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Creating Forms

What is the purpose of creating a form?

Forms are a type of landing page that allows partners to generate leads through form submissions.
Partners can use forms to execute lead-generating marketing activities, such as email campaigns
and banner ads from a single location. By using forms, partners can qualify, manage, and track leads
as they are generated.

Forms may also include incentives, such as whitepapers, product brochures, and ebooks,
to entice prospects to complete the form and become leads. These incentives can be gated,
meaning only available after a form is submitted, or non-gated, meaning always available.

How do | create them?

When creating forms, start by copying an existing form to use as a framework. Be sure to select a
form that mirrors the type of form you want to create. (In other words, the template you select
should maintain the same structure as the previous version).

Once copied, update the content & images, form fields, and links within the content tab. Then create
a confirmation page and email.

(Note: In this lesson, you practice updating several fields within a copied form of your choice. You
will not update every field available.)

What will | do in this lesson?

By the end of this lesson, you will be able to do the following:

= Edit links & images
= Addaform field
= (Create a confirmation page

= Copy aform
= Create form settings

= Edit banner content
= Edit body content

= (Create a confirmation email

= Publish Form (This step is for reference only. Do
not publish practice content created during
this onboarding program.)

To complete this lesson, you must download the assets located within the Building your Content

Block. Once downloaded, save each item to your local drive.
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Steps

COPY EXISTING FOR

1 In Content Manager, from Current Program, select Setup Content.

2 From the toolbar, select Tactics > Forms. A list of existing forms appears.

3 Place a checkmark next to the form you want to copy. Then click Copy.

Current Program: | Setup Content
VENDOR .o

a . = =] = B v R m B : ] = o
P Fesulis1-10f1
Campaigns
v Name Translation Status. Campaign Programs. Groups.
A Robot o
Avchive Iirﬂq o g

4  From the folder drop-down menu, select a folder to copy your form.

Copy and assign tactics

Give this new tactic a name and then select who you would like to assign this tactic to so they can update it and make any necessary changes.:

Assigned To: Team, Design w

Folder: - Practice Folder ~

5 Click Save.

CREATE FORM SETTINGS

1 From the Folders panel, select the folder that contains your form. Then select the copied form.

VE N Do R Current Program: Setup Content | | % Program List
LOGO

Tactics Templates Dynamic Pages Campaigns Products Portal Content Manager
& Email @ Social [ Banner Ads B Pages B Forms B Videos [ Content Syndication B Files B Events = Nurturing £ Settings
Folders R coit
L Results1-30of 3
Campaigns O~ Name Translation Status Campaign

A Robot for Every Person

;
"
Archive
Creo 8 Teaser LP [m] EI Vendor Campaign 02 Landing Page

MDF Request Form

Creo 8 Teaser Landing Page
I Practice Folder [§] = sEeneng e

Vendeor Campaign 04 - Landing Page
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2 From the toolbar, select Settings.
3 In the Name field, type My Practice Form
4 In the Description area, type. This is my practice form.

5 In Custom Thumbnail, click Allow system to overwrite your thumbnail with a generic version.

VENDOR.sco

Tactics Templates Dynamic Pages Campaigns Products Portal Content Manager

£$Settings | M Content & Assets & Confirmation Email % Distribution  I= [l Page Content
X Cancel Share
* Name: IMy Practice Form l

Original Template: Landing Page Template

Description: IThis is my practice form
Assigned To: Team, Design v
Campaign Tracking Variables

Campaign: (none]

Source: fing .

Creative: (none)

Choose File | Mo file chosen

qu system to overwrite your thurbnail with 3 generated version

Thumbnail image: (File must be in the following formats: jpg, gif, png and 200 x 150 pixels)

Custom Thumbnail:

6 In Would like to make this available for pulling from the managed library?, click Yes. Additional
setting options appear.

7 In Enable testing mode, click No, disable testing mode, | am sending out this campaign.

8 In When would you like this to be available in the managed library, click Always.

9 In What program would you like to use the campaign in?, click Setup Content.




StructuredWeb www.structuredweb.com

10 In Would you like to limit access based on account profile fields, click No.

Would you like to make this available for pulling from the managed library:

O Mo

Enable testing mode: (Note: Make sure you copy all accounts)

(O Yes, | am still testing this message.

| @ Mo. disable test mode | am sending the campaign out.

When would you like this to be available in the managed library?

[oe] uring the following peried

y
Feature Campaign:

[0 Feature this campaign in the library
What pregrams would you like to use this campaign in:

[ CMS-Live
[[] CMS-S=tup
[ Partner Marketing

etup Content

Would you like to limit access based en account profile fields:

® Mo

O Yes

11 In What attributes would you like to set for this asset? select all attributes.

What attributes would you like to set for this asset:

* Languages

[ All

English (United States)
[J English (United Kingdom}
[ Spanish

* Marketing Focus

All
Prospects
Existing Customers
Enterprise

SMB

12 Click Save.
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EDIT BANNER CONTENT

1 Note: In this section, practice updating banner heading and content. The fields in which you enter
the content may differ, depending on the form from which you are building.

2 From the Forms toolbar, select Content > Edit Content.

VENDORsco

Tactics  Templates  DynamicPages  Campaigns  Products  Portal Content Manager

workweb.com/Vendor-Campaign-04-Landing-Pagel

&# Settings sets = Confirmation Email ¥ Distribution i= Advanced Options &) Page Content il Related Tactics
Form Layout:
3 Select Table View Edit.
VENDOR.cco
Tactics Templates Dynamic Pages Campaigns Products Portal Content Manager
Page: https:/fvendorco.atworkweb.com/Vendor-Campaign-04-Landing-Pagel
{} Settings = Content 3 Assets := Confirmation Page ¥ Confirmation Email % Distribut;

‘ Download html m Translate All
In-Line Edit Table View Edit

4 To update a banner heading, in the appropriate row, click Edit. Then copy and paste:

Are sky-high payment processing fees eating into your profits?

ot profits?

[Bzar

Banner Heading:
In-Line Edit Table View Edit

Banner Sub-Heading:

B CTA Link: .

""""" = Banner Heading: *Banner Heading

Banner CTA: Geta Quote [@ear lare sky-high payment processing fees eating in your
4

Weloorme Ares: @) profits

3 £z

5 Click Save.
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7 To update banner content, in the appropriate row, click Edit. Then copy and paste:

Our customers save an average of $30K in fees annually Switch to Vendor X and pay one low
fixed rate.

(o
Banner Heading: Are sky-high payment processing fees eating in your prefits?
= Banner Sub-Heading:  »ganner sub-Heading
Banner CTA: = [Our customers save an average of S30K in fees annually
Switch to Vendor X 2nd pay one low fxed rate
Welcome Ares: =

3 2

7 Click Save.

7 Click Save & Refresh Preview. Review your changes in the preview pane on the right side of
the page.

m Save & Refresh Preview

EDIT BODY CONTENT

1 Note: In this lesson, you practice updating body content. The fields in which you enter the content
may differ, depending on the form from which you are building.

2 From the Forms toolbar, select Content > Edit Content.

VENDORusc

Tacties  Templates  DynamicPages  Campaigns  Products  Portal Content Manager

Page: hitps:/

ng-Pagel

¥ Confirmation Email ¥ Distribution

n
o

ats &) Page Content &l Related Tactics
o ideered

Form Layout:
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3 Click Table View Edit.

VENDOR .o

Tactics Templates Dynamic Pages Campaigns Products Portal Content Manager

Page: https://vendorco.atworkweb.com/Vendor-Campaign-04-Landing-Pagel

ﬁ Settings ¥ Content 3 Assets i= Confirmation Page ¥ Confirmation Email % Distribut

‘ Download html a Translate All
In-Line Edit Table View Edit

4 To update Body content, cli, click Edit. Then copy & paste:

We're bringing payment processing fees back down to Earth

Vendor X set out to change that. With one low fee, expedited processing, and clear simple
terms, we put more profit in your pocket and less complexity in the process. Half-a-million
companies just like yours have already switched to Vendor X and are saving an average of
$30K every year. Could be your time to join them.

Banner Heading: Are sky-high payrme: ur profits? LED) Welcome Area: *Welcome Area
Banner Sub-Heading: B [ Imagelibrary o Webstte Links
. @@ & @ % Qty FL = -
Banner CTA Link: Heoa|
EE=0 Q= Ko Bsoue
Banner cTa: G te & oit|
Font size ~ | Insert Page Break for Printing | & X, %x* S I E
Welcome Area: s - =

We're bringing payment processing fees back
down to Earth

Let's face it — payment processing fees are toe high, payouts take oo long, and the whole thing is
way too mysterious.

Vendor X set out to change that. With one low fee, expedited processing, and clear simple terms

we put more profitin your pocket and less complexity in the process. Half-a-million companies just _

body div hi 4

DR

5 Click Save.

6 Click Save & Refresh Preview. Review your changes in the preview pane on the right side of the
page.

ﬂ Save & Refresh Preview
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EDIT LINKS & IMAGES

1 Note: In this lesson, you practice updating links & images. The fields in which you enter the content
may differ, depending on the form from which you are building.

2 From the Forms toolbar, select Content > Edit Content.

VENDOR o

Tactics  Templates  DynamicPages  Campaigns  Products  Portal Content Manager

Page: https://vendorco atworkweb.com/Vendor-Campaign-04-Landing-Pagel

ts 3= Confirmation Page % Confirmation Email % Distribution = Advanced Options  JPage Content i Related Tactics

£ setting

Settings e | @ hsse
e

Form Layout:

3 Click Table View Edit.

VENDORcco

Tactics Templates Dynamic Pages Campaigns Products Portal Content Manager

Page: https:/fvendorco atworkweb com/Vendor-Campaign-04-Landing-Pagel

{} Settings % Content 3 Assets := Confirmation Page % Confirmation Email % Distribut:

‘ Download html a Translate All
In-Line Edit Table View Edit

4 In the appropriate row, click Edit. Click to highlight the image, then click Image Library. A box

opens.
Left Block 01: B a.
Left Block 01: #Left Block 01
@ Wersia ke
XbhEhEE e % Qi L =M

WE=E©Q Q& 2 2 @souce
Font | size - A-D-||B I U S x x

One low fees = =

Take payments for one low. fixed 3% fee

Visit the Website.

One low fees

body div a img 4

5 Click Save.
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6 Click Upload Image > Choose File. Then select LandingPage_Image.png from your local drive.
(Note: this image is included in your download packet)

*Left Block 01 *Left Block 01

Image Library * Image Library x

Team, Design\ Team, Design\
o+ New folder + New folder |File:
Choose File |LandingPaqumagejpg

[ EEEN  Search: X Cancel [S] Sa\«el B Save & Insert

O g Images

7 Click Save & Insert.
8 Underneath the new image, copy and paste the following:

One low fee
Take payments for one low, fixed 3% fee.

Visit the website.

9 Highlight Visit the website. Then click the link icon. Copy and paste www.structuredweb.com.

Left Block 01: Left Block O1
- age Library 2 e Li
XD B EE @Y« Qt =5[] m
1L X
m = g Link
Link Info Target Advanced e
= = = E LinkType
WE & URL v
. 1\%» '_r_] Protocol I
- i\ httpl | www stricturedweb.com ]
I #ia _‘L_
One low fees
Take payments fol
Visit the Website
n Cancel

10 Click OK.

11 Click Save & Refresh Preview. Review your changes in the preview pane on the right side of the
page.

ﬂ Save & Refresh Preview
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ADD FORM FIELD

From the Form toolbar, select Content > Add a Field.

VENDOR:co

Tactics Templates

Dynamic Pages Campaigns Products Portal Content Manager

¥ Content <

Cenfirmation Pa

= Confirmation Email % Distribution

From the Add a Field box, select the Contact field.

VENDOR o

Tactics Templates

Dynamic Pages Campaigns Products Portal Content Manager

Page: https://vendorco

orlkweb. corr

Add a Field

ol are lecking to add to this form and then click on the field type to begin creating the fizlds.

list of the contact fields that are supported in the CRM system. This will allow you to create ney

Profile Fields

Profiles allow you to divide your customers into different segments so that you can analyze them, and market to th

Form Fields

Form fields are fields where the information does not need to carry beyond the form like contact or profile informs|
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3 On the On Form column, next to Country, check the box.

VENDOR.cso

Tactics Templates Dynamic Pages Campaigns Products Portal Content Manager

Page: https://vend tworkweb.com/Vendor-Campaign-04-Landing-Pagel

Add a Field

To add contact figlds to the form just check the boxes in the ON FORM column. If you would like to make those field
OnForm Required Field Rename

Company

First Name

Last Name

Phone Number

Email Address

O O Address

O O City

O O State

] O Province/Region
O Country

4 Click Save.

5 On the Form, drag and drop the Country field, to the bottom of the Form. Review your changes in
the preview pane on the right side of the page.

FIND A BRAND Y PARTNER

*Required Fields

X *First Name

T

X Country |

Select & Country A

X *Last Name

X *Phone Number

X *Email Address

X *Company

s

Click here to view the [MarketAsset11502]
privacy policy.
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CREATE CONFIRMATION PA

From the Form toolbar, click Confirmation Page.

2 Select Create New Page.

In the Text box, on the banner image, copy and paste:

Are sky-high payment processing fees eating into your profits?

o

O Copy Existing Page

@® Create New Page

Confirmation Content:

You can use the following merged fields in your confirmation message

[FirstNamel, [LastNamel. [Company]. [Emaill
. [AccountCountry]

You can also use the following merged fields to add account information to the confirmation page: [Account!D], [AccountCustomID]

f you use the merged fields you should make sure that those fields are required on the form because otherwise they will be replaced with a blank space.

H Savetolibrary @ Browse Library [J ImageLibrary ¢? Website Links [] Merge Fields

= RA

2% Z) [ source

3]
H
(1]
®
te]
0

B Lie =

B @ @ @ % Q b3
A-B- B I US x x* 1= := 3

Font - Size ~

Sl‘rucru'r.e.q'y}/eb

4 Click Save.
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CREATE CONFIRMATION EMAIL
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1 From the Form toolbar, click Confirmation Email.

2 In Would you like to send an email confirmation to the customer that filled out the form?, select

Yes.

VENDOR s

Tactics Templates Dynamic Pages Campaigns Products Portal Content Manager

Page: https://vendorc

%

gs % Content % Distribution

You can use the following merged fields to add contact information to the email
Email]. [FirstNamel [LastMamel. [Company). [Usernamel, [Password]

f you use these merged fields you want to make sure that you make them required on the form because otherwise you could end up with blank areas in your email.

You can also use the following merged fields to add user information to the email
UserFirsthamal. [UserLastName], [UserEmail, [AccountlDl. [AccountCustomiDl. [AccountCountry]

you like to send an email confirmation te the customer that filled out this form?

No

® Send HTML Email
© Send Text Only Email

Email Subject:
Thank you for submitting your request

Page Content:

W Sevewolibrary @ BrowseLibrary [& Image Library @ Website Liks [] Merge Fieids

B &G & % Qb

I 3L B Source

Font - sz - A-B B I U S X% x

Dear [FirstName]

Thank you for taking the time to fil out our form.

Sincerely,
[UserFirstName] [UserLastName]

lated Tactics

3 Click Save.
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ACTIVATE FORM

1 From the Form toolbar, select Settings.

VENDOR.c

Tactics Templates Dynamic Pages Campaigns Products Portal Content Manager

£¥ Settings = Content B Landing Pages & Assets [¥] Tasks & Alerts . Call Tracking

* Name: My Practice Form

From What programs would you like to use this campaign in, select the appropriate program. (in
most cases, this will be Partner Marketing).

What programs would you like to use this campaign in:

O CMS-Live
O CMS-Setup

Partner Marketing

Setup Content

Would you like to limit access based on account profile fields:

@® No
O Yes

3 Click Save.
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