Making a text field

Log in into your EConsort instance. Go to “Settings”, “Databasemanager”
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Then choose “Manage fields”
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On this screen you will see the list of all fields. To add a field, press the green “+”-icon.
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Field name is the name of the field (for internal user)

Field label is the description of the field, shown to the students/applicants. (in forms and
reports)

As for Field Type, we choose “Text Field”. Any kind of text can be entered here, with a
maximum of 250 characters.
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By entering the “Label Width” you define the mount of pixels determining the width of the
field/column

The “Help Text” is the text which is shown by hoovering over the questionmark-icon next to
the field. It displays some extra info on the field to the user.
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Finally press “Add field” to create the field.
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By adding a field, it will automatically be placed as the last field of the list of fields. By
clicking on the “pencil”- icon, you can edit the field.
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