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FORMS DEEP DIVE
Why Use Forms?

Forms allow you to collect information from site visitors in a structured 
way. For example, allow users to provide feedback, ask a question or 
submit concerns. Forms can also be attached to events to collect registration 
information. 

Building Forms
SELECT A FIELD

Choose fields from the accordion on the right side to create your form. Use 
advanced fields when possible - these will perform more data validation 
then standard forms which will improve the quality of the data you collect. 
For example, when using the email advanced field, the form can only be 
submitted when that field has the format of an email address. 

CONDITIONAL FIELDS

Using the Enable Conditional Logic checkbox found on the Advanced tab 
when editing a field, you can control if a fields displays based on answers 
to previous fields. 

ORGANIZE YOUR FORM

You can use Page and Section Breaks to organize a long form. 

Exercise: Build a form with a drop down and a name. On a second page, collect 
an email and a street address. Only show the address field if you select the first 
option of the drop down. 

Settings
FORM TITLE AND DESCRIPTION

Edit the form title and description of the form on the Form Settings screen. These are optionally displayed 
when you insert the form onto your page. 

LIMIT FORM AVAILABILITY

Using the Limit Number of Entries option on the Form Settings screen, you can only allow a certain number of 
responses. This could be useful for a registration with a limited number of spots. You can specify the message 
that appears in the place of the form after the maximum number of entries has been reached.

Forms can be set up to be available only during a specified time period using the Schedule Form option. 

Confirmation
The confirmation controls the behavior of the page after the user submits the form. You can display a 
message, redirect to a page, or send the user to an external URL. 

OBJECTIVES
Build forms and manage entries. 

Understand and use advanced 
form features. 

DEFINITIONS

Radio Buttons or 
Dropdown
Use Radio Buttons or a Dropdown 
when you want the user to make 
only one choice. 

Multi Select or 
Checkboxes
These fields allow users to chose 
multiple options from a list.

Confirmation
The behavior of the page after the 
form is submitted.

Notification
Automatic emails triggered by a 
form submission. 
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NOTES

CONDITIONAL CONFIRMATIONS

Optionally, multiple confirmations can be configured. If you have more than one confirmation, you will be 
prompted to build conditional logic, using form fields, to control which confirmation is used. 

Notifications
Notifications are emails that are sent after the form has been completed. You can build as many notifications 
as you want, sending them either to static email addresses or to emails that are submitted in the form. 

DEFAULT NOTIFICATION

A default notification is set up to send all of the form fields to the site admin’s email. You 
should update this with your email. 

USING FORM FIELDS IN THE NOTIFICATION

You can include fields submitted in the form in your notification. To add a form field 
placeholder, click the drop down next to the  message box and select the field you would 
like to insert. 

USING CONDITIONAL ROUTING

You can send the form notification to different people depending on the contents of the form. On the 
notification configuration page, in the Send To field, select the radio button for Configure Routing. 

For example, you can have various feedback topics in a drop down, and send the notification to a different 
person depending on the selected topic. This way, the right person can receive and act on the form. 

Exercise: Update the default notification to send to your email address.  Create a second notification to confirm to the 
person who filled out that form that it was received.  

Managing Entries
In addition to the notifications, you can view form entries in Zuse. There, you can make notes on them, mark 
them as read, or delete them. 

EXPORT ENTRIES

Entries can be exported to Excel using the Import/ Export option on the left side menu. Choose the fields to 
export and use the Download Export File button to download a CSV file which can be opened in Excel. 


