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WebFormZ Walkthrough Guide 
 
Purpose of this guide 
 
The purpose of this guide is to show you how to create a simple form and publish it.  

WebFormZ is the module of choice for iMIS users who want to create flexible forms and form 
processes. With WebFormZ you can create your own forms and store them within iMIS, and we 
want to show you how simple this is.  

Since the original walk through guide was written (this was based on iMIS 15 and WCM) many 
changes and improvements have been made to the product. One of these changes (in iMIS 
generally) is the presentation of important information in a “dashboard”. We have carried this 
though to WebFormZ which now has a suggested Dashboard of its own. 
 
We are going to do this with two examples: 

 The first is 3 simple questions, just to show you the basics.  

 The second is an event bursary application page that demonstrates some of the power of 
WebFormZ. 

 

Example 1. Simple Library Application 

  
Log into the iMIS staff web site with your usual username and password. 
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Clicking on the “WebFormZ” tab will start the module. If you do not see a WebFormZ tab at the top 
then please speak to your iMIS administrator.  It may be you have not been granted security 
privileges to see it.  

 
The Dashboard  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This is the Dashboard screen. As with other IMIS 20 dashboards, it is based on IQA (intelligent query 
architect) and is fully customisable. It presents the data currently being processed by WebformZ.   
 
For example, from this screen we can determine the number of total Applications made and 
organise them by: 

 The Application status of the given form i.e. its progression through various stages of 

approval all of which are also customisable based on your organisations particular needs. 

(However in general forms that are yet to be completed are marked In progress, while forms 

that are completed on the user end are marked submitted, they can then be further 

scrutinised by you, the operator of the form.) 
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 The type of member submitting the data based on (the type of member can be determined 

by moving the mouse over an individual bar on the bar chart) member types is determined 

by your preferences. 

We can determine the number of applications in the last week, the number submitted in the last 

annum, and the total number of completed application submissions. (in this case there are 198 

open applications although only 41 have been submitted). 

 

Viewing the Forms 
 
Having observed the aggregated information in the dashboard we can now move on to the forms tab 
which shows the list of forms. If you are using your own system this will be blank and you will need 
to “Add new form”. 
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Choosing “select” next to one of the forms displays its properties and criteria allowing modification 
should you have been granted security privileges. 
Choosing “delete” will delete the form provided you have security privileges and the form is not 
active.  
 

Creating a “WebForm” 
 
 
What is a WebForm?   
 
A “WebForm” is a validated data entry form that can be used by your internal “staff” users to 
complete forms for others or a forms that can be created for the use of members to complete over 
the web via your iMIS RiSE web site.  
 
At its simplest, a form can be used to confirm data already in iMIS and make a submission, however, 
most users will want to create forms for more complex specific purposes, for example, a 
membership joining form with a payment or a form to enter CPD into the system, a mailing 
preferences form, an application to volunteer or join a team and there are many other examples.  
 
 
 
To design a new form click on “Add a new Form”. 
 
Form Details 
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Form Code – Mandatory. Enter LibraryApp. This is a unique code describing your form’s function.  
Description – Mandatory. Enter “Library Application Form”. It is helpful if you can to give a full 
description so that the user can find the correct form more easily. This information will be used by 
those wanting to submit a form and by staff users wanting to complete a form on behalf of your 
members. 
 
Start Date – Mandatory. Set to today’s date. The start date is mandatory and determines when the 
form will start to be shown via the iPART based form selector page. If you wish the form to always be 
shown, please do not enter an end date. 
 
End Date – Leave blank for this demonstration. If you are creating a form that you wish to 
specifically expire at a point in the future then you should set an expiry date here. This field is not 
mandatory and if no expiry date is set, then the form will continue to be selected. 
 
Contact– Mandatory. Set it to your iMIS ID. If you don’t know it then click on select then choose 
Name from the drop down, and enter your name. Selecting yourself from the list adds your iMIS ID 
to the form. This is the the iMIS ID of the person owning this form. This could be Manager if you wish 
or if you are divided into departments it would make sense to allocate forms to a staff member 
record within that department. By using this field, it will be easier to review and list those forms 
controlled by a specific user or department.  
 
Status – Mandatory. Set it to Open. 
WebFormZ uses the Status field as the primary way for the form owner to manage the visibility of 
the form. Changing the status from Active to Hold, for example will result in the form being 
suspended from use. 
 
Type – Mandatory. For the purposes of this demonstration, set it to General Form. The form type 
field is used to differentiate between certain types of form so that a user can select forms of the 
appropriate type.   
 
Back Office Code – Leave it blank for now. This field is used to tie the form to a specific record in 
iMIS via the Major_Key.   
 
Active – When your form has been built successfully, this will become set to true. 
 
Now click “Save” to save these details  
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Asking Questions 
 
 
What is a Question?  
  
A form contains as many questions or fields as you want. Fields can be separated into pages and 
sections or just left in a simple list. All the regular field types are covered. If you have been using 
Applications Manager that has a “question library”, WebFormZ is a little different and much simpler 
to use.  You simply create each question line by line and as well as the regular field types, there are 
some special “question” types that you can use. 
 

Label This is any HTML, text or pictures that you wish to add. This is displayed 
right across the form so you can create a good looking form with lots of 
plain English explanations wherever they are needed. 

Page Break Each time you wish to create a page break add a “page break” question 
in the position that you want to create the page break. In the staff view, 
page breaks will be displayed as discrete “tabs” and in the public view 
they will have next previous navigation and be treated like new pages. 

Section A section is a specific area with related questions. You can have no 
sections, one section for the whole form or multiple sections each with 
its own purpose. Each section will be created with its own section header 
when the form is rendered. 

  
 

 
 
Click on the “Questions tab”, and then on “Add New Question” 
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 Question Type  
Mandatory. For our example, please choose “Text” Field. 

 
There are many types of field available to help build simple and complex forms. These are 
highlighted in the following table. 

 

Calculated field A field that is the result of a calculation i.e. field one + field 2 =field 3 

Calendar Shows a calendar prompt and allows date entry 

Check Box A check box that allows an item to be selected or deselected 

Check Box Set A list allowing multiple selections to be chosen. This list can be from either a sql 
query or from values entered. 

Currency Box Numbers are entered as a currency 

Drop Down List A list allowing one selection to be chosen. This list can be from either a sql 
query or from values entered. 

Email Address The entry will be verified to be in the format of an email address 

List Box A list can be displayed. This list can be from either a sql query or from values 
entered . 

File Allows a file to be submitted in the form ( type of file is altered in submission 
settings) 

Hidden The field can be hidden from view 

Label A text label will be displayed 

List Box A list can be displayed. This list can be from either a sql query or from values 
entered. 

Multi Instance Choose this type to start off a multi instance area. One the following fields you 
can then choose which multi-instance panel they are a part of. 



 

© iFINITY plc. 2015 (Updated for iMIS 20.2 August 2015 by William Franks) 
 10 

 
 
 
 

 Question  
Mandatory. Enter Name. This is the question you would like to ask. 

 

 Short Description 
Not mandatory used in some parts of the system to describe the question for this tutorial 
leave it blank 

 

 Length  
Not mandatory. Enter 60. This defines this field to be a maximum of 60 characters long. 

 

 ToolTip  
Not mandatory. Enter “Please type your name”. This is displayed when an applicant hovers 
the mouse over your field. 

 

 HelpText  
Not mandatory. This is displayed when the information button is clicked next to your field 

 

 Check Mandatory to ensure that this question must be answered before this form can be 
saved. 
 

 Now click on “Save and New”. 
  

Numeric Text 
Box 

Numbers only can be entered 

Page Break Inserts a Page Break at this point. A next button will be shown on the form and 
once clicked the following questions will be asked. 

Password Field Passwords will be displayed as asterisks 

Radio Button 
Set 

A list allowing one selection to be chosen. This list can be from either a sql 
query or from values entered. 

Section The section can be defined 

Text Field Text and numbers can be entered (max 255 characters) 

Web Address The entry will be verified to be in the format of a web address 
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Question Creation Reference Guide 
 
For the purposes of this tutorial only a few functions of the question creator are required, however 
for your ease of use we have included a reference guide for its entire functionality: 
 

Question INFO 

Question type 
 

The type of question being entered as outlined above 

Question 
 

The text that will appear to the left of the question box on a 
published form. This text will appear for most question types 
apart from HTML, Page Break and Section Break. 

Defaut value 
 

This is the text that will appear as the data entered into the field 
in the absense of any other user data. 
 

Attribute 
 

This drop down would not normally be used but is reserved for 
special field handling  - for example to signify that field is a special 
data type for example a bank account validated from an external 
data source. 
 

Allow only caps 
 

If this is selected then the user may ONLY enter capital letters into 
the field. 

Enable AuditLog 
 

If you wish to caputure user changes to this field for example for 
address fields and other key or important information then enable 
this for audit. In this case the staff user looking at submisisons will 
be able to see the changes to data in an “AUDIT” tab on the 
submission record. 
 

Tooltip Displayed upon mouse hovering over data entry field 

HelpText Displayed when info button is clicked 

Hide Question 
Caption 

Sometimes for example when you are presenting multiple lines of 
an address you will not want the question text or caption to 
appear on the left (say for exampl – Address Lines 2 and 3) in this 
case check this box to supress the caption. 
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Question Attributes 

Mandatory Queston must be completed before the form can be submitted (if 
a mandatory question is not completed then it will display a 
generic error message – but if you have completed the Validation 
message field then the validation message will appear rather than 
the generic error. 
 

Is Read Only Exactly what says on the box! If this is checked then the data will 
be displayed but no live data entry box. Use this in conjneciton 
with a read rule to present database data to the form for display 
purpose. 
 

Enable First Save Should you want to ensure that the form data for this question is 
ONLY saved into iMIS/Form the first time the save button is 
pressed then use this feature. 
 

Length Enter the length of the field in the case that you wish to restrict 
the length.  DEFAULT: 255 for text area and 30 for text field. 

Control to Compare In the case that the information entered in the field is required to 
be compared agasint “something else” use the Control to 
Compare. 
 

 
Field entered must be Equal to 123 to be satisfied 
 

 
Field entered  must be equal to another field on the form 
 
For example if you want two email addresses and the second to 
match the first then use the name of the question as your control 
to compare. 
 

Comparison Type The possible comparison types are: 
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Access keywords Sometimes you want to protect the data that is being entered so 
even your own staff cant see it. In iMIS you can set security 
keywords and in WebFormZ these keywords can be selected and 
appear as check boxes. 
 

 
 

Mask  
 

 
Here are a few of the possible options that can be used where you 
want to mask data entry. 
 

For Office Use Only Where this field is checked the field is supressed on RiSE but 
visible on the staff website. Our advice is to use the PAGE BREAK 
field and create a separate page to contain all you office use only 
fields. 
 

Include In IQA Search If you wish this field to be searchable in your IQA to retrieve 
submissions then check this box. There is system overhead to this 
function so only include the ones that you REALLY! want. 
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IQA search Prompt 
 

Enter the prompt that you want to appear in the query against 
this field. This is a way of ensuring the text appears in the IQA in 
your specific language. 
 

Include In standard 
IQA 

[] 

Standard IAQ prompt [] 

Validation Info 
Validation Message Enter the validation message to be displayed if the field validation 

FAILS in other words the validation check is not passed. This will 
appear in RED and require the validation to be passed by 
alternative data input before proceeding. 
 

Regular Expression If you require more complex field level validation you can use any 
Regular Expression. We have provide a library of expressions but 
you can add your own. 
 

 
 

Validation Range 
Min/Max 

In the event that you wish to ensure that the data entered into 
the form is between a certain range then you can enter these 
limits in this field. This would depend on the field type: 
 
Numeric Numbers 1 to 100 
Calender 01/01/2000 to 31/12/15 
Check box sets: 3 minimum and 10 maximum 
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Style Info 
Class There is a very flexible CSS library. (CSS Stands for Cascading Style 

Sheet and represents the individual micro level styling of a specific 
element for example a question). We have setup hundreds of 
styles in a library (accessible in system setup) and these appear in 
the drop down. You can create your own custom CSS and if you do 
it will also appear in this dropdown.  
 

 
 
The numbers signify the gap between the end of the question text 
and the start of the data entry field. The large the number the 
wider the gap. 
 

Word/PDF Class IF you have Enterprise or this module then you can specify custom 
and alternative CSS that relates to just the output of a PDF or 
work document. 
 

Search Info 
EnableFinder If this is enabled then the Finder option will be enabled and this 

will allow you to click on the Finder button and open an IQA 
windows to select the result to be passed back intot he form 
based on a complex selection. 
 

EnableAutocomplete If selected the field will narrow based on entering data in the 
current field against the IQA selected. For example… University 
name (query of member_type = UN) and user enters University of 
Ke brings up a list of all those universities that match: 
 
University of Keele 
University of Keeme 
University of Kezer 
 

EnableFreeTextEntry You can either restrict entry to just the results returned by 
Autocomplete or you can allow ANY entry to be made. If you want 
any entry as an option enable FreeTextEntry. 
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External Parameter Info 
Parameter Type There are two types of Parameters supported and most people 

will choose a Query String. This allows you to use a URL that 
contains one or more parameters for example: 
www.abc.com?Source=”ABC”. The parameter is then passed back 
into the matching field 

 
Most times you will also want to flag a parameterised field as 
office use only so the user is able to see and change the 
parameter data. 
 
 

Parameter Name 
 

This field might be called anything but has in the parameter name 
“Source” 

OnlyFor New 
Submission 

This ensures that it is not changed when you edit and re-save. 

Lookup Info 

 This is shown for drop downs, radio buttons and check box sets 
and allows the choices to be dynamic from iMIS via an IQA or 
static if the choices don’t change often. 
 
Once selected this choice CANNOT be edited. 
 

 
Value List option 

 

 
Query List option  

 
 

 
 

http://www.abc.com/?Source=
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The next question should be filled out as in the picture below. It features the check box list form of 
field and allows the applicant to select multiple options from a list 
 

 

 

 
Click “Save and New” again. Then fill out the third question as follows 
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This last question featues the email field and prevents an applicant from inputing anything not in the 
format of an email address using the validate feature. 
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Click “Save”. 
 

Publishing to RiSE 
 
Controlling how a form is published to RiSE 
 
Before a form will successfully publish to RiSE you need to have a valid license for the RiSE builder 
(most WebFormZ users will have this) and you need to edit the options that are in the RiSE tab for 
forms under “Configuration”. 

 
 
You may find that some of the links here have been defaulted but generally it is a good idea to let 
the system do as much of the work as possible. 
 

 
 
Click on the option to create a sitemap link to start the process. During this process there will be a 
pause while the system redraws and sets the values that are applicable to the process going forward. 
This is a normal part of the process. 
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Click on the Website drop down and the system will show you the available options. For RiSE you 
would choose WebFormZ as the appropriate option. The other options allow forms to be deployed 
for a variety of other users. 
 

 
When the screen refreshes, you will see the list of menus in RiSE that has been chosen and you 
should choose where you want to publish the form to. In our case it will be “Membership”. 
 

 
 
If there is a sub folder in the sitemap on RiSE the sub-folder name will be shown and can then be 
selected. 
 

 
 
Next select the content folder from the choices presented. In this case it will be “WebFormZ”. 

 
 
Having selected the content folder to use, check as many of the boxes below as are appropriate for 
the pages that you want to create. 
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Building your form on RiSE 
 
Building forms in RiSE is easy.  
 
Click “Save” and then click on “Build form”. 
 

 
 
The build form button is the instruction to rebuild all the business objects according to the library 
definitions. It is usual for this process to take about a minute.  
 
As a precaution against errors we actually do a trial run and a live run at the object building process 
so if we detect any problems we can generate an error before we accidentally corrupt all the 
business processes. 
 
When the form builder does the build you will see a variety of messages in the message bar. 
 

 
 
Most commonly the system will report, “this form is not up to date”. This is generated when there is 
a change to an already built form and the form rebuild has not yet happened. 
 
When the form build process goes wrong WebFormZ will generate an error in red. There will be an 
error that says that the build process has failed and then another message saying where to look. 
Reasons might include not having indicated a content folder or a lack of questions 
 

 
 
When the build process has worked there will be a blue message saying that the process was 
successful. 
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Accessing Your Form in RiSE 

 
If you now open your RiSE site under the Membership menu you will see that a new form called 
Library Application Form has appeared. Click on it. Then on the next screen click “Apply Online”. 
 

 
 
Scrolling down past the form information you will see your Form. 
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The following example will explore some of the more complex features of WebFormZ. 
 
Example 2. Gathering Event Bursary Requests. 
 
Like in Example 1, from the main WebFormZ view click on “Add a Form”. 

 
Form Details 
 
Now fill out the form in the following way. 
 

 Form Code: Mandatory. Enter “EventBurs”. This is a unique code describing your form’s 
function.  

 

 Name: Mandatory. Enter “Event Bursary Requests”. 
 

 Description: Mandatory. Enter “Form to gather and collate Event Bursary Requests”. It is 
helpful if you can to give a full description so that the user can find the correct form more 
easily. This information will be used by those wanting to submit a form and by staff users 
wanting to complete a form on behalf of your members. 
 

 Start Date – Mandatory. Set to today’s date. The start date is mandatory and determines 
when the form will start to be shown via the iPART (Content Item) based form selector page. 
If you wish the form to always be shown, please do not enter an end date. 
 

 End Date – Leave blank for this demonstration. If you are creating a form that you wish to 
specifically expire at a point in the future then you should set an expiry date here. This field 
is not mandatory and if no expiry date is set, then the form will continue to be selected. 
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 Contact – Mandatory. Set it to your iMIS ID. If you don’t know it then click on select then 
choose Name from the drop down, and enter your name. Selecting yourself from the list 
adds your iMIS ID to the form. This is the the iMIS ID of the person owning this form. This 
could be Manager if you wish or if you are divided into departments it would make sense to 
allocate forms to a staff member record within that department. By using this field, it will be 
easier to review and list those forms controlled by a specific user or department.  

 

 Status – Mandatory. Set it to “Open”. WebFormZ uses the Status field as the primary way for 
the form owner to manage the visibility of the form. Changing the status from Active to 
Hold, for example will result in the form being suspended from use. 

 

 Type – Mandatory. For the purposes of this demonstration, set it to Regular Form. The form 
type field is used to differentiate between certain types of form so that a user can select 
forms of the appropriate type. In future releases there will be more advanced features 
available that allow specific processing to be carried out in a way that this applies only to 
certain types of forms.  
 

 Back Office Code – Leave it blank for now. This field is used to tie the form to a specific 
record in iMIS via the Major_Key.   
 

 
Types of form guide 

 
 

Regular Form 
 

Most common Form type, allows for applications and 
requests, can be pre populated with information 
currently available about the member logged in. A 
Regular form is characterised by having a “SUMBIT” 
button at the end of the form and where the 
submission creates a submission record in the 
database. 
 

Data entry Form 
 

Allows for your database to be continuously updated 
such as using this form as a permanent part of your 
website to allow members to update an email address 
for example. A Data Entry form does not have a 
“submit” button only a “Save” Button. 
 

Review Form 
 

Allows a member of staff to view a previously 
submitted Regular form by a member and add their 
own annotations to the information submitted. 
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 Active – When your form has been built successfully, this will become set to true 
 

 Now click “Save” to save these details and a number of tabs will appear at the top of the 
form. 

 

 Click on the “Questions” tab so we can start to build up a range of questions. 
 
The question should be filled out as in the picture below. 
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Click “Save & New”. Then fill out the second question as follows. 

 
Click “Save & New”. 
 
Now create a Check Box Set, filling out the Description, Length and ToolTip as below. 
 
For the query object click on Browse and choose: 

 
“EventManagement/DefaultSystem/Queries/EventList/ViewAll” 
For Data Value choose “Status”. 
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For Display Value choose “Title”. 
 

 
Now click “Save & New”. 
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Define A Section 
 
A section is a separator between two areas of fields giving a natural division to the questions.  
 

 To define a section, create a form question with a control type of “Section” with a 
description called “Application”. Now click “Save & New”. 

 

 Then create a question, In this case a currency box. It will be displayed after your section 
divider. 
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 Click “Save & New” 
 

 Now add a Text Area question. 
 

 
 

 Once you have created the questions, Click “Save”. The Questions Overview page allows the 
modification, reordering and deletion of them. 
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Conditional Rules 
 
Conditional Rules enable you to display fields dependent upon the outcome of choices and content. 
In other words text field z will only be shown if field y is ticked. 
 

 To set this up create a new question. Make it a combo box with 2 values yes or no, that asks 
if you would be prepared to volunteer at the conference. 
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 Click on “Save”. 
 

 Select the “Monetary Request” Currency Field we entered a moment ago. Click on the 
“Rules” tab 

 

 The first thing the rule asks you for is a unique name. This is the Name you would like to give 
your rule. In this case “BursVolunteer”. Enter a description “If the bursary contribution <£50 
then ask if the applicant would like to volunteer”. 

 

 Check “Is Active”. This is required if this question is to be made active. 
 

 Click on “Condition Type”. 
 
 

Equal To If the “Monetary Request” field is equal the value in CompareValue then start the 
linked question. 

Not Equal To If the “Monetary Request” field is not equal the value in CompareValue then start the 
linked question. 

Less Than If the “Monetary Request” field is less than the value in CompareValue then start the 
linked question. 

Less Than or 
Equal To 

If the “Monetary Request” field is less than or equal the value in CompareValue then 
start the linked question. 

Greater Than If the “Monetary Request” field is greater than the value in CompareValue then start 
the linked question. 

Greater Than or 
Equal To 

If the “Monetary Request” field is greater than or equal the value in CompareValue 
then start the linked question. 

Not Empty If the “Monetary Request” field is not empty then start the linked question. 

Is Empty If the “Monetary Request” field is empty then start the linked question. 

Starts With If the start of the “Monetary Request” field matches to CompareValue then start the 
linked question. 

Ends With If the end of the “Monetary Request” field matches to CompareValue then start the 
linked question. 

 

 

 In Compare Value type “50”. 
 

 In On Success choose “Show Questions” 
 

 In Linked Questions select the question you just entered “Would you like to volunteer at the 
event?” and add it to the selected questions list. 
 

 Choose “Save”. 
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Having built the form as per the procedure outlined previously you will note than when a value 
greater than $50 is entered into the monetary request box no volunteering question is asked. 
 

 
However when this value is equal or less to $50 it will appear as a yes or no question. 
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Submissions 
 
Clicking on “Submissions” will show all the forms that have been submitted. 

 
Clicking on the drop down next to “Select a Query” enables you to filter these results by form name, 
by applicant, etc. 
 
Clicking “select” next to one of the submissions will display that application. 
 
Clicking “delete” will delete that application.  
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To make a new Submission, click “Complete A Form”. 
 

 
The available Forms will be displayed. 
 
Choose “Event Bursary Requests” and click OK. 
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This form is asking for the applicant details to be chosen. In this case we are applying on behalf of 
Larry Miller. 
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The Status tab here defines the current status of this application. We are completing this on behalf 
of Larry Miller, so leave the Status as “In Progress”. 
Click on the form tab, and the application form can be filled out on behalf of the applicant. 

 
 
Clicking on “Save”, will save the application so it can be finished later. 
 
Clicking on “Submit”, closes the form submitting the application for processing. 
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Contacts: 
 
Email Russell Franks: rfranks@ifinity.co.uk 
Helpdesk: helpdesk@ifinity.co.uk 
 
 

 
 

 

 
 
Current news and tips and information on WebFormZ is published to 
http://webformz.wordpress.com 
 
 
 
 
 
 
 
 
 
 
 

Like us on Facebook! 

Follow us on Twitter! 

Visit our Website! 
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