the provided  
 information will be used. This field is available with the List Selector, File Upload, and Country elements

Form User Guide
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· Required: This field refers to whether you would like to make this section of the form mandatory to fill 
 out. If you choose to enable this field, simply click on the checkbox located in the left-hand black box and   
 the corresponding field in your form will show a red asterisk next to the label. This field is available with the  
 List Selector, File Upload, and Country elements

· Error Message: This field refers to the message that  
 will be presented to the form recipient if they forget  
 to fill out information in a required section of the form. To edit the element’s error message, type your text
 into the field in the black box on the left side of your screen. This field is available with the List Selector, File   
 Upload, Captcha, and Country elements

· List Field: This field refers to the CRM column where you would like the information collected
 from this element to be stored. Choose which column you would like from the dropdown menu in the black
 box on the left-hand side of your screen. This field is available with the File Upload, Hidden Input, and   
 Country elements

· Add a List: This field is available with the List Selector element and allows you to add the lists that the form   
 recipients are able to choose from. When clicking on this dropdown menu, you will see all of your Contact
 Manager lists. After selecting a list choice, a pop-up window will appear where you can type in the list name   
 as you would like it to appear to form recipients. Click OK to save  
 the public name, or Cancel to close the pop-up and choose  
 another list. Continue adding list choices this way until you have  
 your desired amount

· Remove a List: This field is available with the List Selector element  
 and allows you to remove lists from the options you have already  
 selected through the Add a List field. When clicking on this   
 dropdown menu, you will see the CRM lists you have   
already added to the List Selector element. You will see the public   
name of the list with the CRM name in brackets. Clicking any of these options will remove the  
 choice from the form

· Value: This field is available with the Hidden Input element and it refers to the value that will be    
 automatically given to the form recipient once they submit the form. Similar to a tag in the Contact  
 Manager. Refer to the CRM User Guide for more information on tags

· HTML Code: This field is available with the HTML Element and it allows you to add your custom HTML   
 coding to your form by inserting the code in the field provided. This field is intended for use by users with a   
 working knowledge of HTML

· Background Color: This field is available with the Spacer/Divider element and it allows you to change the   
 color of the divider by entering the code for the desired color (if known) into the field provided or click on   
 the dropdown button to bring up the selection of colors to choose from. You can also create a custom color  
 by using the tool on the right side of the dropdown. This field is available with the Header element

· Dropdown Width: This field is available with the Country Element and it refers to how wide the dropdown   
 list in the form should be. There are two options in the dropdown list in the left-hand black box, Fill and Fit.   
 “Fill” means the dropdown  will stretch to fit the form, while “Fit” means the dropdown will only take up  
  as much space in the form as necessary
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Choice Elements
In this tab, located in the middle of the five Elements tabs, you can insert specialized elements into your form 
that recipients can use to choose a specific response from a selection of options. Click and drag any of these 
elements into the desired location onto your form. Other elements will automatically shift out of the way 
during your placement of the new item.

There are four elements to choose from in the Choice Elements tab:

· Dropdown: This element allows the form recipient to choose from a list  
 of custom options displayed in a dropdown menu brought up when the  
 recipient clicks on the dropdown field in the form. Only one option can  
 be chosen at a time 

· Checkbox: This element allows the form recipient to choose from a
 selection of options by clicking on a checkbox next to their desired   
 choice. Recipients are able to check off multiple options at once 

· Radio Buttons: This element allows the form recipient to choose from  
 a selection of options by clicking on a button to their desired choice.   
 Recipients are only able to choose one option at a time   

· Radio Matrix: This element allows the form recipients to rate each of   
 the custom options provided. Recipients can choose one option per row  
 in the matrix. The number of rows and columns can be customized 
 

After you select a choice element to add to your form, you can configure them in the black box you will find to 
the left of your screen. In this black box, you will see different fields depending on the element you chose. 

There are 13 possible fields to choose from with the various Choice Elements:

· Label: This field refers to the name of the particular element you selected. The label will appear on your  
 form above the information input field to let form recipients know what information to provide. To edit  
 the element’s label, type your text into the field in the black box on the left side of your screen. This field is
 available with every Choice Element

· Style: This field refers to the whether you would like the element label text to appear bolded, italicized, or  
 regular. Choose your style option from the dropdown menu in this field. This field is available with every  
 Choice Element

· Line Style: This field refers to whether you would like the element’s label and information input to be on
 the same line or on multiple lines (see images on page 9 for details). Make your selection from the
 dropdown menu in the corresponding field in the black box on the left. This field is available with every  
 Choice Element except Radio Matrix
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· List Field: This field refers to the CRM column where you would like the information collected
 from this element to be stored. Choose which column you would like from the dropdown menu in the black
 box on the left-hand side of your screen.  You can also choose to create a new field to store the information  
 in by choosing the last option from the dropdown menu: “--Create New Field--.” Selecting this option will   
 cause a pop-up to appear where you must fill in the name of your new column and click “Create Column.”   
 This will create a new column in the CRM for data storage. This field is available with all Choice Elements   
 except the Radio Matrix element

· Description: This field refers to the ability to add a short phrase underneath the information input    
 to instruct form recipients on what information they need to provide for this field or how the provided   
 information will be used. This field is available with all the Choice elements

· Required: This field refers to whether you would like to make this section of the form mandatory to fill 
 out. If you choose to enable this field, simply click on the checkbox located in the left-hand black box and   
 the corresponding field in your form will show a red asterisk next to the label. This field is available with all   
 Choice elements

· Error Message: This field refers to the message that will be presented to the form recipient if they forget to
 fill out information in a required section of the form. To edit the element’s error message, type your text
 into the field in the black box on the left side of your screen. This field is available for all Choice elements

· Default Option: This field refers to the default text that you would like to appear in the first field of    
 the Dropdown element in your form. Type in your desired message in the field provided or use the auto-  
 populated value already in the field. This field is only available with the Dropdown element

· Options: This field is where you can input the various choices that you would like your form recipients to   
 choose from. Simply type each of your options in the text box provided in the field. Each new option must   
 be on a new line. This field is available with all the Choice elements

· Dropdown Width: This field is available with the Dropdown element and it refers to how wide the
 dropdown list in the form should be. There are two options in the dropdown list in the left-hand black box,
 Fill and Fit. “Fill” means the dropdown will stretch to fit the form, while “Fit” means that the dropdown will   
 only take up as much space in the form as necessary

· Columns: This field is only available with the Radio  
 Matrix element  and refers to both the number of  
 columns appearing in the matrix as well as the labels  
 for these columns. In the corresponding field in the  
 black box to the left of your screen, type out the text  
 you would like to use to label each of the columns.  
 Each new label must be typed on a new line in the field’s text box

· Other: This field refers to whether you would like to include the ability for recipients to select an “Other”   
 option in your form, rather than the choices you have outlined. To enable the Other option, check off the   
 corresponding checkbox located in the black box to the left side of your screen. This field is available with   
 the Checkbox and Radio Buttons elements  

· Other Text: This field refers to the text that serves as the label for the Other field when it is enabled in your  
 form. Write out the label for the Other field in the appropriate spot in the black box on the left-hand side of   
 your screen. This field is available with the Checkbox and Radio Buttons elements
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Social Elements
In this tab, the fourth Elements tabs, you can choose to add a few social sharing options to your form. Click 
and drag any of these elements into the desired location onto your form. Other elements will automatically 
shift out of the way during your placement of the new item.

There are 3 elements to choose from in the Basic Elements tab:

· Facebook Like: This element allows form recipients the option to “like” or “share” the form via Facebook

· AddThis Sharer: This element allows form recipients to share your form via email or select social media  
 options

· Share on LinkedIn: This element allows form recipients to share your form to their LinkedIn feeds

After you select a social element to add to your form, you can configure them in the black box you will find to 
the left of your screen. In this black box, you will see different fields depending on the element you chose. 

There are eight possible fields with the various Social Elements:

· Label: This field refers to the name of the particular element you selected. The label will appear on your  
 form above the information input field to let form recipients know what information to provide. To edit  
 the element’s label, type your text into the field in the black box on the left side of your screen. This field is
 available with the AddThis Sharer and Share on LinkedIn elements

· Description: This field refers to the ability to add a short phrase underneath the information input to 
 instruct form recipients on what information they need to provide for this field or how the provided
 information will be used. This field is available with the AddThis Sharer and Share on LinkedIn elements

· Alignment: This field allows you to place the element on the left, right, or center of your form. Select your  
 desired option from the dropdown menu that appears in the black box to the left of your screen. This field  
 is available with the Facebook Like element

· Layout Style: This field allows you to modify the look of the Like and Share buttons on your form. You are
 able to choose from the Standard option, where the buttons are located on a single line with the message 
 “Be the first of your friends to like this;” the Button Count option, where the buttons appear on a single 
 line with a bubble next to them indicating the number of clicks they have received to date, or you can
 choose the Box Count option where the Like and Share buttons will be stacked one on top of the other 
 with a box above them indicating the number of likes received. Select your desired option from the
 dropdown menu that appears in the black box to the left of your screen. This field is available with the  
 Facebook Like element

· Color Scheme: This field refers to whether you would like the element to appear either darker or lighter  
 in color. Select your desired option from the dropdown menu that appears in the black box to the left of  
 your screen. This field is available with the Facebook Like element
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· Verb to Display: This field refers to whether you would like the label on the Like button to read either  
 “Like” or “Recommend. ” Select your desired option from the dropdown menu that appears in the black  
 box to the left of your screen.  This field is only available with the Facebook Like element

· Like/Share Target: This field refers to the content you would like form recipients to like or share -   
 either your form or a custom option. Select your desired option from the dropdown menu that appears  
 in the black box on the left-hand side of your screen. This field is only available with the Facebook Like  
 element

· Like/Share URL: This field allows you to choose what your form recipients will be liking or sharing once  
 they click on the buttons in the Facebook Like element. If you chose the custom option in the Like/Share  
 Target field, you must enter the URL you want recipients to like or share into the URL field in the left-hand  
 side black box.  This field is only available with the Facebook Like element

Industry Elements
In this tab, the tab on the far right of the Elements, you can choose from elements that are industry-specific to 
add to your form.  Right now, there is only one Industry element: Vehicle Selector. 

Click and drag the Vehicle Selector element into the desired location onto your form. Other elements will 
automatically shift out of the way during your placement of the new item.

You will be warned with a pop-up message that in order for this element to work in your form, you must add 
list fields in your CRM for Year, Make, and Model. Click the Create the List Fields button to add the fields to the 
CRM, or Cancel to close the pop-up window and add the fields at a later time. 

Once you add the element to your form, you can configure the settings in the black box you will find to the left 
of your screen. In this black box, you will see six fields. 

The six possible fields for the Industry Element are:

· Label: This field refers to the name of the particular element you selected. The label will appear on your  
 form above the information input field to let form recipients know what information to provide. To edit  
 the element’s label, type your text into the field in the black box on the left side of your screen

· Style: This field refers to the whether you would like the element label text to appear bolded, italicized, or  
 regular. Choose your style option from the dropdown menu in this field

· Description: This field refers to the ability to add a short phrase underneath the information input to 
 instruct form recipients on what information they need to provide for this field or how the provided
 information will be used. 

· Required: This field refers to whether you would like to make this section of the form mandatory to fill 
 out. If you choose to enable this field, simply click on the checkbox located in the left-hand black box and  
 the corresponding field in your form will show a red asterisk next to the label 

· Error Message: This field refers to the message that will be presented to the form recipient if they forget to
 fill out information in a required section of the form. To edit the element’s error message, type your text
 into the field in the black box on the left side of your screen

· Dropdown Width: This field refers to how wide the dropdown list in the form should be. There are two
 options in the dropdown list in the left-hand black box, Fill and Fit. “Fill” means the dropdown will stretch  
 to fit the form, while “Fit” means the dropdown will only take up as much space in the form as necessary
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Configure Form Data Settings3

Once you have finished adding and configuring the elements on your form, you can proceed to the next stage 
of the form setup process by clicking the blue Next button at the bottom right-hand side of your screen. 
You will be directed to a new page where you can configure the data settings for your form.

This step of the form setup process allows you to determine which contact lists are associated with the form, 
meaning you must decide where you would like to store the information that is collected by the form.

To choose a list where you would like to store your form data:

· Choose a contact list from the available lists that appear in the left-hand gray box located on the Data   
 Settings page. There will be an autogenerated form already connected to the form

 · Click and drag the chosen list from the left box over to the gray box located directly to the right of it,    
 labeled Connected Lists (Contacts)

· Repeat these steps until you have dragged over all the lists you wish to be connected to this form

 · You may also create an entirely new list to associate with your form by clicking the blue New List button
 that appears below the Connected Lists box on the right side of your screen. Doing so will bring up a pop-  
 up window where you can enter the name for your new list

· Clicking Create will close the pop-up window and add a new list to the Connected Lists box on the right side  
 of your screen. Clicking Cancel will close the pop-up window without creating a new list

Once you have finished adding your lists to the right-hand box, you must determine what you would like to 
happen once a contact fills out your form. There are two options to choose from:

· Create a new contact: This option will add a new contact to your CRM every single time    
the form is submitted. This means that if an existing contact fills out your form, the system will ignore any   
 previous record of this contact and will create a new contact profile for them in the CRM, which   
may therefore result in duplicate contacts

· Update an existing record: This option will take into account any existing contact records in the Contact   
 Manager and instead of creating a duplicate contact every time a known contact submits your form, the
 system will update any information found in the contacts profile. When you select this option, a dropdown  
 menu will appear asking you to choose which CRM column you want the system to look at
 when determining whether the contact already exists. In the case that there are no existing contact records,  
 the system will then create a new contact
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Set up Form Settings4

When you have configured your data settings, click the blue Next button at the bottom right-hand side of your 
screen to move to the next step in the form setup process. 

You will be directed to a new page where you can configure the data settings for your form.

This step of the form setup process allows you to set up some other settings for your form. There are two tabs 
on this page, located in the black box on the left-hand side of the page. 

These are:

· Basic Settings

· Advanced Settings

Basic Settings
There are six fields in the first section of the Basic Settings 
tab:

· Form Title: This field is located at the top left of the Basic  
 Settings tab and it refers to the name of the form that will
 appear in the navigation bar if you choose to host the form on its own. If you plan to host your form on   
 your own website or landing page however, you do not have to worry about this field

· Form Description: This field is located to the right of the Form Title field and it refers to a short phrase   
 used in describing your form. The default text in this field will read “My Form - Powered by SimplyCast.” This  
 text can be changed if desired, however the description will remain invisible to users. Only search engines   
 will ever see it when they are crawling your form

· Allow Multiple Submissions: This field is located directly below the Form Title field in the Basic Settings 
 tab and it refers to whether you would like to allow users to fill out and submit your form more than once.   
 Check off this field if you would like to enable the feature or leave it unselected if you wish form recipients   
 to only be able to submit the form once

· Secure Browsing: This field is located underneath the Allow Multiple Submissions field on the left side of   
 the Basic Settings tab and it refers to whether you wish to ensure your form is transmitted using a secure   
 protocol. After clicking to enable this feature, your form will be sent over https://, which is more secure than  
 the standard http://

· Limit Users: This field is located below the Secure Browsing field on the left side of the Basic Settings tab   
 and it refers to whether you wish to limit the number of people who may fill out your form. Once you check  
 off this option, a new field will appear below where you can input the number of users you would like   
 to submit your form

· Set Form Expiry Date: This field is located underneath the Limit Users field on the left side of the Basic 
 Settings tab and it refers to whether you would like to set up an expiry date for your form so that no 
 more submissions will be accepted after a certain date. If you check off this option, two more fields will   
 appear below. Click the Expiration Date field to bring up a calendar to choose a date for the form to  
 expire, and enter the message you would like users to see after trying to submit the form past this date in  
 the Expiration date field. You can also use the default Expiration Message provided
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The second section of the Basic Settings tab in the form setup process allows you to determine whether you 
would like to have form submissions sent to an email address. This is an optional section.

To choose an email address you would like form submissions sent to:

· Choose an email address from the available addresses that appear in the left-hand gray box located on the   
 Basic Settings tab

 · Click and drag the chosen email address from the left box over to the gray box located directly to the right 
 of it, labeled Connected Email Addresses

Advanced Settings
There are four fields in the first section of the Basic Settings tab:

· Password Required: This field is located at the top left of the Advanced Settings tab and it refers to    
 whether you wish the form to be completed only by those who were given a pre-determined password. 
 Checking off this option will make a field appear where you  
 can enter the password that will give recipients access to  
 your form

· Block IPs: This field is located underneath the Password  
 Required field and allows you to block certain IP addresses   
 from accessing and submitting your form. When you check  
 off this option, a text box will appear below the field where  
 you can manually input the IP addresses (one per line) you  
 would like to prevent from being able to fill out your form

· Custom Post Processing: This field is located directly  
 below the Block IPs field and allows you to modify your 
 form’s processing settings by changing the redirection of 
 the form submissions. This causes the information that is submitted to be sent in a post request to the URL 
 specified, rather than through SimplyCast. Checking off this option will make another field appear where 
 you can input the Post Page URL, which is the URL you would like your form submissions to be sent to

[Note: It is recommended that this setting only be enabled by advanced technical users.]

· Post Page Target: This field is located underneath the   
 Custom Post Processing field on the left side of the 
 Advanced Settings tab and it refers to how you would   
 like the custom post page to open once the recipient   
 submits the form. You are able to choose between four 
 options: New window or tab, Inside same frame on the   
 window, Inside the parent of the frame on the window,   
 or Inside entire window. Select your desired option   
 from the dropdown menu provided

Opt-in Users5

After clicking the Next button at the bottom right-hand side of your screen once you have finished configuring 
your form settings, you will be directed to the next step of the form setup process where you configure your 
opt-in settings.
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Create a Thank You Page6

The first tab that appears underneath the Opt-in Users checkbox in the left-hand black box is the Thank You 
page.

The Thank You page is the first screen your form recipients will see as soon as they submit their form. 

There are two options in terms of creating this message:

1.  Use Default Thank You Page

2.  Use Custom Thank You Page

Default Thank You Page
SimplyCast has a default thank you page that you are able to customize. 

When you select this option:

· You can modify the title of the   
 Thank You page by inserting your  
 own title in the Page Title field. 
 You may also choose to use the 
 default “Thank You” title that auto- 
 populates the field
 · You can change the page’s 
 header by typing into the Header 
 field located directly beneath the   
 Page Title field, or you can use the  
 default “Submission Complete” header provided. You can also associate a merge tag to the header by   
 selecting the CRM column you would like to pull the information from the dropdown menu    
found to the right of the Header field and clicking the blue Add button

· Next, type in a message in the Body field below the Header field, or use the message that is already
 auto-populated in the text box. With this field as well, you have the option to add a merge tag to the    
 message by selecting the relevant CRM column from the dropdown menu provided to the left    
of this field and click the blue Add button

Custom Thank You Page
You are also able to connect a custom thank you page to your SimplyCast form. When you select the Custom 
Thank You Page option, a field labeled Opt-in Page URL will appear where you can insert the URL of your 
company or organization’s customized Thank You page in the event that you do not want to use the default 
option provided.

In the black box on the left-hand side of your screen, you will see an Opt-in Users checkbox. Clicking this 
checkbox will require that form recipients opt-in to receive communications from you.

[Note: You will only see the Opt-in Users checkbox if you have an Email element in 
your form.]
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Opt-in Email7

The second tab in the left-hand black box is where you can set up the opt-in email that will be sent to those 
who provide their contact information through the submission of your form. You will see a blue Create button 
on your screen that, when clicked, will direct you to the Email editor where you can create a custom opt-in 
email. Refer to the Email User Guide for more information on how to create an email in the Email Editor.

[Note: If you choose not to create a custom opt-in email, a default, plain-text opt-in will be sent to contacts 
automatically.]

[Note: You will only see the Opt-in Email tab if you have an Email element in your form.]

Create a Confirmation Page8

The third tab that appears in the black box underneath the Opt-in Users checkbox is the Confirmation page.
The Confirmation page is the screen your form recipients will see as soon as they confirm the email address 
they provided when they submitted your form. 

There are two options in terms of creating this message:

1.  Use Default Confirmation Page

2.  Use Custom Confirmation Page

[Note: You will only see the Confirmation Page tab if you have an Email element in your form.]

Default Confirmation Page
SimplyCast has a default confirmation page that you are able to customize. 

When you select this option:

· You can modify the title of the   
 confirmation page by inserting your  
 own title in the Page Title field. You  
 may also choose to use the default  
 “Thank You” title that auto-populates  
 the field
 · Then you can change the page’s 
 header by typing into the Header 
 field located directly beneath the
 Page Title field, or you can use the 
 default “Email Confirmed” header provided. You can also associate a merge tag to the header by selecting 
 the CRM column you would like to pull the information from the dropdown menu found to the    
right of the Header field and clicking the blue Add button

· Next, type in a message in the Body field below the Header field, or use the message that is already
 auto-populated in the text box. With this field as well, you have the option to add a merge tag to the    
 message by selecting the relevant CRM column from in the dropdown menu provided to the  
 left of this field and click the blue Add button
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Configure Modal Form Settings10

After clicking the Next button once you have created your opt-in and thank you messages, you will be directed 
to the Modal Form Settings page of the form setup process. 

A modal form is a way for you to add your form to your website without affecting its current layout. The 
form can be made to appear automatically after a certain amount of time when a visitor first arrives on your 
website, or you can have the form be triggered by the click of a button on the page.

You can also preview how your modal form will look on a default web page or your own.

Custom Confirmation Page
You are also able to connect a custom confirmation page to your SimplyCast form. When you select the 
Custom Confirmation Page option, a field labeled Confirmation Page URL will appear where you can insert the 
URL of your company or organization’s customized confirmation page in the event that you do not want to use 
the default option provided.

Set up Thank You Email9

The last tab in the left-hand black box is where you can set up the thank you email that will be sent to those 
who confirm their email address in the Opt-in Email. It is optional to send this email. If you choose to send 
one, click the check mark beside “Send Thank You Email.” You will see a blue Create button on your screen 
that, when clicked, will direct you to the Email editor where you can create a custom thank you email. Refer to 
the Email User Guide for more information on how to create an email in the Email Editor.
[Note: If you check off the Send Thank You Email button, but do not create your own, a default, plain-text 
thank you message will be sent to contacts automatically.]

[Note: You will only see the Thank You Email tab if you have an Email element in your form.]

To have the form load automatically 
on your web page:

1.  The first field that appears at the top  
 of the Modal Form Settings page refers  
 to whether you wish to have the form
 load automatically after a certain
 amount of time that someone has 
 been on your webs page. Check off 
 this option if this is the way you choose  
 to display your form

2.  Another field will appear below this 
 checkbox where you can determine
 the number of seconds after the web 
 page is loaded that you want the form 
 to appear. Type in the number of 
 seconds into the field provided

Load Form Automatically
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Add a Form Button
To have the form accessible on your web page as a button:

1.  The second field that appears at the top of the Modal Form Settings page refers to whether you wish to   
 add a button to your website that will open your form when clicked. Check off this option if this is the way   
 you choose to display your form

2.  Four more fields will appear after having selected this option. The first of these fields is the Button Text 
 field, where you must determine what it is you want the button to say. Type your button text into the text
 box provided

3.  Below the Button Text field is the Button Position field, where you can choose from a dropdown menu of 
 options where on your web page you would like the button to appear

4.  Once you’ve determined the position of the button on the page, the next field allows you to pick a color for 
 the button background. Click on the dropdown menu in this field and select your desired color from the 
 options on the left-hand side, or create a custom color by using the tool on the right-hand side of the 
 dropdown menu

5.  Underneath the Button Color field, you will see the Button Text Color field where you can modify the color 
 of the button’s text. Click on the dropdown menu  in this field and select your desired color from the 
 options on the left-hand side, or create a custom color by using the tool on the right-hand side of the 
 dropdown menu

6.  On the right-hand side of these fields, you are able to see a preview of what the button will look like once it   
 is on the web page

You are able to select both of these modal form display options at the same time. You can have the form 
available to your website visitors from a button on the page, and if they do not click the button within a certain 
amount of time, the form will automatically pop up onto their screen.

Preview the Modal Form
In the black box located on the left side of your screen, you will see a blue Preview button that you can 
click to see how your form will behave once you complete the modal form settings. A new tab will open in 
your browser onto an empty default web page where, depending on the display settings you chose, your 
form will either appear on the page after a selected number of seconds, or a form button will appear in 
the chosen location.

Above the blue Preview button, you will see the Site to Preview 
field. Here you are able to enter any URL for a website that you 
would like to see the modal form settings applied to. When you 
click the Preview button, a new tab will open in your browser 
showing the form as it would appear on the web page whose 
URL you inserted in the Site to Preview field.
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Review the Form Crosscheck11

When you have completed configuring your modal form settings, click the blue Next button found at 
the bottom right corner of your screen. You will be brought to the crosscheck page, which will show you 
whether you have set up all the elements of your form correctly.

On this page, each stage will have a checkbox beside it, with one of three colors displayed in it:

· Green with a checkmark: If the checkbox is colored green with a checkmark, this section of your form has  
 been configured correctly and will function as it is supposed to when the form has been published

· Yellow with an exclamation point: If the checkbox is colored yellow with an exclamation point, this  
 means something is not ideal in this section of your form. An explanation will appear below the section,  
 detailing the potential issue. However, you are still able to publish a form that has a yellow checkbox

· Red with an “X”: If the checkbox is colored red with an “X” there is an error within that section of the form  
 and you are unable to complete your form setup without dealing with it. Details concerning the error(s) are  
 noted beneath the section

To the right-hand side of each of the form sections, you will see a blue button that will allow you to enter 
that stage of the form setup process and fix any issues or make any modifications desired. Next to form 
sections with a red checkbox, the corresponding blue button will read “Fix Problem.” Next to sections 
with either green or yellow checkboxes the button will read “Edit.”
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Complete the Form Project12

Once you reviewed the crosscheck page and have made any necessary changes to your form, you are 
able to click the blue Complete Project button found at the bottom right-hand side of your screen.
When you click this button, a pop-up window will appear saying that you have successfully published 
your form and asks you to complete a quick feedback form about your process.

In this pop-up window, below the optional form, you will be provided with the links to your published 
form. For more information on what these links are, refer to page 3.

Click the “X” button at the top right corner of the pop-up to close it and be directed back to the main 
Form Builder Dashboard, or simply click anywhere outside of the pop-up window and you will be directed 
to the dashboard.

To view a report for any of your Form projects, you must navigate to the SimplyCast Reporting interface.

To do this:

· Go to the main Form Builder Dashboard where you will see two tabs on the left-hand side of your screen:  
 Summary and Reports

· Click the Reports option to be directed to the Reports page

Once in the Form Reporting Dashboard, you are able to:

Reports

1 View the List of Reports
When you enter the Form Reporting Dashboard, you should immediately see a list of all the form projects you 
have created with the most recent project being at the top of the list. If there are no projects in the list, you 
have not yet created any.

Each report in the list is broken down into four columns: Project Name, Results, Created On, and Actions.

· Project Name: The name you gave to the form project when you created it

· Results: The number of submissions your form has received

· Created On: This is the date and time the form was published

· Actions: This column contains blue Open buttons next to each report in the list, allowing you to view the  
 individual report for that form project
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Find Older Form Reports
To view an form project report that does not immediately appear in the list:

· Navigate down to the bottom of your screen where you will find the page   
 numbers indicating the total number of form projects you have created

· If there are more projects than can be displayed at once, look to the right side 
 of the list to find a scroll bar 

· Click and drag the scroll bar to view older form project reports

3 Search Reports
If you are trying to find a particular form project for which to view the report, you can simply use the 
search bar located at the top right of the screen above the list of all the reports in the main Form Reporting 
Dashboard. 

As you type in the name of the report you are searching for, the results will automatically be filtered to show 
the matches to the text.

4 View a Report
To view the report of a particular form project:

· Select the form project that you would like to see the report for 

· Click the blue Open button that is located in the Actions column for your 
 desired report and you will be directed to the report for that specific form  
 project

The first section you will see in the report of your particular form project is the All Results section. Here, you 
will see a table of all the submissions of your form broken down by information field. The number of columns 
in the table will reflect the number elements you put into your form (e.g.. name, email, country, etc.). The only 
common column to all form reports is the Date Submitted column, which will display the date and time the 
contact submitted the form.

To view results from older form submissions, use the scroll bar found on the right side of the table.

To sort your results by column, click on the arrow buttons located next to the title on top of each information 
column in the All Results section of your report.

Click the blue Download button located at the top left side of the table to download just this section of the 
report. The report will immediately begin downloading as a CSV file.

All Results
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Page Statistics
The second section in the form report is the Page Statistics section, where you can see two blue buttons:

· Form Views: This button refers to the total number of form recipients who opened your form. This number 
 includes those who did and did not submit your form. Clicking this button will direct you to the Sonar web 
 tracking report for this form. Refer to the Sonar User Guide for more information regarding web tracking

· Form Submits: This button refers to the total number of submissions the form has received. This number 
 may include multiple submissions if you have enabled this feature. Clicking this button will direct you to the 
 Sonar web tracking report for this form. Refer to the Sonar User Guide for more information regarding web 
 tracking.

Response Breakdown
The third section in the form report is the Response 
Breakdown section, where you can review the responses 
received for each element field of your form. Each field of 
your form will be represented in a two-column table with 
columns for Responses and Date Submitted. 

To download any of the individual response sections, 
click the blue Download button located at the top left 
side of any of the response sections. The report will 
immediately begin downloading as a CSV file.

For Choice Element fields (refer to page 14 for more information 
about these elements) you will see a pie chart displaying the results 
of the various options. To the right-hand side of each pie chart 
you will see a three-barred button that can be clicked to bring 
up a dropdown menu with options for printing the pie chart or 
downloading it to your device.

There are four formats for downloading the pie chart:

· As a PNG image

· As a JPEG image

· As a PDF document

· As an SVG Vector image

Form User Guide

Copyright © 2017 SimplyCast 28



29

Below the response table or pie chart in the Response Breakdown section of the form report, you will see 
information regarding the Question Type and Response Rate for that particular form field. 

· Question Type: This section displays the type of form element the
 responses are for. This could be a text input field, a dropdown field, a   
 radio button field, etc.

· Responses: This section displays the response rate that each form
 element received. This statistic is displayed as both a fraction and a    
 percentage
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