Working with
Forms & Surveys
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Agenda

» Overview of GrowthZone Forms/Surveys

» Creating Forms
« Adding Sections
« Adding Questions

* Distributing Your Form
 URLs
* Pre-fill form fields

* View Responses

« Associate Response to Contact
« Download all Responses

* Form Response Report
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Forms/Surveys Overview

* The Forms/Surveys module enables you to quickly create
and publish custom web forms and surveys
» Send targeted surveys to members and visitors
» Collect important survey data
 Store information gathered within a contact'’s profile
» Upload documents
« Render the data in easy to understand/useful ways
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Best Practice

What information should be collected?
What Is the reason we want this data?

« Keep it short and simple.
» Test and time it right.

« Promote it.

« Share the results.

Edit Form Questions - Job Postings Public
Submission
Define Questions/Fields
Name Section
T ﬁc:ﬂﬁtgnt Item - First and Last
t Content Item - Email Address
1 Content Item - Phone Number
1 Content Item - Job Type
1 Content Item - Education Level
i Eg}jéent Item - Experience
1 Content Item - Job Function
1 Form - Salary Range
t Form - Job Description Job Requirements
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-xamples

Informal Voting
Interest Survey

oA W N R

Membership Satisfaction Survey
Information Gathering
Scholarship Applications

Forms/Surveys

ISearch...

Contact Us public form
Event feedback

Job Postings Public Submission

Sponsorship Opportunities

BONUS! Update a list/committee using form responses and a

SMART list!
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Creating a Form

Creating a formis a two-step |/t formisurey o
process: e
1. Add the form
B I Y £ x X A-Ti~- 4 & - =~ = = =T &= -
2. Addthe questionstoyour | == "~**°
form Edit Form Questions - Annual 2 X
Conference 2020 Survey
Form Type *® Define Questions/Fields [ ADD NEW QUESTION/FIELD ]
KB: Create a Form [ tmwesecrions |
Form URL Name Section Page Number Actions
1 Form - First Name Overall Informat 1 [~ |
1 Form - Last Name Overall Informat 1 [~ |
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https://helpdesk.growthzone.com/kb/article/251-create-a-form-survey/

Creating a Form

 Form Type

« Contact Us form type, staff subscribed to Contact Us
Submission email notification will be notified

* Inquiry Tracking the form will be used in the Sales Funnel inquiry
tracking

« Select User Defined for all other forms/surveys

 Publish Start/Publish End

* These dates drive when the form will accept responses
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Creating a Form

Accept User responses via 3rd Party Source

« Enable this option if you wish to receive form responses from a
third party survey solution (for example, ActOn)

* This will setup the mapping needed to receive and store the
responses in your database. When this is enabled, once the form

has been saved, the URL to Send Responses To will be
automatically generated - this is the URL that should be shared

with the third-party solution
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Creating a Form

Confirmation Options

« Configure the message you would like displayed in the browser after

the survey is completed

* Include Files that can be downloaded after survey is completed

Post Submit Mess

Confirmation Options

age

B I u

¢ @B B

S X X A-Ti~ 4 © - =~ = = E E

a k<

Download File ®

SELECT FILE
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Create Sections

Add Sections to a Form

» To better organize the questions
you wish to ask on your form, you

can create sections

« Once sections are created, you
can add custom questions to the

specified sections

KB: Add Sections to a Form

Define Questions/Fields

Edit Form Questions - Annual
Conference 2020 Survey

orm - First Name
orm - Last Name

orm - How was the food

orm - Please upload your
rite recipe

Overall Information

Overall Information

Event Food

Event Food

ttees Event Food

Committees

ADD NEW QUESTION/FIELD

MANAGE SECTIONS
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https://helpdesk.growthzone.com/kb/article/1725-add-sections-to-a-form-survey/

Create Questions

Add Questions to Your Form

* You can create new fields, or select
from existing fiels

« Many “standard fields" have already
been configured for you (i.e. Form -
First Name)

« KB: Add Questions to Form

Add Form Custom Field

Use an Existing Database Field

Existing Database Field

Create a New Form Field

Name* @

Description or Instructions

B I U
& | = & k<

5 X x! A~ Ti- ‘ 9 9~ =~ = = = =

Field Type @

Characters Allowed

M

l
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https://helpdesk.growthzone.com/kb/article/1726-add-questions-to-a-form-survey/

Create Questions: Custom Fields

Specialized Form Field Types Field Type @
* Drop Down Text =
* Drop Down with Fill In
* Yes No .
integer

¢ UplOad F'I.e Dropdown
Dropdown with Fill-in
Multi-Choice

. . . Decimal

» KB: Specialized Form Field Types vesno 1
Percentage
Table :
State/Province
Scale
Country

File upload -|

=
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https://helpdesk.growthzone.com/kb/article/1728--specialized-field-types-for-form-survey-questions/

Create Questions: External Data Source

External Data Source APl URL

 This option allows you to point to a list of the needed responses to
the question. For example, if an FTC Code (Federal Trade
Commission industry code) is heeded, rather than using a drop-
down list and manually populating all of the possible responses
(which takes time, and introduces room for error), you can enter
the needed API URL, which will point to the list of responses

 NOTE: When using an External Data Source API, the Key Field
Name field ties the list to the custom field in your survey

KB: Add Questions to a Form or Survey
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https://helpdesk.growthzone.com/kb/article/1726-add-questions-to-a-form-or-survey/

Share Form

* You can share the form by
clickingthe < icon - the system
will automatically populate
contact information

» For Example - you could easily
send the form to all event
attendees

e Edit the emalil as heeded

Edit Sharing...

Share via Email
To*®

Exclude Sending to Contacts on List

[,::;.i,%f.: SO EEEE D LS

LT @
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Share Form

* Prefill Form Fields

* To make it easy for respondents to fill in a form, when a form is
sent using a GrowthZone email list, basic contact information
can be pre-populated in the form

« To pre-populate the form, ?cid={{Contactldl} must be appended to the
Secure Form URL

* For Example:

 https.//membermanagementtraining.growthzoneapp.com/ap/Form
/Fill/GLWGVTmL | |
the format for Bre—populatlng form fields would be
https://membermanagementtraining.growthzoneapp.com/ap/Form
/Fill/ GLWGVTmL?cid-1{Contactid}}

 KB: Prefill Form Fields
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https://helpdesk.growthzone.com/kb/article/1727-pre-fill-form-survey-fields/

Share Form

Once the form is generated, two URLs are available for
sharing the form:

* Form Url: This URL should be used when you wish to link the form
to your website and format using templates you have designed for
your website

 Templated Form Url: This URL is created after you have
integrated the form from the Web Pages area of GZ

Form URL

https://cherissandbox.growthzoneapp.com/ap/Form/Fill/LgWwnYHMp

Templated Form URL

https://cherissandbox.growthzoneapp.com/trainingform/Fill/LgWnYHMp
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View Individual Form Responses

KB: View Individual Form Responses

|5earc|'|...

Q & Y

Matched

>

From

A Place for Dogs
Henry LeMarc
Anna Ranit

Lois Laneson

The Knit Shop

TOTAL: 5

Qrg

Fritz
The Diner
The Knit Shop

The Knit Shop

Member Information Update Survey Responses

Created Date

10/14/2021 3:23 PM

7/16/2020 12:43 PM

7/10/2020 11:11 AM

7/10/2020 10:13 AM

7/10/2020 10:12 AM

Submission Date

10/14/2021

7/16/2020

7/10/2020

7/10/2020

7/10/2020

Actions

F]
£
.
&
F]

s
[}
T
o
Q
Q
£
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https://helpdesk.growthzone.com/kb/article/253-view-individual-form-responses/

Assoclate Form Responses to Contacts

* You can associate a form response to a contact in your
database, by clicking into the IP Address listed In
the From column

* Include Form: First-Name, Form-Last-Name, Form-
Organization or Form-Email Address in your survey to be
provided with sufficient information to match the response
to a contact in your database

« KB: Associate Form Responses to Contacts
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https://helpdesk.growthzone.com/kb/article/1730-associate-form-survey%C2%A0responses-to-contacts/

Associate Form Responses to Contacts

Training Survey Form Responses

|5earc|'|...

Q &% ¥

Matched

Yes

Yes

No

Mo

No

No

Yes

From

Billy Jones
Cheri Petterson
136.49.121.149
136.49.130.204
68.170.127.199
68.170.127.199

Black Sheep

ated Dat

m

Il

Submission Date

Edit Find or Create Contact

Fritz
Entered Data

First Name

m

Email

msamuelson99@gmail.com

Potential Matches

Select Option Below For Contact Record
@ Select Contact From Matches

(O Find existing - Search your database

(O Create New Contact

Person Primary
Name ¢ Organization 5 Date &
Smith &
O Timsmith 10/28/2020
Associates

@ Use suggested - We've found a possible match

(O Find existing - Search your database

Last Communication

Last Name

g

Organization Name

Membership
Email Address <
Status

tim.smith@mailinator.com Non Member

Select Option Below For Organization Record - if different than Primary Organization selection above

[ross] &

Estimated Number Of
Communications &

1

e
=
(7
=
-
@
@
=

fe B¢ L Ie ke Qe le
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Download All Form Responses

KB: Download All Form Responses

Forms/Surveys

MName

Annual Conference 2020 Survey

Collin County Test Form

Contact Us public form

Copy of Annual Conference 2020 Survey
CP Training Form

Greensboro

Maui Member Satisfaction Survey

Member Information Update Survey

Form Type

User defined
User defined
Contact us

User defined
User defined
User defined
User defined

User defined

Total Responses

1

2

1

<Mo Total Responses>
2

<No Total Responses>
2

5

Latest Response

1/24/2020

7/16/2020

8/20/2018

9/28/2022

10/22/2020

10/14/2021

o it
< Share

& Download Form/Survey Responses

X Remove Form

® Copy Form

E-
[]
=
o
o
]
-

smarter
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https://helpdesk.growthzone.com/kb/article/254-download-all-form-responses/

Form Response Report

The Form Response Report allows you to download
responses for all forms or an individual form

KB: Form Response Report

KB: Export Reports

Form Response Report

aaaaaa
1/24/2020
106842 4035 AM
Annual Conference 2020 Survey Count
Collin
County Test
Form
7/16/2020
129668 501 pM
7/16/2020
129666 154 pM

Collin County Test Form Count 2

Contact Us
public form

8/20/2018 san
42402 9:37 AM Williams nitedStates Susan

Contact Us public form Count 1

Cheri

Petterson

1

Shelly
Test

Shelly
Test

(13 RUN REPORT

ne
-
7]
T
-]
@
[T}
2
®
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https://helpdesk.growthzone.com/kb/article/1731-form-response-report/
https://helpdesk.growthzone.com/kb/article/1106-export-reports/

Questions?
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A
Training and Supyport

Customer Service Hours:

Phone: 7am. - 5 p.m. CT (Monday, Tuesday, Thursday, and Friday)
800.825.0171, Option 4, then Option 2

Chat: 7am. - 6:45 p.m. CT (Monday, Tuesday, and Thursday)
7 am. - 445 p.m. CT (Friday)

Online Support Documentation: GrowthZone Knowledge Base »

Online Training Calendar: Training Event Calendar »

Live Chat: GrowthZone Support Portal (chat on far right) »
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