LOGIFORMS.COM SOFTWARE

QUICKSTART GUIDE SERIES

MANAGING FORM SUBMISSIONS AND DATA

What good are forms if the collected data is difficult to read, costly to
manage, or impossible to transport? Logiforms gives you the ability to
easily view, manage, and export your data all within our web-based
system.

Use this QuickStart Guide to learn how to manage, sort, search print
and export your data.




MANAGING YOUR DATA QUICK START GUIDE

GETTING STARTED

"Jﬂ Yaur Companent Menu Before you can access the data management tools and submissions for a form you need to first select the
form you want to work with. Click the “Edit Components” Icon shown here to load your main menu.

Components Component Details

. Browse your project folders . :
and click the form you want to [S four lagiforms Gomponents

activate. E[_J: Sarmple Project Folder
. Edit Form | ¥iew Submissions | Delete | Duplicate | Move to
Forms & Content Bins (3) Mew Folder | Import Data

a Feedback Form

@ Feedback Form (form)
Date Created: 0&127/05
[y Referral Elail List (contentuiny LastModiied.  D8/27/05
. An ove.rV|ew qf the S?IeCte_d @ Sample Form (form) Direct Link; Open Form URL
form will load in the right side Farm Type: Standard Form

window shown here. The Subrmissions:
component details window Passward: MIA
contains key information about Encrypted Fields: Mo Encrypted fields
your form SSLEncryption: Mot Enabled
Form Fields: 4

NAVIGATION TIP
Once you activate a component, as shown

abOVe, the Toolbar Menu will become available. Form Toals I Data Management {b I Integration I Ernail Taols K!l
Roll over the Data Management tab in the
ToolBar to reveal the Data Management Submenu
and options for managing data and accessing the
submission bin.

SUBMISSION BROWSER

The submission browser contains all of the submissions received through your web forms and/or data you have imported. The
submission bin gives you centralized access to all of your websites data and puts you in control.

[H] submnission Bin | @ Export Data i srsphs 5§ Filtersfviews (3 Transfer Recards s Data Triggers @) Sharing

Selecting a grid mode: At the bottom of the submission bin is the option to switch between two grid modes, the default grid
mode is DHTML.

Each mode has different benefits and it will depend on your data as to which will suit your needs best.
Once you select a mode Logiforms will default to that mode the next time you log into your account.

. DHTML Grid mode

. Java Applet Grid mode

& 21 01-30-2004 14:21:19 Yes Mo

O & 22 01-31-2004 3:25:33 Yies Yes s

O & 23 01-31-2004 3:26:4 Mever Trigd Mo

O & 24 02-01-2004 13:58:50 Yies Mo

O & 25 02-01-2004 16:17:8 Yes

O & 26 02-02-2004 14:58:30 Mo -

3
| Insert New ||| faImport Data E“II

| |3 Search ||E,§Transfer Selected || &l Delete Selected

Select Grid Mode: OHTRML Grid [most compatible] | Applet Grid (F astest)




Submission Browser

Sorting Columns

Sort the columns in ascending or descending order by clicking the
header column. If clicked again the column is sorted in the opposite

direction. A sort order indicator displays the current sort order of a

column.

DHTML Grid

Selact All Displaying Records 1 TO 100 OF G661

OoOoooood

o] Date Submitted

1 01-21-2004 23:30:28 %
2 01-21-2004 23:39:46

3 01-22-2004 15:12:35

4 01-22-2004 16:43:41 fes
5 01-22-2004 19:47:13 Mo
6 01-23-2004 5:45:47

7 01-23-2004 9:40:45

G 01-23-2004 16:42:27

M| Do v ou like Kraft Dinner
Iesar Tried
es
es

MNever Tried
MNever Tried

$29262 62 62 62 62 o

es

The DHML grid is the most compatible grid and will work on most browsers. It is best used when you have a small or medium
number of columns and dataset.

A

Cut and Paste to Excel
The DHTML Grid allows you to easly move data into excel by simply CLICK and dragging the cells you require then

using CTL + C to cut and CTL + V to paste.

B

Expand Large Data Values
The DHTML Grid automatically displays large data values in a popup when you move your mouse over a cell.

This is usefull when you are searching for specific data or reviewing data within your submission bin.

Select All

Displaying Recards 1 TO 100 OF G641

ID ™M Date Submitted

A

Da viou like Kraft Din H
Mever Tried

Yes I
Yes N
Yes

Mo

Mever Tried

-

Mever Tried %
Yes
Mo

O & 1 01-21-2004 23130025
0 & 2 01-21-2004 23:39:46
O & 3 01-22-2004 15:12:35
O & 4 01-22-2004 16:43:41
O & 5 01-22-2004 19:47:15
O & 6 01-23-2004 5:46:47
O & 7 01-23-2004 9:40:48
O & G 01-23-2004 16:42:27
0 & 9 01-23-2004 16:42:46
Applet Grid

L= e B N R

-
M2 = O

The whole site is very L T would ik B|
The autore
{H) H E, 1

Putting together the Provide
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Iy anlio

onders an I need to S0 maut. 1 The several steps ko Online

L Lile B, E The b icd i AbikE
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Creating ar
Using calcul

Using the kg

.
The autaresponders and notifications are the best, My
non-technical skaff have picked up on how things work and
can da Farms Fram the paint of a dient request to
completing the Forms,

The Forms and auko-res Mak sure vet, Sl ne Mathing et

& stand

How the information co nothing ak the mome nothing at the mome registra

Conditional branching is On pull-down lisks, £ Sometimes during Fo Lagifarr

The Applet grid is best used when you have a large number of columns and a large dataset.
The grid is faster and will allow you to use the integrated filtering fields to examine your data.

A

Real Time Filtering of your Data

Search and filter the data in the table using the powerful filter bar. You can filter on exact matches or sub strings as well
as operators such as <,>,<=,>=, and <>. Right click in the filter row (the bottom row) to activate a column for

searching.
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Mo

Yes
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SEARCHING & FINDING RECORDS IN THE SUBMISSION BIN

. Use the powerful search window to build complex queries and quickly find information. To open the search window
use the Search button at the bottom of the submission bin.

Using the search window, you can create multi statement queries. The screenshot below shows two filter clauses used to
locate specific records. Build up to 10 filters and then join them using the “Match Any” , “Match All” or by creating a
custom search clause

. Click the search button to execute the search. The search results will load in the submission bin and the options “Search
Results” will be added to the viewsffilters drop down menu. As shown below, you can toggle between the search results
and any other filters or views.

parch Window - Microsoft Internet Explorer

Search Panel

Filter 1: | Do you like Kraft Dinner vl contains v IYES | 20

Filter 2: |Ha\te you tried Spirals vlequals V|ND |

Mostrecent | This Month | (orspecify a date range below)

Date Range | | t0| |
MDD

Filter™fiem:Search Results % || Display: 100 W
Filterfiew: Dizplay All

White CF D lik.
Search Mow Ite: 0y i

Watch All

o -

-

EDITING & PRINTING INDIVIUDAL RECORDS

. Click the record icon a to open the record details view. In this view, displayed below, you can edit any of the records
information

. Use the print button to print individual records.

[T Disable Field validation

| [# Update || [F] Insert New || [l Spreadsheet || |=|Toggle || (2a Print |Ii||£|

Record 1D 10

Date Created Saturday January 11, 2003 [ 3 ttps: #vmons lngiforms. comimembers/apps/fapp2/indesx. Imetho d/loadPrint FrameSetfL. E\@Ef
| Detaut Dieplay Terpizte <#][  Manage Templates print '\D:?J

first name |-\James g The firsttime you load ths print page, you will e asked to install an activeX contall You must installtis control

in order to print. The activeX control is 100% safe. Itis used to disable the headersifooters that usually print
when printing from the browser so that you may achieve a cleaner printed page.

userdamain | 3
«[®]
Datab MemberShip Sample I

phone |5[|45554455 oprour: o
PHONE: 604953453407

R PASSVVORD: password
email address |jamESdEan@hUtma”.CUm FAVORITE FOOD: Piza
james
DATESUBMITTED: 0171172002 11:40 AM
T . RECORD ID: 10

favorite food Pizza w STATUS: New
FIRST NAME: James
LOGIFORMS DEPT: Selecta Department

H EMAIL ADDRESS: Jamesdean@hotmail.com
Usermame |James USERDOMAIN:
£ i\_‘




Filters are a key part of managing your data. A filter is a set of rules which dictate what records to display and what fields
to displayed. Using our support form as an example, we have a couple of different filters. We have a filter that we set up
that shows only support requests which are flagged as “New”. Another filter allows us to quickly display any support
requests which currently have a status of “open”

Filtepifiew: Displaw All W || bizplay:100 W
Filter™fiaw: Dizplay All

Select All Displaying Records 1 TO 100 OF 265

e Support Requests
ID M Date Submittec! . First Mame userdomain FiIterNieuu:Dpen upport Ruest k Fawarite Fi

1 & £4 UI-Z1=200% £3716T9 a Filterview:Clased Support Reque olms.ciFizes
O & 25 01-21-2004 23134141 test test test@test.con  Salad
O a 26 01-22-2004 8124125 dfafdsa fdsa@ac.com Pizza
O a 27 01-22-2004 19:36:31 Clyde clydelowrie@yaha Pizza
|:| E_.) 25 01-27-2004 21:14:11 Caedmon bsio07@hatmail.co Pizza
O & 29 02-02-2004 9:28:13 pal paul paul@vyahoo.com  SeaFoc
O a 30 02-04-2004 7:14:31 Tirnot by Eckels timothyeckels@hot Pizza
|:| E_.) 31 02-04-2004 13:57:29 Testing 4052626363 shan@aal com SeaFoc

- 32 02-05-2004 11:51:45 p rock sfg@sdf,com Fizza

[ ]

Click the “Filters / Views” link from the Submission Bin Submenu to create a filter. Select the fields that you wish to
exclude from the filters results. This is useful when you want to simplify your view of the data and can also be used in
conjunction with a sub user account to restrict access to certain data when it is shared through the external access
module.

A filter consists of between 1 to 10 filter clauses. Displayed below are 2 filter clauses. Each filter clause allows you to
select the field, an operator (is, greater than, less than ect.) and enter the criteria to match. As a convenience, if the field
is a multi-select field on your form, all of the options for that field are automatically available to be selected.

At the bottom of the filter clauses is the matching option. Here you can choose to “Match All” to force the filter to match all
of the individual rules defined here, or “Match Any” to simply match any of the rules. The final option is for advanced
users. This final option is extremely powerful and allows you to create sophisicated filters. A more indepth explanation of
this feature is available in our user manual.

Data Filter Management

lJse the following options to create a custorm view of your data. vou can exclude colomns from the view, define the sort order of
the fields and create a filter to display anly selected records. Wiews can be used as restrictions when sharing data.

Save Filter
Selectthe fields to Exclude below (optional)
Mam e —mmeeeeeeeee =
DateSubmitted
Fhone =
Filter 1 Logiforms Dept | » | equals + | Technical Support 3 00
Fitter 2 || DateSubmitted s | equals v | @0

i* Match All @ Match Any ¢ Custorm Match (ddvanced)

One of the most powerful use of filters is when they are used in conjunction with hidden fields. If we use our support form for
example, we have a hidden field on our support form called “Status”. Status is a standard drop down menu with an option for
“New”,"Open”, and “Resolved”. It has been flagged as hidden on our form, so you don't see it when you fill it out. By default the
value is “New”, so all new support form submissions have a status of “New”. When we respond to the support request we
update this value to “Resolved” or set it to “Open”.

Now using the filters and this hidden field we can easily flag data and group it together.
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EXPORTING DATA

. Export your data at any time to excel, or a text file format using the export feature. When exporting data, you can choose

to export all of your records or use a filter to select only specific records to export. Filters can then be saved as “Export
Profiles” and used again for future exports.

. Next, you select the download format and select only the fields you want to export

Forrn Toals I Data Management I Integration I Email Tools m[

Use the form helow to query your data and define only the records you are interested in downloading. You could, for example,
Sub B t Dt A Graph Filters/ Vi T for R d D ata| download all records where the country=USA Onee your download is complete, you will have the option to save this criteria for later
ﬁ uBrissien in & P a2 W rERns ? iitarsiViews ﬁ ranster hecords * = use. In the future you will be able to use this saved profile to quickly download subsets of data

| Preview Filtered Results [ Continue without Saving Save Filter |
1.Di Option 1 - Dr all Data

Select this option to download all of your data in the farmat of your choice.

Filter 1 |[ Lagiforms Dept V| containg Bl Technical Support

2.Download Option 2 - Download selected onh [

Option 2 allows you td™se a query to select only the recaords you want to export. You could, for exam

downlaad all of the da[\gwhere the county = Canada. Or all recards with an i greater than 100, | Select download format

Excel Formatted WaorkBook s

3.Download Option 3 - Use a previous saved selection Excel Formatted V
Use a previously saved download profile to quickly expaort only the records you need Text file (delimited data)

v|és 00

First Mame
Logifarms Dept
aptout

GRAPHS & CHARTS

. The graphs icon in the Submission Bin Sub menu provides graphs for any questions on your forms that are multiple

choice. Click this icon to access the graph section. Within the graph section, you will be able to select a question from
your form and generate a graph, as shown here.

. If you have any filters defined, you'll be able to also select a filter and generate graphs while limiting the amount of data.
This is useful when you are interested in viewing statistics within a sub set of your data.

Select Data Filter Select a field to Chart
|Disp|ayAII w | Favorite Food v
100 I Logiforms Dept
Status
20
60
40
20
Select Data Filter Select g
FastFood (10 Hamburgers (45 Other (&) Fizza (10 Salad &) FI|tEI’NIEWDpEﬂ Suppurt REE'UE o Btatua

Crisplay All
Filter®iew: Qpen Support Reguests




