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Formera User Guide

1. Forms

Click on the Forms tab on the left side of the platform's homepage.
In this window, you see:

e Atable of the previously created forms number 1.
e A filter creation button number 2.
e A form creation button number 3.

user-manual\Administrator

: 'S R
Forms(3) e

[MENU
‘ - -
Q e}

Football Registration 05/09/2020 12:54:05 Active

Class Registration 05/09/2020 12:43:46 Active

I

@ Application for High School 05/09/2020 12:18:29 Active

Il
‘4

'Y Create Filter

To create a new form, click on the + sign button number 3 at the upper right corner of the
window.

A new pop-up window will appear, here you can add, edit, delete the form’s fields, and adjust
the settings of the form. A complete list of the fields' types appears on the right side of the

page.

Steps to create a new form:

1. Type the form name in the box number 1.
2. To add a field to the form layout:

e Click on the field's name in the list of the fields' types on the right side of the
page number 2, then the field will be added immediately to the layout.
Or

e Simply, drag the field from the list of the fields and drop it into the layout of
the form, you can also use the same technique drag and drop to arrange the
order of the fields in which they appear in the form.
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Create new form o

x

O @ O ociobal =

® D

== Autocomplete

H#

Number

i}

Text Field

=l TextArea

dateField

Date Time

oo B

Select

it

Checkbox Group
Drag a field from the right to this area

Radio Group

Header

A o

Paragraph

I+

File Upload
& Lookup
B Calculated
ﬁ Star Rating
s Location

& Section

18 Upload library

[  ignore inconsistent conditional relations warning

- [ -

3. On the upper right side of any object block that you choose, there are three options, you
can edit the object, copy it, or delete it, number 3.

Create new form X
O eubtic O otobal
Text Field e[ J ® 0D
)
Required D B+ Autocomplete
H# Number
Show In Grid D
©3 Text Field
Label = TextField B TextArea
Help Text B2 dateField
B Date Time
Type Text Field v
E select
Conditional D —
Field? = Checkbox Group
= RadioG
Max Length Aciohioup
H Header
No Duplicate D
Value 1 Paragraph

Close
L. File Upload
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The ID field is used to add a unique information field to the submission. If you add the ID to
the form layout, the submission process will assign automatically an auto-increment value to
each new submit.

This unique Identification information is so crucial when you want to create a connection
between the different forms, you can consider it as a primary key and connect it with a foreign
key in another form.

Show In Grid D ‘
Label D e

Prefix °
Digit Count 0

1. Show in Grid
Check this box if you want the ID to appear in the list of the submissions.

ID

2. Label

Give the field a suitable title that will appear in the form layout.
3. Prefix

Choose the prefix of this auto-incremented field.
4. Digit Count

Determine the number of digits that will be after the prefix.

Label: Student ID

Prefix: SID

Number of digits: 3

The field's values will be:
SID001, SID002, SID003, ... etc.

This field is used to add specific places in the form's layout to be filled with text information,
with several types such as Text, URL, and Email.

1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.

www.formera.xyz 3
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If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.
2. Show in Grid
Check this box if you want the Text field to appear in the list of the submissions.

Text Field

Help Text 6

Type Text Field o W
Conditional D °
Field?

Max Length a
No Duplicate D o

Value

3. Label
Give the field a suitable title that will appear in the form layout.
4. Help Text
Add additional information to give a hint about the content that should be written in
the field.
5. Type
Choose the type among:
o Text
e URL
e Email
And this will add validation constraints on the data filled in the field, so the
submission process will accept only the data that meets exactly the determined
format or type.
6. Conditional Field
Check this box if you want the current Text field to appear in the form only according
to a specific selected value of a previously selected field in the same form layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)

www.formera.xyz 4
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e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

7. Max Length
To determine the maximum number of digits allowed into this field.

8. No Duplicated Value
Check this box if the information allowed into this field is unique and has not been
submitted previously.

The Text Area field allows you to collect multiple text lines and paragraphs. If you would like
to give the users an option to add more information to their submissions, this field will be so
useful.

Text Area

Label TextArea 6
Help Text °
Conditional D °

Field?

Max Length °

Close

In a School Application form, if you asked for the student address in a specific field, it will
be so suitable to add a Text Area field for asking about more information and additional
remarks related to that address.

1. Required
Check this box if you want to ensure that the user fills in this field before the

submission.
If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.

www.formera.xyz 5
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By default, a red asterisk appears at the right of the required field's label.
2. Show in Grid
Check this box if you want the Text Area field to appear in the list of the submissions.

3. Label
Give the field a suitable title that will appear in the form layout.

4. Help Text
Add additional information to give a hint about the content that should be written in
the field.

5. Conditional Field
Check this box if you want the current Text Area field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)
e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

6. Max Length
To determine the maximum number of digits allowed into this field.

This field is used to collect numerical information.

1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.
If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.

2. Show in Grid
Check this box if you want the Number field to appear in the list of the submissions.

3. Label
Give the field a suitable title that will appear in the form layout.

4. Help Text
Add additional information to give a hint about the content that should be written in
the field.

5. Conditional Field
Check this box if you want the current Number field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)

www.formera.xyz 6
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e Select Value (to determine which value you want the current field to show up
according to).

Number

Required D ‘
Show In Grid D e
Label Number 0

Help Text °
Type Number ° v
Conditional I:I 0

Field?

Validation Type 0 v

Close

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

6. Type
Choose the type among:
e Number
e Percentage
e Decimal
And this will add validation constraints on the data filled in the field, so the
submission process will accept only the data that meets exactly the determined
format or type.
7. Validation Type
Determine the most suitable validation conditions that meet exactly the constraints
of the acceptance process for the submissions.
You can choose among those conditions: <, >, <=, >=, between.

This field is used to collect date information from the users.
The user can fill in the date information via two methods:

e Enter the date directly in the proper date format: day, month, year.

www.formera.xyz 7
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e Pick the date from an interactive calendar.

dateField

Label dateField o
Help Text o
Conditional D °

Field?
Validation Type o v
Close
1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.

If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.
2. Show in Grid
Check this box if you want the Date field to appear in the list of the submissions.

3. Label
Give the field a suitable title that will appear in the form layout.

4. Help Text
Add additional information to give a hint about the content that should be written in
the field.

5. Conditional Field
Check this box if you want the current Date field to appear in the form only according
to a specific selected value of a previously selected field in the same form layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)
e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

6. Validation Type

www.formera.xyz 8



http://www.formera.xyz/

Formera User Guide

Determine the most suitable validation conditions that meet exactly the constraints
of the acceptance process for the submissions.
You can choose among those conditions: <, >, <=, >=, between.

This field is used to collect date & time information from the users.
The user can fill in the date & time information via two methods:

e Enter the date & time directly in the proper format: day, month, year, hour,
minute.
e Pick the date & time from an interactive calendar and clock.

Date Time

Required D 0
Show In Grid D e

Label Date Time o
Conditional D °

Field?
Validation Type ° v
Close
1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.

If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.
2. Show in Grid
Check this box if you want the Date Time field to appear in the list of the submissions.

3. Label
Give the field a suitable title that will appear in the form layout.

4. Help Text
Add additional information to give a hint about the content that should be written in
the field.

5. Conditional Field
Check this box if you want the current Date Time field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.

www.formera.xyz 9
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After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)
e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

6. Validation Type
Determine the most suitable validation conditions that meet exactly the constraints

of the acceptance process for the submissions.
You can choose among those conditions: <, >, <=, >=, between.

Radio Group is used to add a group of radio buttons to the form. Offered options are displayed
as radio buttons and Radio Group allows only one option to be selected at once.

Radio Group

Label = Radio Group e
Help Text o
o Options Option 1 option-1 v

Option 2 option-2 v x
Option 3 option-3 e I
Add Option +
Conditional D o
Field?
Close

www.formera.xyz 10
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e The selected radio button cannot be unchecked.
e When the user clicks on a radio button, it becomes checked, and all other radio
button options become unchecked.

1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.
If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.
2. Show in Grid
Check this box if you want the Radio Group field to appear in the list of the
submissions.
3. Label
Give the field a suitable title that will appear in the form layout.
4. Help Text
Add additional information to give a hint about the content that should be written in
the field.
5. Options
Here, you can add the options which will be linked to the radio buttons, and the user
should select among them.
e Set the name and the value of each option.
e Use the Add Option button to add new options.
e Delete the options that will not be used anymore.

e Values do not appear in the form layout.
e Values can take numerical information and that is so helpful if you want to achieve
analytical studies to the submitted data.

6. Conditional Field
Check this box if you want the current Radio Group field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)
e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

www.formera.xyz 11
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The Select list is a drop-down menu that allows you to select one or more options, depending
on the configuration you choose.

The main difference between the Select list and the Radio Button field is that you can add a
lot of options without changing the field's size.

The Select list is highly recommended when there are plenty of options.

1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.
If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.

2. Show in Grid
Check this box if you want the Select field to appear in the list of the submissions.

Help Text °
Reference Field o v IC

Options SR —
° P Option 1 option-1 v.

Option 2 option-2 v X
Option 3 option-3 V| X
Add ':"_Dti‘ N+
Conditional D °
Field?
Close
3. Label
Give the field a suitable title that will appear in the form layout.
4. Help Text

www.formera.xyz 12
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Add additional information to give a hint about the content that should be written in
the field.

5. Reference Field
If you want to get the value of a selection according to another selected option you
had set before.

To create a link between the country and its provinces or states, if you select the united
states as a country, the complete list of the American states will appear.

6. Options
Here, you can add the options which will be linked to the selections, and the user
should choose among them.
e Set the name and the value of each option.
e Use the Add Option button to add new options.
e Delete the options that will not be used anymore.

e Values do not appear in the form layout.

e Values can take numerical information and that is so helpful if you want to achieve
analytical studies to the submitted data.

e The third field will be filled if you choose the reference field, so this selection will
bring information from the reference selection.

7. Conditional Field
Check this box if you want the current Select field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)
e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

The Checkbox Group is used to let the users select more than one option among a complete
list of multiple offered options.

1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.

www.formera.xyz 13
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If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.

2. Show in Grid
Check this box if you want the Checkbox Group field to appear in the list of the
submissions.

3. Label
Give the field a suitable title that will appear in the form layout.

Checkbox Group

Label = Checkbox Group °
Help Text o
° SRSons Option 1

(o]
o
o
o
b ]
[t

<

Min Selected °
Options
Max Selected °
Options
Conditional D °
Field?
Close
4. Help Text
Add additional information to give a hint about the content that should be written in
the field.
5. Options

Here, you can add the options which will be linked to the Checkbox Group boxes, and
the user should select among them.

e Set the name and the value of each option.

e Use the Add Option button to add new options.

e Delete the options that will not be used anymore.

www.formera.xyz 14
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e Values do not appear in the form layout.
e Values can take numerical information and that is so helpful if you want to achieve
analytical studies to the submitted data.

6. Min Selected Options
Determine the minimum number of options that the user can select.

7. Max Selected Options
Determine the maximum number of options that the user can select.

8. Conditional Field
Check this box if you want the current Checkbox Group field to appear in the form
only according to a specific selected value of a previously selected field in the same

form layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)
e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

The Header field is used to give the form a general title and to give the multiple sections of
the form their own specific titles.

1. Label
Give the field a suitable title that will appear in the form layout.

2. Type
Choose the type of the header according to the suitable size:

e Heading hl
e Heading h2
e Heading h3

Label Header c
Type hl e v
Conditional D e

Field?

Header

Close
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Usually, h1 for the general title of the form. h2 & h3 for the titles of the sections.

3. Conditional Field
Check this box if you want the current Header field to appear in the form only

according to a specific selected value of a previously selected field in the same form
layout.

After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)

e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

Itis like a solid text that used for fleshing out the form's sections or adding extra explanations.

1. Content
This refers to the text that you would like to show up in the form layout.

Paragraph

G Content

Close

2. Conditional Field
Check this box if you want the current Paragraph field to appear in the form only

according to a specific selected value of a previously selected field in the same form
layout.

After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)

e Select Value (to determine which value you want the current field to show up
according to).

www.formera.xyz 16
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You can use the Conditional Field option with only two field types:

Select Field
Checkbox Field

This field is used to allow the users to attach files to the form.

1.

Required

Check this box if you want to ensure that the user fills in this field before the
submission.

If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.

By default, a red asterisk appears at the right of the required field's label.

Show in Grid

Check this box if you want the File Upload field to appear in the list of the
submissions.

Label

Give the field a suitable title that will appear in the form layout.

Help Text

Add additional information to give a hint about the content that should be filled in
the field.

Type
To choose the type of the uploaded document among these types:
e [mage
e Audio
e Video
e PDF
e Compressed File
e Document
Size

To determine the maximum size allowed for the uploaded document in megabytes.
Max Record Time
To determine the maximum record time allowed for the uploaded video or audio in
seconds.
Conditional Field
Check this box if you want the current File Upload field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:

e Select Restricting Field (to choose the selected field name)

e Select Value (to determine which value you want the current field to show up

according to).

www.formera.xyz 17
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File Upload

Label File Upload °
Help Text °
° Type Video v
Size(MB) °
Max Record 0

Time(Seconds)

Conditional D °

Field?

Close

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

The Look Up field is used to bring one or more fields from the submissions of a previously
published form and to link them with the current form submission.

With this Look Up field, setting up one to one, one to many, many to many relationships is
pretty straightforward.

Make sure that the form which you call its fields is a published form.

1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.
If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.

2. Show in Grid
Check this box if you want the Look Up field to appear in the list of the submissions.
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3. Label
Give the field a suitable title that will appear in the form layout.
4. Help Text
Add additional information to give a hint about the content that should be filled in
the field.
Lookup

Label Lookup 0

Help Text °
° Form

w
T
M
N
—
m
]
3
<

Fields

Conditional D °
Field?

Close
5. Form
Select the form whose fields will be called to the current form.
6. Fields

Select some fields to be linked with the current form.

You can choose more than one field, and this will help you to be more accurate and
specific in fetching your information.

7. Conditional Field
Check this box if you want the current Look Up field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)
e Select Value (to determine which value you want the current field to show up
according to).
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You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

Use the Calculated field to achieve mathematical operations between the fields of the form.

1. Show in Grid
Check this box if you want the Calculated field to appear in the list of the submissions.
2. Label
Give the field a suitable title that will appear in the form layout.
3. Precision
To determine the number of significant decimal digits to the right of the decimal
point.

Calculated

o Precision

Arithmetic

Formula T T T
+ = % =

4. Arithmetic Formula
a. The four basic mathematical operations +, -, *, / are available.
b. Brackets can be used to provide clarity to the order in which several operations
should be accomplished in a mathematical expression.
¢. Used to erase the whole formula.
d. Used to show which fields of the form are arithmetic fields, so you can include
them in your formula.

The Star Rating field is used to get feedback about a product or service from the users who
fill in the form.

1. Required

Check this box if you want to ensure that the user fills in this field before the
submission.

www.formera.xyz 20
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If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.

2. Show in Grid
Check this box if you want the Star Rating field to appear in the list of the
submissions.

3. Label
Give the field a suitable title that will appear in the form layout.

Star Rating

Required D ‘
Show In Grid D e

Label Star Rating °
Help Text °
Conditional D o

Field?

Close

4. Help Text
Add additional information to give a hint about the content that should be filled in
the field.
5. Conditional Field
Check this box if you want the current Star Rating field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name).
e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

The Location field is so useful to let the users add location information to the submissions
when they fill in the forms. Simply, they can pinpoint the physical address based on the web
mapping service of Google Maps.
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1. Show in Grid
Check this box if you want the Location field to appear in the list of the submissions.
2. Label
Give the field a suitable title that will appear in the form layout.
3. Conditional Field
Check this box if you want the current Location field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name)
e Select Value (to determine which value you want the current field to show up
according to).

Location

Show In Grid D ‘
a Label Location

The default location is the domain location

Conditional D 0
Field?

Close

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

When you fill in the fields of a form, in the location section, there will be three fields:
e Map. to drag and drop the location point icon to locate your address on the
interactive map of Google.
e Title. to give a title to your address or location.
e Description. to add more details about your location.

The Autocomplete field is used to give users the ability to search and choose among the
offered options.

Autocomplete differs from the Select field, here you are able to search by typing one
character or more from the option's name and the Autocomplete field will show you only the
options that match entered characters.

1. Required
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Check this box if you want to ensure that the user fills in this field before the
submission.
If the user submits the form with an empty required field, the submission does not
proceed, instead, an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.

2. Show in Grid
Check this box if you want the Autocomplete field to appear in the list of the
submissions.

3. Label
Give the field a suitable title that will appear in the form layout.

4. Help Text
Add additional information to give a hint about the content that should be written in
the field.

Autocomplete

Required D O

Show In Grid D °

Label  Autocomplete °

Help Text °
e Uptions Option 1

option-1 Rt
Cxpjor; 2 OPZEOIT-Z s
Option 3 option-3 il s
Add Option +
Conditional |:| °
Field?
Close
5. Options

Here, you can add the options which the user should choose among them.
e Set the name and the value of each option.
e Use the Add Option button to add new options.
o Delete the options that will not be used anymore.
6. Conditional Field
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Check this box if you want the current Autocomplete field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name).
e Select Value (to determine which value you want the current field to show up
according to).

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

The Section field is used to split the form into multiple sections.

1. Label
Give the field a suitable title that will appear in the form layout.
2. Conditional Field
Check this box if you want the current Section field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout. After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name).
e Select Value (to determine which value you want the current field to show up
according to).

Label Section ‘
Conditional D a

Field?

ction

w
D

skip [

o Back [
Show Title [J o

3. Skip
Check this box if you want a button of Skip option to appear in the form layout. This
button gives the users an ability to skip the current section to go to the next section
of the form.

4. Back
Check this box if you want a button of Back option to appear in the form layout. This
button gives the users an ability to go back to the previous section of the form.

)
o
v
[14]
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5. Show Title
Check this box if you want to show up the title of the section in the form layout.

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

At the top right of the form builder window, there are two boxes:

e Check the number 1 box if you want to make the form a Public form. Everyone with
the sharing link of the Public form can submit data to it even though there is no
Formera account.

e Check the number 2 box if you want to make the form a Global form. Data submitted
to a Global form will be accessible from all the users of the current domain on Formera
platform.

Edit form X

Application for High School o D Public ° D Globa!

Form Name

Student ID ® D

First Name *

Last Name *

(i)

Birth Date *

Email *

O
il Mmook | [

iiill

Phone *

A | T

After checking the box of Public, an option to determine the alighment of the text of the form
layout will appear number 3. You can choose between: Left to Right, Right to Left.

Edit form X
Application for High School o D Globa
e TR |
orm Name i
Student ID ® D
First Name * & Au mple
# Nu

f

Last Name *
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After you finish editing the form, click on the Save button at the lower right corner of the
window to save your work.

Edit form X

o

Class Registration O pubtic V/ Global

Form Name

Student Personal Information * D

<
[13]

Autocomplete

#

Number

Courses *

Text Field

i)

Text Area

dateField

o [

Date Time

1]

Select
Classroom No. *

Checkbox Group

il

|:| 2 Radio Group
|:| 3 H Header
D - 91 Paragraph
Teacher * . File Upload
[ teonard Thomas
[ oaniet johnson
O samanthaLioyd

O andrewwitiiams

& Lookup
B Calculated
3% StarRating
#% Location

& Section

|BUpload library

[[]  1znors inconsistent conditional relations warning

[t [ ]

Formera platform will save the form and will direct you automatically to the forms table.

user-manual\Administrator

: A FoR
Forms(3
& (3)

[Menu]

&= Forms |
Q Q B a

Football Registration 05/09/2020 12:54:05 Active

[ Class Registration 05/09/2020 12:43:46 Inactive = ]
@ Application for High School 05/09/2020 12:18:29 Active =
'Y Create Filter
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To publish your form.
Click on Actions button.

From the Actions list, choose the Publish option.

f® RMS
A
Forms(4) .
Q searc
Q Q [ a
Art Activities Registration 11/09/2020 14:25:36 Inactive —
Football Registration 05/09/2020 12:54:05 Active I Fermnfo
+ Multi-languages
Class Registration 05/09/2020 12:43:46 Active E Form log
- -
@ Application for High School 05/09/2020 12:18:29 Active # Editand Clone
- )
== Set Public Permissions
Y Create Filter @ Submissions
[;/ Publish ]
& Edit

A window asking you to choose the expiry date of the form will appear.

Form expiry date

Expiry date must be in the future!

The expiry date determines when you will stop receiving submissions from that form.

Pick a specific date and click Save, now users can access to your form and you can get
submissions.

If you do not determine a specific expiry date, the published form will be active for an
unlimited time.

After finishing the creation of the new form, return to the homepage.

On the left side, there is a panel, click on the third tab called Forms.
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user-manual\Administrator

P

Forms(4)

Q
[ = Forms ] | 5
; Q Q B a
king
Art Activities Registration 11/09/2020 14:25:36 Inactive —=
rts
Football Registration 05/09/2020 12:54:05 Active =i
Class Registration 05/09/2020 12:43:46 Active —
@ Application for High School 05/09/2020 12:18:29 Active =

Y Create Filter

You will notice there will be a complete list of all the forms that have been created in the
current domain.

user-manual\Administrator

Forms(4)

Q
Q
ﬁ Forms |
Q Q o e
Tracking Sh
Art Activities Registration 11/09/2020 14:25:36 Inactive =
Football Registration 05/09/2020 12:54:05 Active =
2 Class Registration 05/09/2020 12:43:46 Active —
nit: @ Application for High School 05/09/2020 12:18:29 Active =
¥ Create Filter

For

Drag a column header here to group by that column Q Searc
ame 0 Creation Time e Status ° °

Q Q B Q

Art Activities Registration 11/09/2020 14:25:36 Inactive =

Football Registration 05/09/2020 12:54:05 Active —

Class Registration 05/09/2020 12:43:46 Active =

@ Application for High School 05/09/2020 12:18:29 Active =%

Y Create Filter

The column headers of that table:

Name. the name of the form

Creation Time. the date and time of the creation of the form
Status. the current status of the form active, inactive, deactivated.
Actions. the list of options and actions can be applied to the form.

PwwnNPE
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Formera search capabilities are so friendly and easy to use. Users can find the right data they
search for within seconds.

The Search feature allows you to type any word and the list of the forms will be filtered and
updated instantly to show the forms that meet exactly the search word.

A | FORMS
Forms(4)

Q

Art Activities @istration
Football @lstration
Class Elstratlon

Y Create Filter

Q

11/09/2020 14:25:36

05/09/2020 12:54:05

05/09/2020 12:43:46

& Q

Inactive
Active

Active

If
4

1l
4

)

The Search feature can be also applied to each one of the columns of the table to find the

results according to the matching criteria.

A | FORMS
Forms(4)

Q app

@ Application for High School

v/ ¥ [Name] Contains ‘app’

Forms(4)

Q

Football Registration
Class Registration

@ Application for High School

Q

05/09/2020 12:18:29

M a

Active

Q 05/09/2020 00:00:00

8k

05/09/2020 12:54:05

05/09/2020 12:43:46

05/09/2020 12:18:29

v/ ¥ [Creation Time] Equals '05/09/2020 00:00:00

www.formera.xyz
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Active

Active
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A  FORMS
Forms(4)

eader here Q se
Creation Time Status Y | Actions
Q Q rjl Q inac
Art Activities Registration 11/09/2020 14:25:36 Inactive —=
v/ ¥ [Status] Contains 'inact Clear

If you would like to build your own complex filter, press the button Create Filter below the
table of the forms.

Q Q & Q

Art Activities Registration 11/09/2020 14:25:36 Inactive =
Football Registration 05/09/2020 12:54:05 Active =~
Class Registration 05/09/2020 12:43:46 Active —
@ Application for High School 05/09/2020 12:18:29 Active —

Y Create Filter

More details about the creation of the complex filters will be discussed in a later section
dedicated to the subject.

You can group your data depending on a specific column, so the data search will be more
organized.

To group your data, simply, drag a column header and drop it in the area above the forms
table, and the data will be grouped according to that column.

A | FORMS

Form$(4)

Q Q o}

~  Status: Active

Football Registration 05/09/2020 12:54:05 =~
Class Registration 05/09/2020 12:43:46 =
@ Application for High School 05/09/2020 12:18:29 =<

~  Status: Inactive

Art Activities Registration 11/09/2020 14:25:36 e

Y Create Filter
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In Formera, the forms are completely under control. With the multiple options provided by

the Actions button, forms management will be an easy mission.

The options of the Actions list are changeable depending on the status of the form.

The status of the form:

e Inactive. this means that we are still working on this form and it is not

published yet.

e Active. this means the form was published.

e Deactivated. this means the form will not be used anymore.

fr

Forms(4)

Q Q & Q
Football Registration 05/09/2020 12:54:05 Active
Class Registration 05/09/2020 12:43:46 Active

Art Activities Registration 11/09/2020 14:25:36 Inactive

@ Application for High School 05/09/2020 12:18:29 Active

Y Create Filter

i Form Info
+ Multi-languages
E Form log

# Edit and Clone

E Set Public Permissions

i Submissions
V/ Publish
& Edit

1f
‘4

For inactive and deactivated forms, the list of Actions includes only:

e Form Info

e Multi-languages

e Form Log

e Edit and Clone

e Set Public Permissions
e Submissions

i FormInfo
+ Multi-languages
-

== Form log

# Edit and Clone

E Set Public Permissions

i Submissions

il Dashboard

Y Create Filter

www.formera.xyz

e Publish

e Edit
A 0
Forms(4)
Q Q [ e}
Football Registration 05/09/2020 12:54:05 Active
Class Registration 05/09/2020 12:43:46 Active
Art Activities Registration 11/09/2020 14:25:36 Inactive
@ Application for High School 05/09/2020 12:18:29 Active

@ submit

& Edit

X Deactivate

B Bulk submit template

4 Import data
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After publishing the form, the status changes from inactive to active, the Publish option

disappears, additional options appear in the list of Actions:

Dashboard
Submit
Deactivate

Bulk Submit Template

Import Data

Full information about the form will be shown here.

¢ In the first tab, you find information about:

Name
Creator
Status

Active or Not
Expiry date
Public or Not
Public URL
Language
Global or Not

¢ Inthe second tab, you find information about the users of the form.

¢ In the third tab, you find information about the fields of the form layout.

View form

Football Registration = Users

Name

Creator

Status

Expiry date

www.formera.xyz

Registration Public

Eli Beckham Global
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View form X
Football Registration Users  Content
SportRegistrar Raphael Webb raphaelwebb@s54673.com Submitter Sport Department True
SportCoordinator Norman Clements normanclements@y4576547.com Collaborator Sport Department True
Administrator Eli Beckham abrahamklopfenstein@gmail.com Admin Default True

View form X

Football Registration Users  Content

Player Personal Information™

Player Position®

O rorward
O widfielder
[ pefender
O Goslkesper

Height*" @

Comments

The creation of a multi-language form is so easy in Formera platform, the great feature of
Multi-languages in Formera enhances hugely the usability of the created forms as it helps to
address the wide range of audiences of different languages at the same time.
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1. Save the current form with its single language.

2. From the table of forms, click on the Actions button.

A  FORMS
Forms(4)

Q

Art Activities Registration
Football Registration

Class Registration

@ Application for High School

Y Create Filter

Q )

11/09/2020 14:25:36
05/09/2020 12:54:05
05/09/2020 12:43:46

05/09/2020 12:18:29

Q

Inactive

Active

|
4

Active

e S

If

3. From the Actions list, click on the Multi-languages option.

A FORMS
Forms(4)

Q

Art Activities Registration
Football Registration

Class Registration

@ Application for High School

Y Create Filter

aQ o)

11/09/2020 14:25:36
05/09/2020 12:54:05
05/09/2020 12:43:46

05/09/2020 12:18:29

i FormInfo
+ Multi-languages

E Form log

& Edit and Clone

-
== Set Public Permissions

i Submissions

Q Wi Dashboard
i submit
Inactive
& Edit
Active X Deactivate
B Bulk submit template
Active

_!‘_ Import data

Active

I

4. The Multi-languages pop-up window will show up, you will find that there is a default

Multi-language form Application for High School

Language settings

Select alignment

language:
Languages
Default
www.formera.xyz

-
v
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5. Choose the alignment from "right to left" or from "left to right".

6. Press the Add button, so this language will be added.

Multi-language form Application for High School X

Languages Language settings

Language acronym Language alignment Action
LANGUAGE ACRONYM LANGUAGE ALIGNMENT
Default Select alignment & m
Select alignment
RTL
TR
W Delete all languages?

Multi-language form Application for High School X

Languages Language settings

Language acronym Language alignment Action

LANGUAGE ACRONYM LANGUAGE ALIGNMENT

Default R s m
W Delete all languages?

Multi-language form Application for High School X

Languages Language settings

Language acronym Language alignment Action
Default LTR Edit translation
LANGUAGE ACRONYM LANGUAGE ALIGNMENT

S
W Delete all languages?

7. To add a new language, type its name in the language acronym field.

www.formera.xyz 35



http://www.formera.xyz/

Formera

User Guide

Multi-language form Application for High School

Languages  Language settings

Language acronym Language alignment

Action
Default LTR Edit translation
LANGUAGE ACRONYM | LAN GUAGE ALIGN NT

W Delete all languages?

8. Choose the alignment from "right to left" or from "left to right".

Multi-language form Application for High School

Languages Language settings

Language acronym Language alignment Action
Default LTR Edit translation
LANGUAGE ACRONYM UAGE ALIG T

Arabic RTL =

W Delete all languages?

9. After adding the language number 1, click on the Edit Translation button number 2 or move

to the second tab called Language Settings number 3, so you can manually edit the translation
of the fields of the form layout.

Multi-language form Application for High School

X
Languages ' Language settings 0

Language acronym

Language alignment Action
Arabic RTL ] 2 .

W Delete all languages?

www.formera.xyz
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10. After writing the suitable translation number 1, press the Save button number 2, so the
translation will be added.

Multi-language form Application for High School

Languages Language settings

Form Name:Application for High School
Form languages

Location - Description

Location - Title

Language alignment

Student ID

First Name

Last Name

2 rth Date

EBe:a

Close

At the upper left of the submit window, you will be able to choose among the added

languages.

Depending on the language you choose, the alignment of the content will be changed from

"right to left" to "left to right" or vice versa.

You can choose the language of the public forms directly when you are building them.

After completely finishing the construction of the form, you should publish it, so users can fill
in the fields and submit data.

To publish a form:

1. Click on the Actions button in the table of the forms.

Forms(4)

Q

Art Activities Registration
Football Registration

Class Registration

@ Application for High School

Y Create Filter

www.formera.xyz

Q

11/09/2020 14:25:36

05/09/2020 12:54:05

05/09/2020 12:43:46

05/09/2020 12:18:29

B Q

Inactive
Active
Active

Active

If
4

4

1l
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2. Click on the Publish option from the list of Actions.

f

Forms(4)

0O

Q Q & a
Art Activities Registration 11/09/2020 14:25:36 Inactive =
Football Registration 05/09/2020 12:54:05 Active UL R
+ Multi-languages
Class Registration 05/09/2020 12:43:46 Active E Form log
N
@ Application for High School 05/09/2020 12:18:29 Active # Editand Clone

E Set Public Permissions

Y Create Filter i Submissions

3. A new window appears, asking you to determine the expiry date of the form.

Form expiry date

Expiry date must be in the future!

2021-06-01

=)

4. Pick a date and click the Save button.

The form is published now and you can get submissions from it.

ft

Forms(4)

Q Q & Q

Art Activities Registration 11/09/2020 14:25:36 [Actwe ] —
Football Registration 05/09/2020 12:54:05 Active —
Class Registration 05/09/2020 12:43:46 Active =~
@ Application for High School 05/09/2020 12:18:29 Active =

Y Create Filter

After publishing the form, the Publish option will disappear, and new options will be added
to the Actions list, such as:

e Submit
e Dashboard
e Deactivate
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+ Multi-languages
-—
== Form log
& Edit and Clone
E Set Public Permissions

il Submissions

ol Dashboard

Submit

& Edit

[X Deactivate

B Bulk submit template

1 Import data

-

User Guide

The Edit option is used to make changes to the structure of the form layout and to modify the

settings of its components.

The Edit and Clone option is used to

structure of that copy and modify the

i FormInfo

+ Multi-languages

-

== Form log

# Edit and Clone

E Set Public Permissions
il Submissions

1l Dashboard

i Submit

k\ Edit

X Deactivate
B Bulk submit template

4 Import data

i Form Info
+ Multi-languages

E Form log

[f Edit and Clone

&= Set Public Permissions
@ Submissions

Wl Dashboard

i Submit

& edit

X Deactivate

B Bulk submit template

4 Import data

-

Select the Submit option from the Actions list.

www.formera.xyz

make a copy of the form, then make changes to the
settings of its layout's components.
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A -

aM i Forminfo
Forms(4)

<+ Multi-languages

= rorm log

& Edit and Clone

E Set Public Permissions

. Submissions

a Q B a ol Dashboard

Football Registration 05/09/2020 12:54:05 Active
# Edit
Class Registration 05/09/2020 12:43:46 Active X Deactivate
5 ﬁ Bulk submit template
Art Activities Registration 11/09/2020 14:25:36 Active
4 Import data
@ Application for High School 05/09/2020 12:18:29 Active =
Y Create Filter
So, you can fill in the fields of the form.
Click on the Submit button to make your submission.
A FORMS = SUBMIT
. . . Submissiol
Application for High School
Form languages Default *
First Name*
Last Name*
Birth Date”
dd/mm /yyyy (m]
Email*
Phone®
States”
Alabama v

=

Select the Deactivate option from the Actions list, so you can make the form disabled.

A  FORMS

S i Form Info
Forms(4)

+ Multi-languages

E Form log

& Edit and Clone

E Set Public Permissions

i Submissions

Name Creation Time T Status

Q Q M a Wl Dashboard
@ Submit

@ Application for High School 05/09/2020 12:18:29 Active
& Edit

Class Registration 05/09/2020 12:43:46 Active

Bulk submit template
Football Registration 05/09/2020 12:54:05 Active

4 Import data
Art Activities Registration 11/09/2020 14:25:36 Active

Y Create Filter

A warning message will pop up to make sure that you really want to deactivate the form.
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Press Yes button, and the status of the form will be changed to Deactivated.

e
Forms(4)

Q

@ Application for High School
Class Registration
Football Registration

Art Activities Registration

Y Create Filter

To reactivate the form, just click on the Publish button again.

The submissions of your forms are stored securely on our servers.

Q

05/09/2020 12:18:29

05/09/2020 12:43:46

05/09/2020 12:54:05

11/09/2020 14:25:36

To access the submissions data:

e Click on the Actions button from the list of the forms.
o Click on the option called Submissions.

A FORMS
Forms(4)
- :

Art Activities Registration
Football Registration
Class Registration

@ Application for High School

Y Create Filter

www.formera.xyz

11/09/2020 14:25:36

05/09/2020 12:54:05

05/09/2020 12:43:46

05/09/2020 12:18:29

@ a

Active
Active

Active

[Deact:va?ed

[ e

Inactive
Active
Active

Active

11

i Forminfo

~+ Muiti-languages

E Form log

# Editand Clone

E Set Public Permissions

[i Submissions ]

Il Dashboard

i submit

& Edit

X Deactivate

B Bulk submit template

1 Import data

-
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Here, you can easily manage all the data of submissions, you are able to:

e Filter

e Sort

e Organize in groups

e Arrange the columns
e Export

A FORMS

Application for High School

Filters

Result (30)

Actions for selected rows o c

B &

The table of submissions will provide a detailed view of all submissions of your form, so you
have the ability to manage all of them.

On the upper right side of the submissions table:

e Button number 1 is used to determine the columns that you want to show in
the table.
e Button number 2 is used to export the submissions table as an excel file.

Formera platform provides you with multiple built-in filtering options.

e Simple Filters
e Advanced Filters
e Complex Filters

e Date Filter
On the submissions page, you can also choose to display only the entries
collected and submitted within a specific date range.
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Simply, pick two different dates from the calendars number 1 and click the
Search button number 2.

Filters

[ 2020-09-01 2020-09-10 i — Select status — &

2

LA

e Basic Information Filter
Here, you can filter based on:
= Unit Name
= User Name
= Status: Pending, Approved or Rejected.
Simply, select the suitable information from the three fields number 1 and click
the Search button number 2.

Filters

2020-09-01 2020-09-10 i - Select status - & ]

e Column Filter

Select the name of the column header.

Choose the filter type: is equal, greater, smaller, ... etc.
Determine the value.

Click on the + sign button to add the filter.

Click on the Search button to start filtering the data table.

nbkwne

Filters

2020-09-01 2020-09-10 - Select status — %
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e Advanced Option (Aggregation by Child Form)
This filtering option returns the number of the child forms for each submission.
It provides you with the information related to the child forms, so you will know
for each parent form how many child forms linked with it.

1. Select the child form.

Choose the start date.

Choose the end date.

Click on the + sign button to add the filter.

Click on the Search button to start filtering the data table.

vk wn

Filters

— Select status — &

You will gain access to the data of child forms too.

To build your own customized logical filter, click on the Create Filter button located below
the table of the submissions.

A FORMS
Application for High School
Filters
Result (30)
Actions for selected rows
2 &
o} Q Q B a Q o} Q i}
SID029 Norman Ballard 10/04/2006 NormanBallard 6770711360 Minnesota 10/09/2020 17:35:46 =
SID028 Amal Ashley 04/07/2005 AmalAshley@a 1229218489 Kansas 10/09/2020 17:33:40 =
SID030 Burton Morse 03/08/2005 BurtonMorse@ 7977656038 lllinois 10/09/2020 17:37:04 =
SID024 Brenna Mclean 26/12/2004 BrennaMclean{ 4068990066 Kansas 07/09/2020 10:11:10 =+
SID011 Roary Ferguson 14/12/2005 RoaryFerguson 3627649294 Texas 05/09/2020 15:39:59 =
5 10 20 1 2 B 5 6
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With complex filters, you will be able to build and create whatever scenario you want to
completely control data with high flexibility.

Basically, complex filters are build depending on four main logical functions:

And

Or

Not And
Not Or

The conditions identified inside each filter are built based on a wide collection of functions,

such as:

Contains

Not contain
Starts with
Ends with
Equals

Does not equal
Is blank

Is not blank

Is any of

Is none of
Equals

Does not equal
Is less than

Is greater than

Is less than or equal to
Is greater than or equal to

Is between

The suggested functions in each condition depend on the data type of the selected column

header (text, number, date, ...etc).

To build a complex filter:

1. Select one of the logical functions to start your filter with it:

And

Or

Not And
Not Or

www.formera.xyz

Filter Builder

And
Or

Not And

Not Or
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2. Click on the + sign button.

Filter Builder

&ng a

3. Choose between the two options: Add Condition, Add Group.

Filter Builder

4. If you choose Add Condition, three fields will appear:
o First field. to choose the name of the column header.
e Second field. to select the condition function.
e Third field. to determine the value of the condition.

Filter Builder Filter Builder
And + And
Add Condition 4 StudentID Contains <enter a value>
Add Group
Filter Builder Filter Builder Filter Builder
And And And
m Contains  <enter a value> First Name <enter a value> First Name Startswith t
Student ID g Contains
Eirst Niame &% Does not contain
3 Starts with
Last Name
45 Ends with
Birth Date
= Equals
Email

=+ Does not equal

Phone
O Is blank

t
States ® Is not blank

Creation Time & Is any of
Creation date [ Is none of
Last update time

Last Update Date

Status

Unit name

User name

e You can add one condition or set of conditions at the same level.
e The suggested condition functions differ depending on the data type of the column
header (text, number, date, ...etc).

5. If you choose Add Group, you will be able to build nested condition statements
contained within the definition of other condition statements.
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Filter Builder Filter Builder
And + And
| Add Condition with t First Name  Starts with t
! Add Group 5 States Equals California
And

Last Name Contains q

Birth Date  Is greaterthan 01/05/2004

You can link between multiple groups of condition statements, using the logical functions
And, Or, Not And, Not Or.

6. Afterfinishing the construction of the new filter, click on the OK button, the filter will
be added and it will be applied immediately on the table of the submissions.

Filter Builder X

And
First Name Starts with t
States Equals California
And
Last Name Contains q

Birth Date  Is greaterthan  01/05/2004

oK Cancel

To delete the filter you have added, just click on the Clear button in the lower right of the
table of the submissions.

In the last column of the submissions table, click on the Actions button, the following
functionality options will appear:

etog ha A a Q
Student ID First Name Last Name Birth Date Emai Phone | States Creation Time Actions
Q Q Q Q [ e Q Q Q )
SID030 Burton Morse 03/08/2005 BurtonMorse@s5461273.com 7977656038  lllinois 10/09/2020 17:37:04 —%
SiD024 Brenna Mclean 26/12/2004 BrennaMclean@h437978.org 4068990066 Kansas 07/09/2020 10:11:10 o Edit
B Change Unit
SID011 Roary Ferguson 14/12/2005 RoaryFerguson@a45334657.r 3627649294 Texas 05/09/2020 15:39:59 B View
5, % e v/ Approve
SID002 Kyle Talley 01/06/2005 KyleTalley@y4573347.com 9128059784 Washington  05/09/2020 15:19:21
X Reject
Y Create Filter W Delete
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e Edit. to edit submission information.

e Change Unit. to change the data accessibility level.

e View. to display the data of the submission, and all other data associated with
it from other forms.

e Approve. to approve the submission.

e Reject. to reject the submission.

e Delete. to remove the data of the submission.

2. Datasets

Formera provides the customers with a powerful tool that enables them to build advanced
forms that contain multiple selection options nested with each other and linked to a huge
amount of data.

If you want to let the users determine their country name, province name, and the city
among a large number of options, it will be so suitable to add a three-level dataset library
and linked it with a Select field, as we will explain later.

The Datasets feature also supports adding the checkbox and radio group fields that are linked
to a relatively big number of options, to the form layout. That is so useful and time-saving
compared to adding the options, one by one in traditional checkbox and radio group fields.

From the homepage of Formera platform, click on the tab called Datasets in the left side
panel.

user-manual\Administrator

“ 5
+ Download template
Datasets(5) -
[MENU]
t 8]
Q Q [ e Q Q Q Q Q
Currencies 17/09/2020 12:36:56  Radio group 1 2 | Download f u
States 05/09/2020 11:53:11 | Select 1 1 Download file n
Postal_Codes 17/09/2020 11:54:23 | Select 1 1| Download file n
nits States_Cities 17/09/2020 11:56:56  Select To link each state ... 2 1 Download file n
@ Datasets
\Cmmmes 17/09/2020 12:34:56 | Checkbox List of the middle ... 1 n /

¥ Create Filter

You will notice there is a complete listing of all the datasets that have been added previously
to the current domain.

The column headers of that table of datasets:

e Name. the name of the dataset.
e Creation Time. the date and time of the creation of the dataset.
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Checkbox Group, and Radio Group.
Q Q | QV Q Q
Currencies 17/09/2020 12:36:56 Radio group

States 05/09/2020 11:53:11 Select
Postal_Codes 17/09/2020 11:54:23 Select
States_Cities 17/09/2020 11:56:56 Select To link each state with its cities.
Countries 17/09/2020 12:34:56 Checkbox List of the middle east countries

User Guide

linked with this dataset, such as Select,

e Description. a short description of the purpose of that dataset.

¢ Level Count. the number of the levels of the dataset.

e Source File. download link of the dataset file.

e Languages Count. the number of languages supported by that dataset.

e Actions. the actions can be applied to the dataset. Currently available, Delete

option.

Steps to add a new dataset linked with the Select field type to your domain:

Click on the Download Template button at the top right of the window of the Datasets tab.

user-manual\Administrator

D ===
Download template

Datasets(5)

[MENU]

gl

Q Q [ et Q C Q Q Q
Currencies 17/09/2020 12:36:56  Radio group 1 2/ D a
States 05/09/2020 11:53:11 | Select 1 1 Downloadf n
Postal_Codes 17/09/2020 11:54:23 | Select 1 u
States_Cities 17/09/2020 11:56:56  Select To link each state ... 2 u

@ Datasets ~
Countries 17/09/2020 12:34:56  Checkbox List of the middle ... 1 2 | Download file n
¥ Create Filte:

A pop-up window appears, with three fields: Name, Level Count and Language Count. Fill in
those fields, for example, Name: Countries_Provinces_Cities, Level Count: Three and

Language Count: 1.

Currently available:
e Levels: from 1to5 levels.
e Languages: 2 supported languages.

www.formera.xyz
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Download template file X

Name *

Countries_Provinces_Cities

Level count

[ Three ¥

[Lar\.guage countll l]

& Download template

Click on the Download Template at the bottom of that pop-up window.

Download template file X

Name *

Countries_Provinces_Cities

Level count

[ Three X

Language count|1
& Download template

An Excel file will be downloaded immediately, open that file.

A e e E | ¢ | e | n 1 [ 3 [ ® | L MmN
;*- Library import template file will be rejected if lines count exceeds 500 line
3 1. Don't change, file name, file format, cells order, etc.
4 | 2. Enter field name after level heder at row 11.
SHl 3. Level string must be repeated in each record of child levels.
6 | 4. Enter the list of data starting by row 12.
7| oI radio group, checkbox group or selectlevell |5. don't leave emty rows or empty cell before full one in a row.
8 | 6. Any duplicated row will be eleminated automatically
9 Default
10: level 1 level 2 level 3
11 |Field-1 name Field-2 name Field-3 name
12
13|
14 |
15 |
16 |
17|
18 |
19 |
20
21

Sheet1 ® .

You will notice the Excel file has a specific format, and there are some simple rules you should
follow, such as:

e Do not change the file name, file format, or the order of the cells.
e Enter the name of the field after level header at row 11.

e The level string must be repeated in each record of child levels.

e Enter the list of data starting by row 12.

e Do not leave empty rows or empty cells before full one in a row.
e Any duplicated row will be eliminated automatically.
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Fill in the columns’ fields of the three levels with suitable data.
Save the file.

From the window of the datasets tab on Formera platform, click on the + sign button at the
top right, to import the Excel file to your domain on the platform.

Y ATA
+ Download template
Datasets(5) -
g

Q Q 8 a

Currencies 17/09/2020 12:36:56 Radio group 2 n
States 05/09/2020 11:53:11 Select 1 1| n
Postal_Codes 17/09/2020 11:54:23 Select 1 1 u
States_Cities 17/09/2020 11:56:56 Select To link each state with its cities. 2 1 a n
Countries 17/09/2020 12:34:56 Checkbox List of the middle east countries 1 2 D ad file n
¥ Create Filter

A new pop-up window appears, click on the Choose File button at the top of the window to
upload the Excel file.

Create new library X

[ pload file \1chooser.lgi\-.r—‘;—w——;—‘]

Field type

000

One v

After uploading the file, two fields will be filled automatically. They are Name and Level Count
fields.

Create new library X

Upload file *:| Choose File | Countries_P...100406.xlsx

Countries_Provinces_Cities

Description

Field type

Three ¥
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Fill in the Description field (optional).

Select the type of the field among Select, Checkbox, and Radio Group options (if applicable)
(in our case, choose Select type).

Create new library X

Upload file *:| Choose File | Countries_P...100406.xlsx

Name *

Countries_Provinces_Cities

Description

To link each country with its provinces and cities.

Field type

@ select

Level count

Three v
==

Click on the Save button at the lower right of that window.

Create new library X

Upload file *:| Choose File | Countries_P...100406.xlsx

Name *

Countries_Provinces_Cities

Description

To link each country with its provinces and cities.

Field type
@ select

Level count

Three M

&=
= |
You notice that the new dataset has been added successfully.

¥ | DATASETS
Datasets(6)

eader he 8] Q se

Name re Time 4 Field Type

Q Q B a Q Q Q Q Q
/Countrles,Frownces_(mes 1 17/09/2020 14:58:54 1 Select T To link each country with its provinces and cities. =i 3 1 1 Download file n ‘
Currencies 17/09/2020 12:36:56  Radio group 1 2 Dow ad file -
Countries 17/09/2020 12:34:56  Checkbox List of the middle east countries 1 2 Download file .
States_Cities 17/09/2020 11:56;56  Select To link each state with its cities. 2 1 Dow -
Postal_Codes 17/09/2020 11:54:23  Select 1 1 Download file .
States 05/09/2020 11:53:11  Select 1 1 Dow -
Y Create Filter
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The number of the options of the field type (Select, Checkbox, Radio Group) available to
choose among them, depends basically on the value of the Level Count. For example,

Level Count equals to or greater than 2, will be linked only with the Select type.

Steps to add a new dataset linked with the Checkbox field type to your domain:

Click on the Download Template button at the top right of the window of the Datasets tab.

A |/ DATASETS

Datasets(4) -
e e g

Q Q [ Jile Q Q

States

Postal_Codes

States_Cities

Countries_Provi...

05/09/2020 11....

17/09/2020 11....

17/09/2020 11:...

17/09/2020 14....

Select

Select

Select

Select

To link each stat...

To link each cou...

Download fi

Download fil

ownload file

o

Y Create Filter

A pop-up window appears, with three fields: Name, Level Count and Language Count. Fill in
those fields, for example, Name: Countries, Level Count: One and Language Count: 1.

Currently available:
e Levels: from 1to5 levels.
e Languages: 2 supported languages.

Download template file X
Name *

Countries
Level count

One v
[Languag»:— count| 1 ”

& Download template

Click on the Download Template at the bottom of that pop-up window.
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Download template file X

Name*

Countries

‘ One ¥,
Language count|1 ‘
& Download template

An Excel file will be downloaded immediately, open that file.

A :] c D E F G H 1 J K L M M=

ines count exceeds 500 line

Library import template

1. Don't change, file name, file format, cells order, etc.

2. Enter field name after level heder at row 11.

3. Level string must be repeated in each record of child levels.
4. Enter the list of data starting by row 12.

5. don't leave emty rows or empty cell before full one in a row.
|6. Any duplicated row will be eleminated automatically

@NO G s W N

radio group, checkbox group or select level1

9 | Default
10 level 1
11 Field-1 name
12
13
14
15
16
17
18|
19
20
Sheet1

You will notice the Excel file has a specific format, and there are some simple rules you should
follow, such as:

e Do not change the file name, file format, or the order of the cells.
e Enter the name of the field after level header at row 11.

e The level string must be repeated in each record of child levels.

e Enter the list of data starting by row 12.

e Do not leave empty rows or empty cells before full one in a row.
e Any duplicated row will be eliminated automatically.

Fill in the column's fields of the level one with suitable data.
Save the file.

From the window of the datasets tab on Formera platform, click on the + sign button at the
top right, to import the Excel file to your domain on the platform.

ﬁ DATA

Datasets(4) SS——

""" - g Q
Q Q B Qa Q Q Q Q Q

States 05/09/2020 11:... | Select 1 1 Download file a
Postal_Codes 17/09/2020 11... Select 1 1 Download file u
States_Cities 17/09/2020 11.... Select To link each stat... 2 1 Download file a
Countries_Provi... = 17/09/2020 14....  Select To link each cou... 3 1 Download file n

Y Create Filter
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A new pop-up window appears, click on the Choose File button at the top of the window to
upload the Excel file.

Create new library X

[ Upload file ‘ Choose File | No file chosen ]

Name *

Description

Field type

O select

After uploading the file, two fields will be filled automatically. They are Name and Level Count
fields.

Create new library X

d file *:[ Choose File | Countriesle.

Countries

Description

Field type

Fill in the Description field (optional).

Select the type of the field among Select, Checkbox, and Radio Group options (if applicable)
(in our case, choose Checkbox type).

Create new library X

Upload file *:| Choose File | Countriesle...091617.xlsx

Name *

Countries

Some of the middle east countries
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Click on the Save button at the lower right of that window.

Create new library X

Upload file *: Choose File | Countri

Name *

Countries

Description

Some of the middle east countries

You notice that the new dataset has been added successfully.

f

Datééets(S)

d @l |c

!

Q Q B Q Q Q Q Q Q

States 05/09/2020 11:53:11  Select 1 1| Download file n
Postal_Codes 17/09/2020 11:54:23  Select 1 n
States_Cities 17/09/2020 11:56:56  Select To link each state with its cities, 2 1| Dowr '
Countries_Provinces_Cities ~ 17/09/2020 14:58:54  Select To link each country with its provinces and cities. 3 n
[Counmes 18/09/2020 12:37:16  Checkbox = Some of the middle east countries 1 1D - l

¥ Create Filter

The number of the options of the field type (Select, Checkbox, Radio Group) available to
choose among them, depends basically on the value of the Level Count. For example,
Level Count equals to or greater than 2, will be linked only with the Select type.

Steps to add a new dataset linked with the Radio Group field type to your domain:

Click on the Download Template button at the top right of the window of the datasets tab.

A | DATASETS

Datasets(5) +

B Qses
Q V Q B a Q Q Q o Q Q
States 05/09/2020 11.... | Select 1 1 | Download file -
Postal_Codes 17/09/2020 11.... | Select 1 1 | Download file n
States_Cities 17/09/2020 11.... | Select To link each stat... 2 1 | Download file ﬂ
Countries_Provi.. 17/09/2020 14:...  Select To link each cou... 3 1 | Download file -
Countries 18/09/2020 12.... = Checkbox Some of the mi... 1 1 | Download file -

¥ Create Filter
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A pop-up window appears, with three fields: Name, Level Count and Language Count. Fill in
those fields, for example, Name: Currencies, Level Count: One and Language Count: 1.

Currently available:
e Levels: from1to5 levels.
e Languages: 2 supported languages.

Download template file X

Name *

[ Currencies ]

Level count

= ) v

& Download template

Click on the Download Template at the bottom of that pop-up window.

Download template file X
Name *

Currencies
Level count

One v
Language cou'vt‘ 1

An Excel file will be downloaded immediately, open that file.

A 8 c D | E F G H ! 1 K L M LS

Library import template file will be rejected if lines count exceeds 500 line

1. Don't change, file name, file format, cells order, etc.
2. Enter field name after level heder at row 11.
3. Level string must be repeated in each record of child levels.

4. Enter the list of data starting by row 12.
radio group, checkbox group or select level1 [5. don't leave emty rows or empty cell before full one in a row.
|6. Any duplicated row will be eleminated automatically

©NO VAW N

9  Default
10| level1

11 Field-1 name
12

13

14

15

16

17

18

19

20

Sheet!

You will notice the Excel file has a specific format, and there are some simple rules you should
follow, such as:

e Do not change the file name, file format, or the order of the cells.
e Enter the name of the field after level header at row 11.

e The level string must be repeated in each record of child levels.

e Enter the list of data starting by row 12.

e Do not leave empty rows or empty cells before full one in a row.
e Any duplicated row will be eliminated automatically.
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Fill in the column's fields of the level one with suitable data.

Save the file.

From the window of the datasets tab on Formera platform, click on the + sign button at the
top right, to import the Excel file to your domain on the platform.

f
Datasets(5)

Q Q 3 a

States 05/09/2020 11:53:11 Select
Postal_Codes 17/09/2020 11:54:23 Sele
States_Cities 17/09/2020 11:56:56 Sele
Countries_Provinces_... 17/09/2020 14:58:54 Select
Countries 18/09/2020 12:37:16 Checkbox
¥ Create Filter

gJ

To link each state wit... 2 10D

To link each country ..

Some of the middle

A new pop-up window appears, click on the Choose File button at the top of the window to
upload the Excel file.

Create new library X

file chosen ]

[J:J‘\oad file *:| Choose File | No

Name *

Description

Field type

After uploading the file, two fields will be filled automatically. They are Name and Level Count

fields.

www.formera.xyz

Create new library X

Upload file *: [ Choose File | Currenciesl.

Name *

Currencies

Description

Field type
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Select the type of the field among Select, Checkbox, and Radio Group options (if applicable)
(in our case, choose Radio Group type).

Create new library

Upload file ‘ Choose File | Currenciesl...095931.xlsx

Name *

Currencies

Description

List of the accepted currencies.

Field type
QO select

Level count

One v

&=

Click on the Save button at the lower right of that window.

You notice that the new dataset has been added successfully.

Create new library X

Upload file *:| Choose File | Currenciesl...095931.xlsx

Name *

Currencies

Description

List of the accepted currencies.

Field type
O select
QO Checkbox
@ Radiogo

Level count

=)

A DATASET
+ Download template
Datasets(6) .
1] Q
\ ) ;

Q Q B a Q Q Q Q
Currencies 18/09/2020 13:24:14 Radio group  List of the accepted currencies. 1 Do f

Countries 18/09/2020 12:37:16  Checkbox Some of the middle east countries 1 fi
Countries_Provinces_Cities  17/09/2020 14:58:54 Select To link each country with its provinces and cities.

States_Cities

Postal_Codes

States

www.formera.xyz

17/09/2020 11:56:56

17/09/2020 11:54:23

05/09/2020 11:53:11

Select

Select

Select

To link each state with its cities.

N0 0-1-)
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The number of the options of the field type (Select, Checkbox, Radio Group) available to
choose among them, depends basically on the value of the Level Count. For example,
Level Count equals to or greater than 2, will be linked only with the Select type.

After adding the new dataset, from the homepage of Formera, on the left side, click on the
tab called Forms. Create a new form or choose to edit one of the forms that have been created
in the current domain. In the form builder window, click on the Upload Library button.

# B S I A Il @
%

3

(1]

ion
[BUpload library

A list will pop-up to show you the datasets that have been added to the current domain. You
notice the datasets are classified into three different tabs: Select, Checkbox, and Radio
Group.

The dataset which we want to add to the form is linked to the Select type, so you will notice
it is classified under the Select tab.

Current libraries
l Select Checkbox Radio group ]

States 1

Postal_Codes 1

States_Cities 2

Countries_Provinces_Cities

Close

Click on the Add button beside the dataset name which you want to add to the form.
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Current libraries

States 1

Postal_Codes 1

Countries_Provinces_Cities 3

States_Cities 2

Close

The field of that library will be added directly to the form layout.

Countries_Provinces_Cities

Required D °

Show In Grid D

Label Countries_Provinces_Cities °
Help Text °
Conditional l:l o
Field?

Data Set Fields | Country; Province; City;
Labels Labels should be separ
1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.

If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.
2. Show in Grid
Check this box if you want the Dataset field to appear in the list of the submissions.
3. Label
Give the field a suitable title that will appear in the form layout.
4. Help Text
Add additional information to give a hint about the content that should be filled in
the field.
5. Conditional Field
Check this box if you want the current Dataset field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
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After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name).
¢ Select Value (to determine which value you want the current field to show up
according to).
6. Dataset Fields Labels
You can give the fields of the dataset columns new titles that will appear in the form
layout. Default labels are identical to the titles of the columns' headers of the
uploaded Excel file.

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field

Save the form and move to the Submit page, you see there are three fields labeled Country,
Province, and City.

ﬁ FORMS S MIT
Address

Country*®
[ United States v ‘
Province™
California v
City*
Los Angeles v
Submit

You will notice that the Province field is linked with the Country field and its selection options
differ according to the option selected in the Country field.

The City field is also linked with the Province field and its selection options differ according
to the option selected in the Province field.

Country®

‘ United States VI

United States

United Kingdom

Mexico

canmmormra ad
City™

Los Angeles v
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Country™®

United Kingdom v

Province®

England v

England
Wales

London v

Country™

United Kingdom v

Province”®

England v

City*

London v

Bedford
Bristol
Leicester
York

Country™

Mexico v

Province™

Baja California

Baja California
Tamaulipas

Ensenada v

Country*

Mexico v

Province®
Tamaulipas N
City*

Matamoros v

Matamoros
Nuevo Laredo

Reynosa
Tampico
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After adding the new dataset, from the homepage of Formera, on the left side, click on the
tab called Forms. Create a new form or choose to edit one of the forms that have been created
in the current domain. In the form builder window, click on the Upload Library button.

il |l | @

T

H & |+ =

%

[BUpload library

A list will pop-up to show you the datasets that have been added to the current domain. You
notice the datasets are classified into three different tabs: Select, Checkbox, and Radio
Group.

The dataset which we want to add to the form is linked to the Checkbox type, so you will
notice it is classified under the Checkbox tab.

Current libraries

Checkbox

Countries

Close

Click on the Add button beside the dataset name which you want to add to the form.

Current libraries

t  Checkbox F

Close
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The field of that library will be added directly to the form layout.

Countries

Required [:l °
Show In Grid I:l °

Label

Help Text °
Conditional D °

Field?

Data Set Fields Countries o

Labels | | i< should be sep

1. Required
Check this box if you want to ensure that the user fills in this field before the
submission.
If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.

2. Show in Grid
Check this box if you want the Dataset field to appear in the list of the submissions.

3. Label
Give the field a suitable title that will appear in the form layout.

4. Help Text
Add additional information to give a hint about the content that should be filled in
the field.

5. Conditional Field
Check this box if you want the current Dataset field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:
e Select Restricting Field (to choose the selected field name).
e Select Value (to determine which value you want the current field to show up
according to).
6. Dataset Fields Labels
You can give the fields of the dataset columns new titles that will appear in the form
layout. Default labels are identical to the titles of the columns' headers of the
uploaded Excel file.

You can use the Conditional Field option with only two field types:
e Select Field
e Checkbox Field
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Save the form and move to the Submit page, you see there is a Checkbox field with the options
which have been added via the imported dataset called Countries.

Countries®
Egypt
Kuwait
Lebanon
Oman
Qatar

Saudi Arabia

Turkey
United Arab Emirates

Yemen

T 5 B i T o ] ) 5

In the Checkbox selection field, users can choose one option and multiple options.

Countries®
Egypt
Kuwait
Lebanon

Oman

United Arab Emirates

SCENENS BB ERSS EE]

Yemen

After adding the new dataset, from the homepage of Formera, on the left side, click on the
tab called Forms. Create a new form or choose to edit one of the forms that have been created
in the current domain. In the form builder window, click on the Upload Library button.

I il @

B & I+ a @
= | 5 o

%

% Location
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A list will pop-up to show you the datasets that have been added to the current domain. You
notice the datasets are classified into three different tabs: Select, Checkbox, and Radio
Group.

The dataset which we want to add to the form is linked to the Radio Group type, so you will
notice it is classified under the Radio Group tab.

Current libraries

[ s oo radogon |

Close

Click on the Add button beside the dataset name which you want to add to the form.

Current libraries

Currencies

Close

The field of that library will be added directly to the form layout.

Currencies

Help Text °
Conditional D °
Field?

Data Set Fields Currencies °
Labels

Labels should be separated by ;

Close
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Required
Check this box if you want to ensure that the user fills in this field before the
submission.
If the user submits the form with an empty required field, the submission does not
proceed, instead an error message is displayed.
By default, a red asterisk appears at the right of the required field's label.
Show in Grid
Check this box if you want the Dataset field to appear in the list of the submissions.
Label
Give the field a suitable title that will appear in the form layout.
Help Text
Add additional information to give a hint about the content that should be filled in
the field.
Conditional Field
Check this box if you want the current Dataset field to appear in the form only
according to a specific selected value of a previously selected field in the same form
layout.
After you check the box, two fields will show up:

e Select Restricting Field (to choose the selected field name).

e Select Value (to determine which value you want the current field to show up

according to).

Dataset Fields Labels
You can give the fields of the dataset columns new titles that will appear in the form
layout. Default labels are identical to the titles of the columns' headers of the
uploaded Excel file.

You can use the Conditional Field option with only two field types:

Select Field
Checkbox Field

Save the form and move to the Submit page, you see there is a Radio Group field with the
options that have been added via the imported dataset called Currencies.

Currencies”

O Turkish Lira
O Syrian Pound
O usDoliar

O Euro

QO Pound Sterling

In the Radio Group selection field, users can choose only one option among the offered

options.
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Currencies” Currencies” Currencies®

O Turkish Lira O Turkish Lira . Turkish Lira
O Syrian Pound O Syrian Pound O Syrian Pound
@ UsDollar QO usDollar O UsDollar

O Euro . Euro O Euro

O Pound Sterling O Pound Sterling O PoundSterling

Formera applies an advanced approach to manage the listed data. That approach includes
comprehensive search and filtering options, data grouping options, customized tables, and
complex logical filters.

All of those options are also available to manage the tables of the datasets.

L

-
Datasets(6) -
=1
9 Q B Q
Curcenci 17/09/2020 12-36:56 _ Radio groun 1
States 05/09/2020 11:53:11  Select 1 1|0
Postal_Codes 17/09/2020 11:54:23  Select 1

States_Cities To link each state with its cities 2

Countries List of the middle east countries 1

Countries_Provinces_Cities = 17/09/2020 14:58:54  Select To link each country with its provinces and cities.

1. General Search.
This feature allows you to type any word and the list of the datasets will be filtered
and updated instantly to show the datasets that meet exactly the search word.

2. Column Search.
The search feature can be also applied to each one of the columns of the table to find
the results according to the matching criteria.

3. Column Chooser.
To hide a column from the table of the listed data, just drag a column header and drop
it in the area appears when you click on the Column Chooser button.

4. Data Grouping.
To group your data, simply, drag a column header and drop it in the area above the
forms table, and the data will be grouped according to that column.

5. Create Filter.
Click the Create Filter button below the table of the datasets, to build your own
complex filter.

Je
pe
o}
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3. Users & Units

Formera provides comprehensive features for listing the details of the domain related to the
subscription plan on the platform. From the homepage of the platform, click on the tab called
Users in the left side panel.

user-manual\Administrator . ®

Domain details

[MENU]

user-
02/09/2020 31/12/2020 1 5 10 0 50 1000
manual

Domain paid features

(= u;f )|

* / Adding comments for a submission (EEEra)
* / Upload file field
* / Advanced Fields (Star-rating, Location)

LERVANETLE oiimited) ]

Formera * / Approve/Reject of a submission

You will notice there is a full listing of:

e The basic information about the subscription domain.
e More details about the paid features of that domain.
e The users registered in the current domain.

The column’s headers of the table of domain information:

e Domain name

e Start date

e Expiry date

e Max admin counts

f®
Domain details

user-manual 02/09/2020 31/12/2020 1 5 10 0 50 1000

e Max collaborator counts
e Max submitters counts
e Max number of forms

e Max fields per form

e Max submissions
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More information about the additional paid features of that domain, such as:
Domain paid features

* / Adding comments for a submission (EEE)
* / Upload file field
* / Advanced Fields (Star-rating, Location)

- \/Alarms

* / Approve/Reject of a submission
* /Include calculated field

* / Datalmport - Bulk Submit@E)
* / Permission by form's field

* / Multi-language forms

. Data Sets CEED) CIXD

* / Send report by email

* / Tracking Sheet m

* X Assessments

e Adding comments for a submission
e Upload file field

e Advanced fields, Star-Rating and Location
e Alarms

e Approve & reject of a submission

e Include calculated field

e Data import, bulk Submit

e Permission by field

e Multi-language forms

e Datasets

e Send report by email

e Tracking Sheet Count

e Assessments

The column’s headers of the registered users' table:

Users (7)

Find by name
Administrator Eli Beckham klopabraham@g32598.com ADMIN Default ="
ClassRegistrar Louis Perkins louisperkins@a45367.net SUBMITTER Classes Registrar Office = ¥
Director Michael Leonard michael.leonard@g32598.com COLLABORATOR Default =
SchoolCoordinator Martin Lambert martinlambert@g54375.com COLLABORATOR School Registration Office =
SchoolRegistrar Cleo Luna cleoluna@h4378.0rg SUBMITTER School Registration Office ==
SportCoordinator Norman Clements normanclements@y4576547.com COLLABORATOR Sport Department ="
SportRegistrar Raphael Webb raphaelwebb@s54673.com SUBMITTER Sport Department = X

e User Name. the registered name of the user's account on the platform.
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e Full Name. first name + last name.

e Email Address. the registered email of the user's account on the platform.

e Role. one of the three available options: Administrator, Collaborator, Submitter.

e Unit Name. the organizational structural unit in which the registered user is assigned.
e Active. active or deactivated user.

e Actions. a list of actions that can be applied by the administrator to the user's account.

This feature allows you to type any word and the list of the users will be filtered and updated
instantly to show the users that meet exactly the search word.

~
Users (3) -
[Find byname Reg ]
ClassRegistrar Louis Perkins louisperkins@a45367.net SUBMITTER Classes Registrar Office =
SchoolRegistrar Cleo Luna cleoluna@h4378.org SUBMITTER School Registration Office ==
SportRegistrar Raphael Webb raphaelwebb@s54673.com SUBMITTER Football Department =7

Click on the + sign button at the lower right of the users' table.

A pop-up window will appear, there are three tabs called User Details, User Roles, and User
Unit.

Create new user X

[ User details User roles User unit

User name
SchoolCoordinator
Name Surname
Martin Lambert
mail address

martinlambert@g54375.com

(o ] o]
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In the User Details tab, fill in the fields with suitable information about the new user such as
Username, Name, Surname, Email Address, Password.

Create new user
User details User roles
sername

SchoolCoordinator

Name Surname

Martin Lambert

Email address

martinlambert@g54375.com

To make that user active, check the mentioned box. To make that user deactivated, uncheck

that box.

Create new user
User details ~ Userroles
User name
SchoolCoordinator

Surname

Lambert

Move to the second tab called User Roles, to determine if the new user will be:

e Administrator
e Collaborator
e Submitter

Simply, press the radio button beside the proper option.
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Create new user X

Userdetails Userroles Userunit

. Collaborator
O Submitter

O Admin

] - |

Move to the third and final tab called User Unit to assign that new user to one of the
organizational structural units in your domain. Click on the name of the proper unit.

Create new user X

User details Userroles User unit

Default
i 1] Sport Department
L) School Registration Office

i [ Classes Registrar Office
=)

Finally, click on the Save button at the bottom right corner of the pop-up window.

Create new user X

User details Userroles  Userunit

i [} Default
4 Sport Department
i ] School Registration Office
i 1] Classes Registrar Office

=]
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You notice that the new user has been added successfully to the domain.
Administrator Eli Beckham klopabraham@g32598.com ADMIN Default ="
ClassRegistrar Louis Perkins louisperkins@a45367.net SUBMITTER Classes Registrar Office ==
Director Michael Leonard michael.leonard@g32598.com COLLABORATOR Default =

[ SchoolCoordinator Martin Lambert martinlambert@g54375.com COLLABORATOR School Registration Office =" ]
SchoolRegistrar Cleo Luna cleoluna@h4378.org SUBMITTER School Registration Office =
SportCoordinator Norman Clements normanclements@y4576547.com COLLABORATOR Sport Department =
SportRegistrar Raphael Webb raphaelwebb@s54673.com SUBMITTER Sport Department ="

For the users registered as administrators, collaborators, or submitters, the list of actions

includes the following common options:

e Change Password. to update the password of the user's account to a new password.
e Edit. to change the information of the user's account: Full Name, Email, Role, Unit,

Status.
e Forms Permissions. to edit the permissions assigned to each user.
e Delete. to delete the user's account from the platform.

Administrator Eli Beckham klopabraham@g32598.com ADMIN Default

ClassRegistrar Louis Perkins louisperkins@a45367.net SUBMITTER Classes Registrar Office
Director Michael Leonard michael.leonard@g32598.com COLLABORATOR Default
SchoolCoordinator Martin Lambert martinlambert@g54375.com COLLABORATOR School Registration Office
SchoolRegistrar Cleo Luna cleoluna@h4378.0rg SUBMITTER School Registration Office
SportCoordinator Norman Clements normanclements@y4576547.com COLLABORATOR Sport Department
SportRegistrar Raphael Webb raphaelwebb@s54673.com SUBMITTER Sport Department

2 Edit

W= Delete

& Change password

B Forms permissions

¥= Tracking sheet permissions

For administrators and collaborators, there is an additional action called Tracking Sheet

Permissions will be explained in a later section.

As an administrator, to change the password of one of the users, click on the Actions button

of that user, in the last column of the users’ table.

Select the option Change Password.

Administrator Eli Beckham klopabraham@g32598.com ADMIN Default

ClassRegistrar Louis Perkins louisperkins@a45367.net SUBMITTER Classes Registrar Office
Director Michael Leonard michael.leonard@g32598.com COLLABORATOR Default
SchoolCoordinator Martin Lambert martinlambert@g54375.com COLLABORATOR School Registration Office
SchoolRegistrar Cleo Luna cleoluna@h4378.0rg SUBMITTER School Registration Office
SportCoordinator Norman Clements normanclements@y4576547.com COLLABORATOR Sport Department
SportRegistrar Raphael Webb raphaelwebb@s54673.com SUBMITTER Sport Department

[ﬁ Change password ]

/' Edit

B Forms permissions

¥= Tracking sheet permissions

@< Delete

[ <M

A window will pop-up asking you to enter the new password and to re-enter the new
password for the confirmation. Insert the new password and then click on the button called

Change to save the new password.
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i

To edit the information of the user, click on the Actions button of that user, and select the
option Edit.

Activ Actions

Administrator Eli Beckham klopabraham@g32598.com ADMIN Default

P Change password
ClassRegistrar Louis Perkins louisperkins@a45367.net SUBMITTER Classes Registrar Office L" Edit ]
Director Michael Leonard michael.leonard@g32598.com COLLABORATOR Default B Forms permissions

¥= Tracking sheet permissions
SchoolCoordinator Martin Lambert martinlambert@g54375.com COLLABORATOR School Registration Office 3

B Delete
SchoolRegistrar Cleo Luna cleoluna@h4378.0rg SUBMITTER School Registration Office =
SportCoordinator Norman Clements normanclements@y4576547.com COLLABORATOR Sport Department ="
SportRegistrar Raphael Webb raphaelwebb@s54673.com SUBMITTER Sport Department ="

A pop-up window with three tabs will appear.

From the first tab User Details, modify the basic information of the user such as Name,
Surname, Email Address, Status: Active or Not.

Edit user X

Userdetails  Userroles  Userunit

User name
SportCoordinator
Name Surname

Norman Clements

Email address

normanclements@y4576547.com

\/ Active

From the second tab User Roles, edit the role of that user among the options:

e Administrator
e Collaborator
e Submitter

Edit user X

Userdetails Userroles  Userunit

o N
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From the third tab User Unit, change the unit in which the user is assigned.

Edit user X

serroles  Userunit

= B
Finally, click on the Save button at the bottom right corner of the pop-up window.

Edit user X

To change the permissions related to the forms for each user, simply, click on the Actions
button of that user, and select the option Forms Permissions.

Administrator Eli Beckham klopabraham@g32598.com ADMIN Default
AP Change password
ClassRegistrar Louis Perkins louisperkins@a45367.net SUBMITTER Classes Registrar Office ¢ Edit
Director Michael Leonard michael.leonard@g32598.com COLLABORATOR Default B Forms permissions ]
¥= Tracking sheet permissions
SchoolCoordinator Martin Lambert martinlambert@g54375.com COLLABORATOR School Registration Office By
8- Delete
SchoolRegistrar Cleo Luna cleoluna@h4378.0rg SUBMITTER School Registration Office =
SportCoordinator Norman Clements normanclements@y4576547.com COLLABORATOR Sport Department e
SportRegistrar Raphael Webb raphaelwebb@s54673.com SUBMITTER Sport Department =

A new window will open in a new tab in the web browser, there will be a complete listing of
the forms created in the current domain.

The available permissions for each form are:

e Edit

e Delete
e Submit
e View

e Approve/Reject
e Add comment
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User forms(5)

Find by name

a

(< < I < < I <

Edit
Art Activities Registration 4+ D
Address 4 O
Application for High School 4+ I:]
Class Registration 4+ D
Football Registration 4+

o

To add specific form permission to the user, just check the box related to that permission in
the table as follows:

O setects

Edit
Art Activities Registration 4+ D
Address 4 D
Application for High School 4+
Class Registration 4+ D
Football Registration 4+

Delete

O O d

(4]

Delete

O O O o

Submit

d

O 00O

(4]

Submit

(]

(I I R

<)

View

(4]

(]

(]

v

(]
/]

iew

Approve/Reject

B 00

8 O

Approve/Reject

(|
g

(|

User Guide

Add comment

O

|
O

Add comment

(]
(]

(]

You can grant sub-permissions related to specific fields in the form, click on the + sign beside
the form's name.

User forms(5)

Find by name

D Select Al

(<]

Art Activities Registration 4+

Address 4

Application for High Sc

Class Registration 4+

(< < I < I < |

Football Registration 4

o

www.formera.xyz

Edit

o 0o 0O

<]

Delete

o 0o 0O

<]

Submit

a

o 0o O

<]

View

[< I < I

Approve/Reject

B 00O

8 0O

a

808 0O

Add comment
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Here, you can modify the permissions at the level of the fields of the form layout as follows:

Find by name

O setects Edit Delete Submit View

Art Activities Registration 4+ D D D D

Address 4 D D D |:|

Application for High School = O O
States Edit Submit View
Phone Edit 0 submit View
Email Edit Submit View
Birth Date O ea Submit O view
Last Name O eat Submit View
First Name O ea Submit O view
Student ID Edit Submit View

Class Registration 4+ I:I D D D

Football Registration 4+

Approve/Reject

O
O

Add comment

|
(]

a

After finishing the modifications, click on the Save This Page at the bottom of that table to

save changes.

User forms(5)

Find by name

O seecs

(&

Art Activities Registration 4

(4]

Address 4

]

Application for High School 4+

(4]

Class Registration 4+

(<]

Football Registration 4+

O

Edit

O 00O

(4]

Delete

0

(4]

Submit

d

O 00O

(4]

(<

8 O

Approve/Reject

B 00

8B O

Add comment

O

8B 08 O

To delete a user account from the platform, click on the Actions button of that user, and select

the option Delete.
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Administrator Eli Beckham klopabraham@g32598.com ADMIN Default o

P Change password
ClassRegistrar Louis Perkins louisperkins@a45367.net SUBMITTER Classes Registrar Office I’ Edit
Director Michael Leonard michael.leonard@g32598.com COLLABORATOR Default B Forms permissions

¥= Tracking sheet permissions
SchoolCoordinator Martin Lambert martinlambert@g54375.com COLLABORATOR School Registration Office =

[._: Delete ]
SchoolRegistrar Cleo Luna cleoluna@h4378.0rg SUBMITTER School Registration Office —
SportCoordinator Norman Clements normanclements@y4576547.com COLLABORATOR Sport Department =
SportRegistrar Raphael Webb raphaelwebb@s54673.com SUBMITTER Sport Department =

From the pop-up window, click on Yes button to confirm the delete request.

Are you sure?

Another powerful feature of Formera is the Units management tool. It is an advanced
organizational structure builder that enables you to:

e Sectorize your company or organization into multiple sections and departments.
e Assign the registered users to the different sections or departments.
e Manage the general permissions effectively across the entire structure.

From the homepage of the platform, click on the tab called Units in the left side panel.

user-manual\Administrator

f
Units
Unit name
| Defaulq [
i
[‘ Units ] ‘
Datase Users (2)
92020 Formera Administrator Eli Beckham klopabraham@g32598.com Administrator Default

You will notice there are three different sections:

e Units. shows a complete structure of the created units in the current domain.

e Users. the table of the users who are assigned to the selected unit.

e Forms. the table of the permissions related to each one of the forms. Those
permissions are applied to the selected unit.
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o

Sport Department
4. ||] Default
i Ui] Sport Department

- || School Registration Office ﬂ

L [ Classes Registrar Office

Users (2)
User name Full name Email address Active Role Unit name
SportCoordinator Norman Clements normanclements@y4576547.com Collaborator Sport Department
SportRegistrar Raphael Webb raphaelwebb@s54673.com Submitter Sport Department

@rms (5) \

Forms Edit Delete Sut View Ap Reject c
O Address

[ ArtActiities Registration

Football Registration O O

a

Class Registration

\I] Application for High School /

In every domain on the platform, there is a Default unit, and basically the administrator is
assigned to that unit.

From the first section called Units:

Select the unit called Default.

- T

) Default
£+ U] Default

Enter the name of the new unit in the mentioned field.

Art Department n Unit name

Art Department ]

A liJ) Default

: U Sport Department
U School Registration Office m
U Classes Registrar Office

b || | Art Department
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Click on the + sign button.
You notice that the new unit has been created successfully inside the Default unit.

Art Department n Unit name
; Art Department ]
4. |[]] Default
liJ Sport Department

L School Registration Office
s Registrar Office

3 || Art Department

Simply, select the unit from the complete structure.

Art Department n Unit name
Football Department| l

.| Sport Department
[I7] "School Registration Office

liJ Classes Registrar Office

W Art Department

Enter the new name in the mentioned field.

Art Department n Unit name
Football Department| ]
- |l Default
\..] Sport Department

U School Registration Office

U Classes Registrar Office

U Art Department

Click on the Save button.

You notice that the name of the unit has been changed.
Art Department n Unit name
Football Department| l
- || Football Department
[ |

[I] School Registration Office
W] Classes Registrar Office

U Art Department

82
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Select the unit from the complete structure.

Art Department n Unit name

Art Department ‘

= 4. Default

4 Football Department

4 School Registration Office E

| Classes Registrar Office

4 L] Art Department

Click on the Trash button.

Click Yes in the pop-up window to confirm the delete request.

Are you sure?

All included users will be deleted

=5

e When you select a specific unit from the structure, the Users table is updated
instantly to show you which users are assigned to that unit.

e The Forms Permissions table is also updated to show which permissions granted
to that unit.

4. Data Collection

There are flexible and diversified solutions offered by Formera platform when it comes to the
accomplishment of the Data Collection mission.

Basically, the supported methods of data collection are:

e On Platform Submit
e Form Public Link
e Mobile App

Click on the Forms tab on the left side of the platform's homepage.

You notice there is a complete list of all the forms that have been created in the current
domain.
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Click on the Actions button for one of the listed active forms.

user-manual\Administrator

MENU] n

&8 Forms

T o
Forms(5)

Q
@ Address

Art Activities Registration

Class Registration

@ Application for High School

'Y Create Filter

User Guide

ll

B a
16/09/2020 15:44:00 Active
11/09/2020 14:25:36 Deactivated
05/09/2020 12:54:05 Active
05/09/2020 12:43:46 Active
05/09/2020 12:18:29 [ Active

Click on the Submit option from the list of Actions.

Fey FORMS
Forms(5)

Q

@ Address

Art Activities Registration
Football Registration

Class Registration

@ Application for High School

Y Create Filter

16/09/2020 15:44:00

11/09/2020 14:25:36

05/09/2020 12:54:05

05/09/2020 12:43:46

05/09/2020 12:18:29

M a

Active
Deactivated
Active
Active

Active

A new window will appear to show you the form's fields.

i Forminfo

+ Multi-languages

= Form log

f Edit and Clone

E Set Public Permissions
i Submissions

Wl Dashboard

& Edit

X Deactivate

ﬁ Bulk submit template
i Import data

Switch between the available languages to meet your need, click on the dropdown menu

button as follows.

A FORMS  SUBMIT

Application for High School

[Form languages Default s

FirstName™

Last Name®

Birth Date”
dd/mm/yyyy

Email*

Phone*

www.formera.xyz

84


http://www.formera.xyz/

Formera User Guide

Select a suitable language among available options.

Form languageq Default $

First Name® Default
Last Name™
Birth Date™

dd/mm/yyyy [m]

Email*

Phone*

Arabic # [Form languages
)
¥l Y
iz s
dd/mm/yyyy (m]

LETR

Fill in the fields of the form with proper information, then press the Submit button at the
bottom.

Form languages Default s

First Name®
Adam
Last Name*
Whitfield
Birth Date”
04/11/2004 ]
Email*
AdamWhitfield@s5461873.com

Phone*

0987654321

This kind of submitting On Platform Submit is available for all users with the Administrator
role and the users with the Collaborator or Submitter role who firstly was granted
permission to submit data via that form.
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When you publish a previously designated form as Public (in the form builder window), a tiny
globe sign will appear beside the name of the form in the table of the created forms.

The form builder window, where you can assign the form as Public.

Edit form

Application for High School

Form Name

Student ID

First Name *

Last Name *

Birth Date *

dd/mm/yyyy =]

Email *

Phone *

From the table of the created forms, click on the tiny globe sign beside the

published form.

Q

@ Address

Art Activities Registration
Football Registration
Class Registration

@phcat\on for High School

Y Create Filter

Q

16/09/2020 15:44:00

11/09/2020 14:25:36

05/09/2020 12:54:05

05/09/2020 12:43:46

05/09/2020 12:18:29

LTRv

& Q

Active
Deactivated
Active
Active

Active

L

[x 3

u

Select

il

Header

A o

Paragraph

1l
4

1l
4

Il
4

1
4

1l

name of the

A message will appear immediately at the lower right corner, confirming that the public link
of the form has been copied to the clipboard.

Q

@ Address

Art Activities Registration
Football Registration

Class Registration

@ Application for High School

Y Create Filter

Q

16/09/2020 15:44:00

11/09/2020 14:25:36

05/09/2020 12:54:05

05/09/2020 12:43:46

05/09/2020 12:18:29

B a
Active
Deactivated
Active
Active

Active

Il
‘4

Il

Il
4

1l
4

IIf
4

Done
J Link is copied in clipboard

Paste that link in the URL field in the internet browser, then press Enter.

www.formera.xyz
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A new webpage will be loaded containing the form. Switch between the available languages
to meet your need, click on the dropdown menu button as follows.

v

Application for High School

Form languages  Default

First Name*
Last Name*
Birth Date*
dd/mm/yyyy (m]
Email*
Phone*
™
I'm not a robot

yUgarit L.LC

Select a suitable language among available options.

Application for High School

[ Form languages Defauit - ]

First Name*

Last Name*

Birth Date*
dd/mm/yyyy (m}

Email*

Phone*

Application for High School

Form languages  pafayit

First Name*

Last Name*

Birth Date*
dd/mm/yyyy (]

Email*

Phone*
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Ay 31 A 3l A Sl

Arabic

* A5 A

di/mm/yyyy 0

FAIAY

I'm not a robot

Formera 2020©
Powered by Ugarit LLC®

Fill in the fields of the form with proper information, then check the box of reCAPTCHA.

Application for High School

Form languages Default -
First Name*

Adam

Last Name*

Whitfield
Birth Date*
04/11/2004 [m]
Email*
AdamWhitfield@s5461973.com
Phone*

0987654321

I'm not a robot

Finally, press the Submit button at the bottom.

Application for High School

Form languages Default -

First Name*

Adam

Last Name*

Whitfield

Birth Date*
04/11/2004 [m]

Email*
AdamWhitfield@s5461973.com

Phone*

0987654321

v/ Imnota robot

©2020
©Powerad by Ugarit L.L.C
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A message will appear to confirm that data have been submitted successfully, and to offer
you an option to make another submission.

FORMERA

Data submitted successfully

Q Submit again

No need for an account on Formera platform to be able to submit via the Public Link of
the form, anyone on the internet with the link can submit.

When you sign in to your account from the mobile app of Formera, you notice the list of the
forms appears on the main screen, tap on one of the forms, for example, the form called
Application for High School, as follows.

14:51 &

Formera

Forms (4) Assessments

‘ O\ earch

Address

Expires: No expiration date

Football Registration
Expires: No expiration date

Class Registration

Expires: No expiration date

Expires: No expiration date

[Application for High School

« Q
= ¢ Q
+ 4 \

A new screen will appear to show you the form's fields.

Switch between the available languages to meet your need, tap on the dropdown menu
button as follows.
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14:51 G4 &g R 40% &

< Application for High School

Multi Language v ]

First Name *

First Name

Last Name *
Last Name

Birth Date *
Birth Date

Email *
Email

Phone *

Phone

Select a suitable language among available options.

14:51 G &g &4 40% & 14:51 @ & 4% 40% &

< Application for High School

< Application for High School

Multi Language Arabic v
Default
* Jo¥l pudl

Arabic

Last Name * * 5391wl
Last Name

Birth Date * * sVl i
Birth Date

Email * * oyl assdl
Email

Phone * * ailgl @3y

Phone

Fill in the fields of the form with proper information, then press the Save button.
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14:55 @ &

< Application for High School

Default

[ First Name * \

Adam
Last Name *
Whitfield
Birth Date *
2004-11-4
Email *
AdamWhitfield@s5461973.com
Phone *

0987654321

#4201 40% &

14:55 G & w4l 40% &

<  Application for High School

o Default v

First Name *

Adam

Last Name *

Whitfield

Birth Date *
2004-11-4

Email *
AdamWhitfield@s5461973.com

Phone *

0987654321

(T

A message with three options appears:

User Guide

e Yes, Send Submission. if there is an internet connection and you would like to send
the submission now.
e Continue Editing Submission. if you want to edit the inserted information in the fields
of the form.
e Save Submission in Local Storage. if there is no internet connection, you can fill in the
fields offline and store the data locally in your mobile storage, and when you are online
again the submission will be sent synchronically to the platform.

Finally, if there is an internet connection as follows.

www.formera.xyz

7

Formera

Network is available. Do you want to send
the submission to the admin ? Remember
after sending the submission to the admin,
it will be removed from the app local storage
and you will not be able to edit it.

Continue Editing sub n
Save submission in local
storage

91


http://www.formera.xyz/

Formera

User Guide

Just tap on the first option Yes Send Submission and the submit will be accomplished

immediately.

This kind of submitting, Mobile App, is available for all users with the Administrator role
and the users with the Collaborator or Submitter role who firstly was granted permission
to submit data via that form.

5. Data Management

From the homepage, click on the tab called Forms on the left side panel. You will notice there
is a complete list of all the forms that have been created in the current domain.

user-manual\Administrator

[MENU]

fr

Forﬁﬁ; 5
(5)

)

9 2020 Formera

To access the data of the submissions related to one of the listed forms:

e Click on the Actions button of that form.
e Click on the option called Submissions.

user-manual\Administrator

[MENU]

Control Panel

Dashboard

[+
3
N
3
#

© 2020 Formera.

www.formera.xyz

@ Address

Art Activities Registration
Football Registration

Class Registration

@ Application for High School

Y Create Filter

Q

@ Address

Art Activities Registration
Football Registration

Class Registration

@ Application for High School

Y Create Filter

Q

16/09/2020 15:44:00

11/09/2020 14:25:36

05/09/2020 12:54:05

05/09/2020 12:43:46

05/09/2020 12:18:29

Q

16/09/2020 15:44:00

11/09/2020 14:25:36

05/09/2020 12:54:05

05/09/2020 12:43:46

05/09/2020 12:18:29

[ JeY

Active
Deactivated
Active
Active

Active

[ et

Active
Deactivated
Active
Active

Active

Jo)

Il
‘4

|
4

Il

i FormInfo

+ Multi-languages

E Form log

’ Edit and Clone

E Set Public Permissions
Wl Dashboard

@ submit

& Edit

X Deactivate

a Bulk submit template
4 Import data
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By default, the data shown in the table are the recently submitted data or the modified
submissions during the last 24 hours.

A FORMS = SUBMISSIONS

Application for High School

Filters

Result (0)

info: Data shown are the recently submitted or edited submissions during last 24h x

Actions for selected rows

Last Name Birth Date Emai Phone

No data

'Y Create Filter

To show the whole submissions data, click on Filters, then click on Search button without
entering any parameter in the Filters fields.

A FORMS = SUBMISSIONS

Application for High School

Result (0)

info: Data shown are the recently submitted or edited submissions during last 24h x

Actions for selected rows

No data

¥ Create Filter

Filters

---Select status - %

COLUMN FILTER

— Column — s - Filter — s 2

Advanced option ¥
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A complete table of all submissions related to the form will appear. Here you can manage
easily all the data of submissions.

You are able to:

Search
Filter
Sort

Organize in groups
Arrange columns
Export data

The column headers of the submissions table are identical to the titles of the form's fields
that have been selected as "Show in Grid" fields.

There is an additional column called Actions contains a button for a list of options and actions
that can be applied to the submission.

Result (33)

[Actions for selected rows

[

Q Q Q Q B Qa Q [3]
SID033 Adam Whitfield 04/11/2004  AdamWhitfield@s5461973.com 987654321 26/09/2020 12:49:55
SID032 Adam Whitfield 04/11/2004  AdamWhitfield@s5461973.com 987654321 26/09/2020 12:42:04
SID031 Adam Whitfield 04/11/2004  AdamWhitfield@s5461973.com 987654321 26/09/2020 12:24:18
SID029 Norman Ballard 10/04/2006  NormanBallard@s5461273.com 6770711360 10/09/2020 17:35:46
SID028 Amal Ashley 04/07/2005  AmalAshley@ad5334667.net 1229218489 10/09/2020 17:33:40
SID030 Burton Morse 03/08/2005 = BurtonMorse@s5461273.com 7977656038 10/09/2020 17:37:04
SID024 Brenna Mclean 26/12/2004  BrennaMclean@h437978.0rg 4068990066 07/09/2020 10:11:10
SID011 Roary Ferguson 14/12/2005  RoaryFerguson@a45334657.net 3627649294 05/09/2020 15:39:59
SID002 Kyle Talley 01/06/2005  KyleTalley@y4573347.com 9128059784 05/09/2020 15:19:21
SID027 Carla Moon 02/09/2005  CarlaMoon@y4573347.com 5274389592 07/09/2020 10:16:04

1]

Formera platform applies an advanced approach to manage the listed data of submissions.
The approach includes comprehensive search and filtering options, data grouping options,
customized tables, and complex logical filters.

1. General Search.
This feature allows you to type any word and the table of the submissions will be
filtered and updated instantly to show the submissions data that meet exactly the

search word.

2. Column Search.
The search feature can be also applied to each one of the columns of the table to
find the results according to the matching criteria.

www.formera.xyz
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3. Data Grouping.
To group your data, simply, drag a column header and drop it in the area above the
forms table, and the data will be grouped according to that column.

4. Column Chooser.

This button is used to determine the columns that you want to show in the table.

User Guide

To hide a column from the table of the listed data, just drag a column header and
drop it in the area appears when you click on the Column Chooser button.
To add a new column to the table of the listed data, just drag a column header from
the area that appears when you click on the Column Chooser button and drop it in
the data table.

Actions for selected rows

SID034 Jared

SID033 Adam

SID032 Adam

SID031 Adam

SID029 Norman
Y Create Filter

Salazar

Whitfield

Whitfield

Whitfield

Ballard

5. Export Button.

This button is used to export the data of the submissions table as an excel file.

Actions for selected rows

SID034 Jared

SID033 Adam

SID032 Adam

SID031 Adam

SID029 Norman
¥ Create Filter

6. Create Filter.

Salazar

Whitfield

Whitfield

Whitfield

Ballard

Moo

26/08/2006

04/11/2004

04/11/2004

04/11/2004

10/04/2006

JaredSalazar@h437978.org

AdamWhitfield@s5461973.com

AdamWhitfield@s5461973.com

AdamWhitfield@s5461973.com

NormanBallard@s5461273.com

Q 3 Q

26/08/2006

04/11/2004

04/11/2004

04/11/2004

10/04/2006

JaredSalazar@h437978.org

AdamWhitfield@s5461973.com

AdamWhitfield@s5461973.com

AdamWhitfield@s5461973.com

NormanBallard@s5461273.com

1234567890

6770711360

1234567890

987654321

987654321

987654321

6770711360

09/10/2020

26/09/2020

26/09/2020

26/09/2020

10/09/2020

09/10/2020 1

26/09/2020 1

26/09/2020 1

26/09/2020 1

10/09/2020 1

14:45:39

12:49:55

12:42:04

12:24:18

17:35:46)

/Co\umn Chooser

4:45:36

2:49:55

2:42:04

2:24:18

7:35:46

x)

Click the Create Filter button below the table of the datasets, to build your own
complex filter.

7. Actions for Selected Rows.
This button is to show a list of actions that can be applied to a group of selected
submissions. The available actions are:

e Approve

e Reject

e Change Unit
Submitter Location

www.formera.xyz
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Actions for selected rows

Approve
2 a8l X
Reject
Change Unit
Q Q Q g Q Q Q o)
Submitter Location
TCUST Jared Salazar 26/08/2006 JaredSalazar@h437978.org 1234567890 09/10/2020 14:45:36 —
SID033 Adam Whitfield 04/11/2004 AdamWhitfield@s5461973.com 987654321 26/09/2020 12:49:55 =
v SID032 Adam Whitfield 04/11/2004 AdamWhitfield@s5461973.com 987654321 26/09/2020 12:42:04 =~
SID031 Adam Whitfield 04/11/2004 AdamWhitfield@s5461973.com 987654321 26/09/2020 12:24:18 =
] SID029 Norman Ballard 10/04/2006 NormanBallard@s5461273.com 6770711360 10/09/2020 17:35:46 =
7 SID028 Amal Ashley 04/07/2005  AmalAshley@a45334667.net 1229218489 10/09/2020 17:33:40 =
SID030 Burton Morse 03/08/2005 BurtonMorse@s5461273.com 7977656038 10/09/2020 17:37:04 =~

Formera search capabilities are so friendly and easy to use. Users can find the right data they
search for within seconds.

The Search feature allows you to type any word and the list of the submissions will be filtered
and updated instantly to show the submissions that meet exactly the search word.

Actions for selected rows

n g
Q Q Q B a Q Q |
SID030 Morse 03/08/2005 orse@s5461273.com 7977656038 10/09/2020 17:37:04 =
SID018 Marsh 08/10/2004 arsh@h437978.0rg 8280989663 05/09/2020 15:49:52 e
Y Create Filter

The Search feature can be also applied to each one of the columns of the table to find the
results according to the matching criteria.

Actions for selected rows

A &
e jame ¥  Last Name £ Date Ema
o [AF o ma a  a 5
SID009 Jonah Mccarty 26/08/2006  JonahMccarty@g543475.com 2808704675 05/09/2020 15:37:08 =%
SID006 Joseph Burch 21/02/2006  JosephBurch@s5461973.com 8894138357 05/09/2020 15:24:18 =
v/ ¥ [First Name] Contains 'Jo' Clear

You can group your data depending on a specific column, so the data search will be more
organized.

To group your data, simply, drag a column header and drop it in the area above the
submissions table, and the data will be grouped according to that column.
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Q Q Q Q Q Q
Birth Date: 24/05/2006 (Continued from the previous page)
SID016 Kylee Owen KyleeOwen@h437978.org 2704964308 05/09/2020 15:47:58

v [Birth Date: 26/08/2006

SID034 Jared Salazar JaredSalazar@h437978.0rg 1234567890 09/10/2020 14:45:36

SID009 Jonah Mccarty JonahMccarty@g543475.com 2808704675 05/09/2020 15:37:08

Y Create Filter

User Guide

Il

Il
4

Il

With the multiple options provided by the Actions button, data management will be an easy

mission.
Basically, the options of the Actions list are:

e Edit. to modify the data of the submission.
e Change Unit. to change the unit of the submission.

e View. to show the data & metadata of the submission and to add comments.

e Approve. to accept the submitted data.
e Reject. to refuse the submission.
e Delete. to remove the submission data.

Actions for selected rows

Q Q Q Q Q i e Q

Approved SID028 Amal Ashley 04/07/2005  AmalAshley@a45334667.net 1229218489

Pending SID030 Burton Morse 03/08/2005 BurtonMorse@s5461273.com 7977656038

Pending SID024 Brenna Mclean 26/12/2004 BrennaMclean@h437978.org 4068990066

Pending SID011 Roary Ferguson 14/12/2005 RoaryFerguson@a45334657.net 3627649294

Pending SID002 Kyle Talley 01/06/2005 KyleTalley@y4573347.com 9128059784
Y Create Filter

10/09/2020 17:33:40

10/09/2020 17:37:04

07/09/2020 10:11:10

05/09/2020 15:39:59

05/09/2020 15:19:21

& Edit
KX Change Unit

B View

/ Approve
X Reject

W Delete

Il
‘4

When you choose the option Edit, a pop-up window will appear to show you the submitted
data in the fields of the form layout. Here you can modify the data and then click on the Save

button to store the changes.

Actions for selected rows

Q Q Q Q Q & Qa Q

Approved SID028 Amal Ashley 04/07/2005  AmalAshley@a45334667.net 1229218489

Pending SID030 Burton Morse 03/08/2005  BurtonMorse@s5461273.com 7977656038

Pending SID024 Brenna Mclean 26/12/2004  BrennaMclean@h437978.0rg 4068990066

Pending SIDO11 Roary Ferguson 14/12/2005 RoaryFerguson@a45334657.net 3627649294

Pending SID002 Kyle Talley 01/06/2005  KyleTalley@y4573347.com 9128059784
Y Create Filter

www.formera.xyz

A g

Q
10/09/2020 17:33:40
10/09/2020 17:37:04
07/09/2020 10:11:10
05/09/2020 15:39:59

05/09/2020 15:19:21

o}

KA Change Unit
B View

v/ Approve

X Reject

W Delete

Il
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Edit form X

Kyle

Last Name™
Talley
Birth Date®

01/06/2005 (m]

[ s [[on |

When you choose the option Change Unit, a pop-up window will appear to show you the
complete hierarchy of the organizational units in the current domain. Here you can modify
the submission unit and then click on the Save button to save the change.

Actions for selected rows

A &

Q Q Q Q Q B a Q Q |
Approved SID028 Amal Ashley 04/07/2005  AmalAshley@ad5334667.net 1229218489 10/09/2020 17:33:40 # Edit

KX Change Unit
Pending SID030 Burton Morse 03/08/2005  BurtonMorse@s5461273.com 7977656038 10/09/2020 17:37:04

W View
Pending SID024 Brenna Mclean 26/12/2004  BrennaMclean@h437978.0rg 4068990066 07/09/2020 10:11:10 V/ Approve

X Reject
Pending SIDO11 Roary Ferguson 14/12/2005  RoaryFerguson@a45334657.net 3627649294  05/09/2020 15:39:59

W Delete
Pending SID002 Kyle Talley 01/06/2005  KyleTalley@y4573347.com 9128059784  05/09/2020 15:19:21 =3

¥ Create Filter

When you choose the option View, a pop-up window will appear to show you plenty of
information about:

e The Form: form name, creation date and time, status, expiry.

e The Submission: data submitted through the form's fields.

e Metadata: submission status, user name, submission date and time, last
update, the user who updated, unit.

e Child Forms: the list of the child forms, number of the submissions via child
forms, + sign button to add a new submission through the child form.
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There is an additional section called Comments at the bottom of that pop-up window. Here
the user can add comments to the submission so the cooperation between team members

will be more efficient and more effective.

Actions for selected rows

here to group by that column

Student ID First Birth
Q Q Q Q Q
Approved 5ID028 Amal Ashley
Pending SID030 Burton Morse
Pending SID024 Brenna Mclean
Pending SID011 Roary Ferguson
Pending 51D002 Kyle Talley

¥ Create Filter

04/07/2005

03/08/2005

26/12/2004

14/12/2005

01/06/2005

Email
Q

AmalAshley@a45334667.net

BurtonMorse@s5461273.com

BrennaMclean@h437978.0rg

RoaryFerguson@a45334657.net

KyleTalley@y4573347.com

1229218489

7977656038

4068990066

3627649294

9128059784

10/09/2020 17:33:40

10/09/2020 17:37:04

07/09/2020 10:11:10

05/09/2020 15:39:59

05/09/2020 15:19:21

[ Application for High School - 09/05/2020 15:18:29 EXlraes

édentlD SID002

First Name™
Kyle
Last Name*
Talley
Birth Date®
01/06/2005
Email®
KyleTalley@y4573347.com
Phone®

9128059784

N\

\

Q Search

# Edit

¥ Change Unit
v/ Approve

X Reject

H Delete

Getadata

Status
User name

Submission date

A

Pending

Administrator

Last update

Updated by user

09/05/2020 18:19:21 Unit

09/07/2020 13:27:54

Default

¥,
.

>

wrong email address.

=

4 M)
Child forms (2)
— Form — v = +
\ J
(Comments \
/' Administrator 9/7/2020 7:27:54 AM
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When you choose the option Approve, the status of the submission will be changed to
Approved, and the option of Approve will disappear from the Actions list.

Actions for selected rows

" &

Q Q Q Q Q B a Q Q )
Approved sID028 Amal Ashley 04/07/2005  AmalAshley@a45334667.net 1229218489 10/09/2020 17:33:40

# Edit
Pending SID030 Burton Morse 03/08/2005  BurtonMorse@s5461273.com 7977656 10/09/2020 17:37:04

¥ Change Unit
Pending SID024 Brenna Mclean 26/12/2004  BrennaMclean@h437978.0rg 4068990066 07/09/2020 10:11:10 B View

X Reject
Pending SIDO11 Roary Ferguson 14/12/2005  RoaryFerguson@a45334657.net 3627649294 05/09/2020 15:39:59
Approved SID002 Kyle Talley 01/06/2005  KyleTalley@y4573347.com 9128059784 05/09/2020 15:19:21

Y Create Filter

When you choose the option Reject, the status of the submission will be changed to Rejected,
and the option of Reject will disappear from the Actions list.

Actions for selected rows

" &
Q Q Q Q Q o a Q Q i)
Approved SID028 Amal Ashley 04/07/2005 AmalAshley@a45334667.net 1229218489  10/09/2020 17:33:40
# Edit
Pending SID030 Burton Morse 03/08/2005  BurtonMorse@s5461273.com 7977656038 10/09/2020 17:37:04
KX Change Unit
Pending SID024 Brenna Mclean 26/12/2004  BrennaMclean@h437978.0rg 4068990066  07/09/2020 10:11:10 B View

v/ Approve

Pending SID011 Roary Ferguson 14/12/2005 RoaryFerguson@a45334657.net 3627649294 05/

SID002 Kyle Talley 01/06/2005 KyleTalley@y4573347.com 9128059784 05/09/2020 15:19:21

Formera platform provides you with multiple built-in filtering options.

e Simple Filters
e Advanced Filters
e Complex Filters

e Date Filter
On the submissions page, you can also choose to display only the entries
collected and submitted within a specific date range.
Simply, pick two different dates from the calendars number 1 and click the
Search button number 2.

Filters
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e Basic Information Filter
Here, you can filter based on:
=  Unit Name
= User Name
= Status: Pending, Approved or Rejected.
Simply, select the suitable information from the three fields number 1 and click
the Search button number 2.

Filters

2

s

o Column Filter
1. Select the name of the column header.
Choose the filter type: is equal, greater, smaller, ... etc.
Determine the value.
Click on the + sign button to add the filter.
Click on the Search button to start filtering the data table.

vk WwnN

Filters

2020-09-01 2020-09-10 —-Select status - & E
B : 0 B : e e

=3

e Advanced Option (Aggregation by Child Form)
This filtering option returns the number of the child forms for each submission.
It provides you with the information related to the child forms, so you will know
for each parent form how many child forms linked with it.

Select the child form.

Choose the start date.

Choose the end date.

Click on the + sign button to add the filter.

Click on the Search button to start filtering the data table.

uhwnN e
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Filters

—Selectstatus — <

— Column — : — Filter— 2

ption ¥
SR (2 (3 ] ]g

You will gain access to the data of child forms too.

To build your own customized logical filter, click on the Create Filter button located below
the table of the submissions.

A FORMS A N
Application for High School
Filters
Result (30)
Actions for selected rows
a & Q
Q Q Q Q B a Q Q Q )
SID029 Norman Ballard 10/04/2006 NormanBallard 6770711360 Minnesota 10/09/2020 17:35:46 =.
SID028 Amal Ashley 04/07/2005 AmalAshley@a 1229218489 Kansas 10/09/2020 17:33:40 =~
SID030 Burton Morse 03/08/2005 BurtonMorse@ 7977656038  lllinois 10/09/2020 17:37:04 =
SID024 Brenna Mclean 26/12/2004 BrennaMclean¢ 4068990066 Kansas 07/09/2020 10:11:10 =
SIDO11 Roary Ferguson 14/12/2005 RoaryFerguson 3627649294 Texas 05/09/2020 15:39:59 =
S 10 20 1 2 3 4 5 6

With complex filters, you will be able to build and create whatever scenario you want to
completely control the data of the submissions with high flexibility.

Basically, complex filters are build depending on four main logical functions:

e And

e Or

e NotAnd
e NotOr
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The conditions identified inside each filter are built based on a wide collection of functions,

such as:

Contains

Not contain

Starts with

Ends with

Equals

Does not equal

Is blank

Is not blank

Is any of

Is none of

Equals

Does not equal

Is less than

Is greater than

Is less than or equal to
Is greater than or equal to
Is between

The suggested functions in each condition depend on the data type of the selected column
header (text, number, date, ...etc).

To build a complex filter:

1. Select one of the logical functions to start your filter with it:

And

Or

Not And
Not Or

2. Click on the + sign button.

3. Choose between the two options: Add Condition, Add Group.

Filter Builder

And
Or
Not And

Not Or

Filter Builder

and e
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Filter Builder

And -+

Add Condition e

Add Group

4. If you choose Add Condition, three fields will appear:
o First field. to choose the name of the column header.
e Second field. to select the condition function.
e Third field. to determine the value of the condition.

Filter Builder Filter Builder
And + And
Add Condition 1‘ StudentID Contains <enter a value>
Add Group
Filter Builder Filter Builder Filter Builder
And And And
SUGEADY Contains  <enter a value> FustName SAEiENE FirstName  Startswith  t
Student ID cContainis
FrstNgama £ Does not contain
B Starts with
Last Name
4F Ends with
Birth Date
= Equals
Email
+ Does not equal
Phone
O Is blank
Sistes ® Is not blank
Creation Time @ Is any of
Creation date 1 Is none of

Last update time
Last Update Date
Status

Unit name

User name

e You can add one condition or set of conditions at the same level.
e The suggested condition functions differ depending on the data type of the column
header (text, number, date, ...etc).

5. If you choose Add Group, you will be able to build nested condition statements
contained within the definition of other condition statements.

Filter Builder Filter Builder
And -+ And
| Add Condition with t First Name  Starts with  t
g Add Grotip 5 States Equals California
And

Last Name Contains q

Birth Date  Is greater than 01/05/2004
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You can link between multiple groups of condition statements, using the logical functions
And, Or, Not And, Not Or.

6. Afterfinishing the construction of the new filter, click on the OK button, the filter will
be added and it will be applied immediately on the table of the submissions.

Filter Builder

And
First Name  Starts with t
States Equals California
And
Last Name Contains q

Birth Date Is greaterthan 01/05/2004

OK Cancel

To delete the filter you have added, just click on the Clear button in the lower right of the
table of the submissions.

All the above explanations are basically for users with the Administrator role. For
collaborators, there are some differences.

Essentially, the options offered to collaborators to manage the submissions data, depend on
the permissions granted by the administrator to each one of the collaborators.

For example, the collaborator who is granted permissions according to the following table will
be able to view only the two forms: Application for High School form and Class Registration
form.
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A | USER FORMS

Martin Lambertamn

User forms(5)

Find by name

Edit Delete Submit View Approve/Reject Add comment

[ Application for High School 4+ ]

|:| Art Activities Registration 4+
D Address+

[ Class Registration 4+ D D D ]

|:| Football Registration 4+

0 R
Save this page

user-manual\SchoolCoordinator

FORMS

A
Forms(2)

ew

Control Panel

y th Q searc
[& Forms ] |
Tracking Sheets Name Creation Time aty ons
Q Q [ a
Reports
Class Registration 05/09/2020 12:43:46 Active =-
@ Application for High School 05/09/2020 12:18:29 Active ==

Y Create Filter

Additionally, that collaborator will be able to choose between those options:

e Edit

e Change Unit
o View

e Approve

e Reject

e Delete

to manage the data of the submissions of the Application for High School form.

Actions for selected rows

olum B &8 Q sen

Student ID First Name Last Name Birth Date Email Phone Action:
Q Q Q Q B a Q Q |
SID029 Norman Ballard 10/04/2006 NormanBallard@s5461273.com 6770711360 10/09/2020 17:35:46 & Edit

L] Change Unit
SID028 Amal Ashley 04/07/2005 AmalAshley@a45334667.net 1229218489 10/09/2020 17:33:40

B View
SID030 Burton Morse 03/08/2005 BurtonMorse@s5461273.com 7977656038 10/09/2020 17:37:04 v/ Approve

X Reject
SiD024 Brenna Mclean 26/12/2004 BrennaMclean@h437978.0rg 4068990066 07/09/2020 10:11:10
SID011 Roary Ferguson 14/12/2005 RoaryFerguson@a45334657.net 3627649294 05/09/2020 15:39:59

Y Create Filter
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But for the Class Registration form, the collaborator will be able only to:

e \View
e Approve
e Reject

Actions for selected rows

L g Q
Q Q Q Q Q )
SID028 Ar French;Physics;Geography 4 Daniel Johnson  10/09/2020 17:42:05 —%
SID030 Burton Morse English:Mathematics;Physics;Geography 1 Samantha Lloyd ~ 10/09/2020 17:41:33 ==
English:Mathematics;Physics;:Geography 4 Samantha Lloyd ~ 07/09/2020 10:38:12 View
\/ Approve
French:Mathematics;Physics 2 Samantha Lloyd ~ 07/09/2020 10:37:53
X Reject
SID022 Jared Bal English;Physics;Geography 3 Daniel Johnson  07/09/2020 10:37:30 —

Y Create Filter

For the features of Search & Filtering, Data Grouping, Simple Filters, Advanced Filters, and
Complex Filters, the situation of the collaborator is the same as the administrator.

6. Control Panel

Formera provides its users with an advanced control panel empowered by comprehensive
search and filtering capabilities and by regularly updated listing of all activities related to the
created forms.

From the homepage, click on the tab called Control Panel on the left side. You will notice
there are four main sections on the Control Panel page.

st P : [ Last12H Last2aH Week Month 3 Months °]
[ Last update time 11/10/2020 17:27:16 ]

[MENU] n Ll

] | Collaborator Control Panelq

[ A Control Panel

( R
Total 6 3 Approved 3 5 Rejected 1 1 Comments 3
\ y

/Submissions ° \

Submitter *~ Form Name Submission date Last update last status Comments Count Last Action User
Q Q i Q

Administrator 05/09/2020 09/10/2020 Rejected 1 Administrator

Administrator Application for High Schoo 09/10/2020 09/10/2020 Pending 0 Administrator

€ 2020 Formera

k anonymous Application for High School 26/09/2020 26/09/2020 Pending [ anonymous /

1. Time Frame Chooser. to select the time range in which you would like to show
submissions, you can choose among the offered options:
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Last 12 hours
Last 24 hours
Last week
Last month
Last 3 months

2. Last Update Time. date and time information of the last data update.
3. Basic Statistics Bar. shows information about the number of:

Total Submissions
Approved Submissions
Rejected Submissions
Comments,

throughout all the forms created in the current domain.
4. Submissions Table. provides crucial information about each one of the submissions,
including:

Submitter Name. the name of the user who submitted the data.

Form Name. the name of the form in which the data have been submitted.
Submission Date. the date of data submission.

Last Update. the date of the last update applied to the submission.

Last Status. the last submission status: Pending, Approved, or Rejected.
Comments Count. the number of comments added to the submission.

Last Action User. the name of the user who made the last action to the
submission.

Unit. the name of the organizational structural unit in which the submission
has been made.

Actions Button. includes the options that can be applied to the submission:
View, Approve and Reject.

You can search and filter the listed data depending on multiple options such as Submitter
Name, Form Name, Last Status, Last Action User, Unit Name.

Submissions

Submitter Form Name Submission date Lastupdate
Q Q

Administrator

Administrator

anonymous

anonymous

Administrator

ClassRegistrar

ClassRegistrar

SchoolRegistrar

SchoolRegistrar

SchoolRegistrar

05/09/2020 09/10/2020 Rejected 1 Administrator Default =
09/10/2020 09/10/2020 Pending 0 Administrator Default =
26/09/2020 26/09/2020 Pending o anonymous Default =
26/09/2020 26/09/2020 Pending 0 anonymous Default =-
26/09/2020 26/09/2020 Pending 0 Administrator Default =-
10/09/2020 10/09/2020 Pending 0 ClassRegistrar Classes Registrar Office =-
10/09/2020 10/09/2020 Pending 0 ClassRegistrar Classes Registrar Office =-
10/09/2020 10/09/2020 Rejected 0 SchoolCoordinator School Registration Office =-
10/09/2020 10/09/2020 Approved 0 SchoolCoordinator School Registration Office =-
10/09/2020 10/09/2020 Pending 0 SchoolRegistrar School Registration Office =-

Showing 1 to 10 of 63 entries 2 3 4 5 3 74 Next
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When you click on Total, the table of submissions will be updated instantly to show the latest
updates about all kinds of submissions.

Total 63
Submissions
Submitter Form Name
Q Q

Administrator

Administrator

anonymous

anonymous

Administrator

ClassRegistrar

ClassRegistrar

SchoolRegistrar

SchoolRegistrar

SchoolRegistrar

Application for High School

Application for High School

Application for H

ion for High School

Application for High

Application for High School

School

Application for

Application for H

Showing 1 to 10 of 63 entries

Approved

Submission date

05/09/2020

09/10/2020

26/09/2020

26/09/2020

26/09/2020

10/09/2020

10/09/2020

10/09/2020

10/09/2020

10/09/2020

35

Last update

09/10/2020

26/09/2020

26/09/2020

26/09/2020

10/09/2020

10/09/2020

10/09/2020

10/09/2020

10/09/2020

last status

Rejected

Pending

Pending

Pending

Pending

Pending

Pending

Rejected

Approved

Pending

Rejected

Comments Count

11

Last Action User

Q

Administrator
Administrator
anonymous
anonymous
Administrator
ClassRegistrar

ClassRegistrar

Comments

Unit

Q

Default

Default

Default

Default

Default

Classes Registrar Office

Classes Registrar Office

hoolCoordinat School Office

hool di School Office

ch School Office
6 7 Next

Actions ™

When you click on Approved, the table shows you only the approved submissions.

Total

63

Submissions

Submitter

Q

SchoolRegistrar

SchoolRegistrar

SchoolRegistrar

SchoolRegistrar

SchoolRegistrar

SportRegistrar

SportRegistrar

SportCoordinator

SportCoordinator

SportRegistrar

Showing 1 to 10 of 35 entries (filtered from 63 total entries)

Form Name

Q

Application for Hig

ication for High School

Application for High School

Application for High School

Application for High School

Football Re

tration

Football Registration

www.formera.xyz

Approved

Submission date

10/09/2020

07/09/2020

07/09/2020

07/09/2020

07/09/2020

05/09/2020

05/09/2020

05/09/2020

05/09/2020

05/09/2020

35

Rejected

Last update last status Comments Count
10/09/2020 Approved 0
07/09/2020 Approved 0
07/09/2020 Approved 0
07/09/2020 Approved 0
07/09/2020 Approved 0
05/09/2020 Approved [
05/09/2020 Approved 0
05/09/2020 Approved [
05/09/2020 Approved 0
05/09/2020 Approved 0

1

Last Action User

Q

SchoolCoordinator
SchoolCoordinator
SchoolCoordinator
SchoolCoordinator
SchoolCoordinator
SportCoordinator
SportCoordinator
SportCoordinator
SportCoordinator

SportCoordinator

Comments

Unit

Q

School Registration Office

School Registration Office

School Registration Office

School Registration Office

School Registration Office

Football Department

Football Department

Football Department

Football Department

Football Department

Actions ™
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When you click on Rejected, the table shows you only the rejected submissions.

Total 6 3 Approved 3 5 Rejected l 1 Comments 3

Submissions
Submitter Form Name Submission date Last update ’m Comments Count Last Action User Unit Actions 1
Q Q v Q Q

Administrator Application for 05/09/2020 09/10/2020 Rejected 1 Administrator Default =-
SchoolRegistrar 10/09/2020 10/09/2020 Rejected 0 SchoolCoordinator School Registration Office =-
SchoolRegistrar 07/09/2020 07/09/2020 Rejected 0 SchoolCoordinator School Registration Office =-
SportRegistrar 05/09/2020 05/09/2020 Rejected 0 SportCoordinator Football Department =-
SportRegistrar 05/09/2020 Rejected 0 SportCoordinator Football Department =~
ClassRegistrar 05/09/2020 05/09/2020 Rejected ] SchoolCoordinator Classes Registrar Office =-
ClassRegistrar 05/09/2020 05/09/2020 Rejected 0 SchoolCoordinator Classes Registrar Office =-
SchoolRegistrar 05/09/2020 05/09/2020 Rejected ) SchoolCoordinator School Registration Office =-
SchoolCoordinator Application for High S 05/09/2020 05/09/2020 Rejected 0 SchoolCoordinator School Registration Office =-
SchoolRegistrar Application for Hi 05/09/2020 05/09/2020 Rejected 0 Administrator School Registration Office =

Showing 1 to 10 of 11 entries (filtered from 63 total entries) - 2 Next

When you click on Comments, the table shows you only the submissions that have comments
added to them.

Total 6 3 Approved 3 5 Rejected l 1

Submissions
Submitter Form Name Submission date Last update last status Comments Count Last Action User Unit Actions ™
Q Q v Q Q
Administrator 05/09/2020 09/10/2020 Rejected 1 Administrator Default =-
SchoolRegistrar 07/09/2020 07/09/2020 Pending 1 Administrator School Registration Office =-
SchoolCoordinator 05/09/2020 07/09/2020 Pendmg 1 Administrator School Registration Office E .
—

Showing 1 to 3 of 3 entries (filtered from 63 total entries)

Basically, in the Actions List, there are three main options that can be applied to the
submission:

o View
e Approve
e Reject

www.formera.xyz 110



http://www.formera.xyz/

Formera

Submissions

Pending

ccccccc

I}

User Guide

When you choose the option View, a pop-up window will appear to show you plenty of

information about:

e The Form: form name, creation date and time, status, expiry.
e The Submission: data submitted through the form's fields.

e Metadata: submission status, user name, submission date and time, last

update, the user who updated, unit.

e Child Forms: the list of the child forms, number of the submissions via child
forms, + sign button to add a new submission through the child form.

There is an additional section called Comments at the bottom of that pop-up window. Here
the user can add comments to the submission so the cooperation between team members

will be more efficient and more effective.

www.formera.xyz

[;«ppi cation for High School - [ scaturs acove [ Mo expury e § ]
Talley
o -
N /
Child forms (2)
Comments \
7 A
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When you choose the option Approve, the status of the submission will be changed to
Approved, and when you choose the option Reject, the status of the submission will be
changed to Rejected.

All the above explanations are basically for users with the Administrator role. For
collaborators, the features of the Control Panel are similar to those of the administrator
case, but the Collaborator will gain access only to the submissions data depending on the
permissions granted by the administrator.

For example, a collaborator signed in to the platform, and he has been granted permission to
access only the Application for High School form, the control panel looks like as follows.

user-manual\SchoolCoordinator 3 Months

IMERE] a L. d. 0/2020 3

ast update time 11/11 19:36:44
[ﬁ S—— ” Collaborator Control Panela
e

Total 23 Approved 14 Rejected 6 Comments 2

2020 Formera, / PP \
Submissions
S +* N. e S ssion d: pdat: a. t C t ast Action U
Q Q v Q

SchoolRegistrar Application for High School 10/09/2020 10/09/2020 Rejected 0 SchoolCoordinator Schoo)
SchoolRegistrar Application for High School 10/09/2020 10/09/2020 Approved [ SchoolCoordinator Schoo)
\Sc%oamegxszrm Application for High Schoo 10/09/2020 10/09/2020 Pending 0 SchoolRegistrar yl

7. Reports

The powerful reporting capabilities of Formera, make it the best and most preferable platform
to accomplish the tasks of data analysis in the most effective and efficient visually attractive
manner.

Basically, there are four main reporting types available on Formera platform.

This type of report is built based on the submissions data of the forms. The form's fields
appear as table columns in the generated report.

You can generate reports that contain all the fields of the form or contain only a selected
subset of those fields, you can also apply whatever you want of the advanced filters and
aggregations that allow you fully customize the resulted reports.
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Generally, submissions might contain duplicated data, so in order to obtain clean and highly
reliable data for statistical analysis, you have to use this kind of reporting.

Duplicate reports are used to discover duplicated data in the submissions of the form based
on criteria determined by the user.

This type of report is also called the Parent-Child report because it is essentially built based
on one parent form and a subset of its child forms.

The generated report illustrates the relationship between the number of submissions of the
child form with each one of the submissions of the parent form. Reported data can be
aggregated depending on a daily or monthly basis.

This reporting method works based on one beneficiary form and its own child forms.

The report explains the status of each submission of the beneficiary form according to the
combined count of the submissions of the selected child forms.

From the homepage of the platform, click on the tab called Reports on the left side. You will
notice the four reports types appear on the Reports page, as follows.

user-manual\Administrator ®
Reports
B N
Data Report Duplicate Report
Build your report based on a single form to get its related Generate this report to discover duplicate cases in any of your
[II! Reports ] | submissions, where you can view any subset of its fields as forms submissions based on the criteria you choose.

columns in the generated report.

a|aee !9
Top down Report Beneficiary Status Report

It takes one form (parent form) as an input, the: Upon choosing your beneficiary form, you can then select one

eflects the status of each

to choose any subset if its child form: or more child forms, the report the:

e count of each selected child for beneficiary form submission in accordanc

related to every parent form submission. Results can be submissions count (or sum of counts, in case if multiple child

aggregated daily or monthly form selections

Click on the type of report you would like to create, for example, Data Report.

A new page appears, click on the + sign button at the upper right corner.
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Data Report Duplicate Report

Build your report based on a single form to getits related Generate this report to discover duplicate cases in any of your
submissions, where you can view any subset of ts fields as forms submissions based on the criteria you choose.
columnsin the generated report.

) Yo

Top down Report Beneficiary Status Report
It takes one form (parent form) as an input, then gives the user Upon choosing your beneficiary form, you can then select one
the ability to choose any subset if its child forms, the report ormore child forms, the report then reflects the status of each
then shows the count of each selected child form submissions beneficiary form submission in accordance to the child form
related to every parent form submission. Results can be submissions count (or sum of counts, in case if multiple child
aggregated daily or monthly form selections)
A REPORTS = DATA REPORT
Name Form Creation Time Actions

A window will pop-up, there are two tabs:

e Details
e Builder

In the Details tab.

1. You have to type a name for that report.
2. Add a description (optional).
3. Choose to make the report public or not.

Create new report

Details  Builder

s 1
Name * 0

\ >

A e\
Description

~

O pusic °]

User Guide

After you type a suitable name for your report and choose to make the report public for

example, go to the second tab called Builder.

www.formera.xyz
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Create new report

Details  Builder

Name*
Registered Students

Description

Code

9STZL

ﬂ

When you check the box to make the report public, a random code will be generated, and
there will be a new option called View.

In the Builder tab.
There are three main sections:

1. Choose one of the forms and select the desired fields to be reported.
2. Create filters and apply them to the reported data.
3. Create suitable aggregations then add them to your report.

Create new report

Details  Builder

s 0\
— Select form — ad
Excluded columns Included columns
- B -
>
<
“«
A~
\ - /
— N
Filters
-——Column-- Vv - Filter— v 0
R J
4 = ™
Aggregations
—Type-— ¥ - Column-- v --Groupby-— Vv e
\. »

=
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To select one of the forms and to add the desired fields:

Forms
Application for High School ° b

ccluded columns Included columns
Student ID » °
First Name
Last Name >
Birth Date o
Email <
Phone
States (old) « a
Creation Time
Unite Name - %
@ O &
N—

Dropdown menu. to choose the form.

Excluded columns. the form's fields which are not added to the report.

Included columns. the form's fields that are added to the report.

Add All button. to select all the fields listed in Excluded columns and add them to

Included columns.

5. Add & Remove buttons. to add to the report or to remove from the report one
selected field or group of selected fields.

6. Remove All button. to select all the fields listed in Included columns and return them
to Excluded columns.

7. Sorting buttons. to sort and order the added fields in Included columns

PwnNPE

After adding the desired fields to the report, and creating the suitable filters and aggregations
depending on your data and the purpose of the reporting, click on the Save button at the
lower right corner to save the report.

Create new report

etails  Builder

Application for High School v

Excluded columns

States (old » Student ID
Creation Time First Name
Unite Name > Last Name
User Name Birth Date
Location < Email
Phone
« Status

Filters
Birth Date v Greater % 01/01/2004 [m]
* Birth Date Greater 2004-01-01 [X]

Aggregations

* Count Phone Group by Student ID Ag13 |

[ o [ ]

The report builder structure differs depending on the reporting type you choose.
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