Tutorial created on 05/09/2013

Putting a Google docs form on the website

) This tutorial explains how to publish a Google docs form on your instance’s
/ website.

2. Website > Manage content

A user is a person managing the EConsort application.

An applicant is an applying student.

A student is an applicant who has been admitted.

C} 1. Google Drive > Create > Form

w Printscreens in this tutorial are centered and |indicc|’red by a boxI.

® Watch the corresponding video tutorial online by clicking the ‘Play’ icon.

Why not use an EConsort form to get information from website visitors?

It is recommended to gather users’ information by putting a form on the
website that was created using the EConsort program. Doing this allows you
to collect infformation from every person who can login to your EConsort
A instance.

Sometimes, however, information has to be collected from people who
don’t have an EConsort account and therefore can’t access your instance’s
forms. This is where using an EConsort form is not possible and a Google
docs form comes in handy.

V¥ First of all, create a Google docs form. Find out how to do this here.
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Name: *

How many people will you be taking to the thesis event reception? (Yourself included.)
51

D 2
» 3

4
Additem  ~

Confirmation Page:
Thank you for letting us know!

7 Show link to submit another response
Publish and show a link to the results of this form to all respondents *
Allow to edit after

A For this tutorial, a form has been created to allow external people to enroll for the thesis
event reception.


https://support.google.com/drive/answer/87809?hl=en
https://www.youtube.com/watch?v=563Vftr00vw&feature=youtu.be

V¥ Click Choose respone destination to define where to save the collected information:

= ¥ "  Theme.. IE’ Choose response destinationl g‘u’iewliveform
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¥ Name the spreadsheet you want to save the information to:

Choose response destination

FORM RESPON

A
m

® [ew spreadsheet 3 SPREADSHEET

I Thesis_event_registration| I E

Mew sheet in an existing spreadshest. .. Modify, re-arrange, and analyze without
affecting original form responses

Always create a new spreadshest

Keep responses only in Forms Learn Maore

A Click Create.
¥ Choose File > Embed to export the finished form:
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File Edit View Inset Responses (0} Tools Help All chang

Add collaborators nse destination 2 View live T

Send form

New
Open Ctrl+0
Rename

Make a copy.

Download as

| Embed. 4 |

. o
Email collaborators

= Print Ctrl+P

¥ The following dialog box pops up:

Embed form

Paste HTML to embed in website

I <ifra wmm.m.m-wn-nsasm.»m:fym

Custom size

Width (in pixels)f 760 Height (in pixels)f 500

A Copy the displaved code. If necessary, you can adjust the size the form will take up on
your website. Click Done.

2 | 3 =
~




Go to your EConsort instance’s website design page (Website > Manage content) and select
the page you want to add the form to.

V¥ Click the Source button to enter the code design:

B B2 @dm0=Q %
U~ i 2| = EE= L W)
Z Format |Heading 2 ~ | Size |large ~ | Style ~EIg- dg-i

-

V¥V Paste the copied code:

iframe src="https://docs.google.com/forms/d/1mBSa9XCLN—
REYrEyVEGEHVXCqriITsOsnPoyof2PRUI/ viewform?embedded=true™ width="760"
jheight="500" frameborder="0" marginheight="0"
marginwidth="0">Loading...</iframe

V¥ This is what the form looks like on the website:
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Name:

How many people will you be taking to the thesis event reception? (Yourself included.)
1

2
3
4

MNever submit passwords through Google Forms
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V The spreadsheet — updated whenever someone completes the form - can be consulted

online by clicking View responses on the form page.
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File Edit View Insert Responses(2) Tools Help All changes saved in Drive

= ¥ ¥ Theme.. ﬂﬂ\l’iewresponsesl g\!iewliveform

A You can see what the form looks like for the website visitor when clicking View live form.

¥ Both documents (form and spreadsheet) can be found in and consulted through your
Google Drive overview:
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