Creating Simple On-line Forms for Your Courses

When you have a form you’d like students to fill in and submit (not a quiz or test, but a something like a course contract, for example), you may do so and create a link to the form inside your Blackboard course. Here’s how.

1. Open the document you’ll use to create the form.

2. Open Front Page. (You’ll need a Front Page Web account; see Chad Blohowiak for the account.)

3. Open your Front Page Web and open a new page.

4. Copy the text of the form from word into the new Front Page Web page.

5. In Front Page, click on “Insert” and select “Forms(Insert Form” from the drop-down menu. A dotted-line box will appear. Inside the box you should see 2 buttons: Submit and Reset.

6. Press the Enter key to move the buttons so you can insert your fields (the places online into which students will type information).

7. Click on “Insert” and Select “Forms(One-line Text Box” as many times as necessary to enter the number of field(s) you want in your online form. 

8. Next to each of the fields, type the name of the field, e.g., Date.

9. Inside the blank field box, right-click the mouse and select “Form Field Properties” from the pop-up menu.

10. Type in a name for the field, e.g. Date, and click OK.

11. To create an automatic e-mail message that will send the field information to you, click right-click inside the dotted-line box (not on a word or a field) and type in your e-mail address.

12. Click on the tab called “E-mail results” and fill in your e-mail address. Fill in the E-mail address Subject header with something that will identify the form, e.g., Econ Course Contract” and the reply line, e.g., “Receipt: Econ Course Contract.”

13. Save the file into a folder called “Forms” or “Online Surveys” or something more appropriate. (To create a new folder, click on the first item in the folders list, http://its.foxvalleytech.com/lname, and name it.

14. Click the filename and drag/drop it to a new page. 

15. So the form opens in a new window, highlight the filename and click on the hyperlink icon (looks like a little world with a chain link on it). Click on the pencil button next to the Target frame field. Select “New window” and OK.

16. Double-click the filename.

17. Open the HTML page

18. Click Edit(Copy.

19. Open your Blackboard course item and paste the link into the item. Submit the Blackboard item and OK it.

20. Close all applications following usual procedures.

