Replacing fields by other fields

To change fields in a form, go to “Manage forms”

L

Select a category you wish to edit in the list below:

" f jStudents;’apphcantS

L manage fields
=—————Jpi | manage forms
] ) manage rep@ts

= [ manage documents

= @ Scholars
m manage fields
L manage forms

" g manage reports

= &USEFS
m manage fields
m manage forms

" g manage reports

Select the form you want apply changes to. (in this case the form named “cloned form”)

w Manage student section - [

Manage fields 1 - [

Manage forms] - [ El Manage reports ]

Form List
[Aadd new form]

Form setup
[show field labels]

B EVALUATION FORM:
® Evaluation form =]

" MAMNAGEMENT FORM:
® Management form /=

® This is a form example

= |Incategorized form:
B Student for

— cloned form
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Select the form category which you want to select (in this example “Form category no.2”)

. T L gl e R

Form setup
[show field labels]

® Form category name (= 5 # 2
T=form category name no.2 = 5 2

Add fields
Facebook adres&[}é?ﬁ?ﬂ} & B W =

Hobbies (2685) & W [F =

B Picture (2695) & % [ =
® Add form category

Select the field you want to change and press the “X” (this will delete the field)

Form setup
[show field labels]

® Form category name 1= 4 =
® form category name no.2 = . & Z

= Add fields
B Facebook adress B2670) & % v =

—— il Hobbies (2685) 4 v =
B Picture (2695) & v =
® Add form category

Econsort Tutorial V1 03/2011 Replacing fields by other fields



http://www.youtube.com/watch?v=EL-PAbqbjDM

Next, select “Add fields”

Form setup
[show field labels]

® Form category name = 4 prd

=P Add fields

B Picture (2695) & 1 v =

® Add form category

= form category name no.2 i= & & =

® Facebook adress (2670) & % 7 =

In the search field, enter (a part of) the name of the field you are searching for. (“education” in

this example)

Form setup
[show field labels]

B Form category name 1= 4 @ yid

® form category name no.2 = % £2
= Add fields

=
B Picture (2695) & ® @ =

= Add form category
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® Facebook adress (2670) & 3 [

Add fields to: form category name no.2

Select a field:

Insert after
fiald: last field -

M Email Address

Copy to form

Search field

education
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The search will list you all fields with “education” in their name. We select
“Education_Secundary Institution”

Add fields to: form category name no.2

Select a field: N Email Address
Insert after
field: —lastfield— -

Copy to form

Search field

= 1I_Secondary education .

s Education_Secondary_Institution TE%
g Education_Secondary_Diploma &

e Education_Secondary_Start 4
a- Education_Secondary_End &

= Education_Secondary_Period 4

& Education_Secondary_Period e
a- Education_Secondary_DateObtained 4
& Education_Secondary_TimeSpend 4

e Education_Secondary_DiplomaScan 4
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Press the “double green arrows”-icon to refresh the order of the fields.

After refreshing, click the grey, upwards pointing arrow next to a field to move this field up
one level.

Form setup
[show field labels]

= Form category name := 4 # 2 /
= form category name no.2 i= 4 »

=
= Add fields
® Facebook adress (2670) & % @ =

® Picture (2695) & % v =
B Education_Secondary_Institution {3710}

& B[ =
5 Add fgkm cate

/,_f

By checking the box next to a field, you indicate this field is obligatory.

Form setup
[show field labels]

® Form category name (= 4 & 2
® form category name no.2 1= . »

& &
= Add fields
® Facebook adress (2670) & % @ =

® Education_Secondary_Institution (3710) &

# %[¥]=
B Picture (269%) & % [ =
® Add form catego
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