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Creating online forms for
business and E-Governance



How Is it usually done?

Lots of forms need to be filled in by various parties such as
customers, citizens, vendors and so on

We create forms in Microsofte Office Word / Microsoft Office
Excele and mall these to the target audience

When the completed forms are received, someone has to
manually compile the data in Microsoft Office Excel or a

database
Analysis is possible only after all the data has been compiled
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Problems faced

Even though the forms are in electronic format,
the data needs to be entered twice:

Once by respondents
Once again by the sender (before analysis)

Creating forms is time consuming
Not all users will have Microsoft Office Word on their PC
Once sent, the forms can’t be altered

The security and confidentiality of the data is difficult to
manage

Interim analysis Is practically impossible
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We need a simple method of
creating forms and filling them In
using any browser



The process

= On Ol
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Create form Publish form Fill in the form Gather data
Infopath SharePoint Any Browser SharePoint
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Analyse data
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a2 Office



The best part is that you don't
need to be a programmer to do
all this!



1 Office

Infopath 2007 Is used to create the form.

Let us call the person who is creating the form
as “Initiator”
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Remaove this form
Open a form Get update of this form
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COnline form for business a...

Lj-' On My Computer...
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Design a form
| li_._] Design a Form Template. .. I
Qj Import a Form. ..
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Design a Form Template @

Open a form template Design a new:
L= On My Computer... @ Form Template Template Part
On a SharePoint Site. .. & form template can be shared or published to gather data from users wha fill out the
farm.

E Customize a Sample. ..

D:—;} Forms on Office Online

s Create a form template that
;‘_1 Import... Ay allows you to define the data
= source while you are designing
Recent form templates Web Service Database the form.

testwithformlibrary
Template3 i i
g [ \ji_]

Online form for busine... ] ,
¥ML or Schema  Connection

Fill out a form Library

= Fill Qut a Form...

Enable browser-compatible features only

QK | | Cancel
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P (Design) Templatel - Microsoft Office InfoPath

 File Edit View Insert Format Tools Table Help k Inltlator
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Tasks

Qﬂ] Layout

lUse tables and regions to
arrange items on the form

fYou can now add
various Controls
to design the ata into th

GO rm ﬂ.__j Data Source

Display and modify the data
source for the form template

..::,j Views

Create different views for the
form template

g Design Checker

Review and correct design and
compatibility problems in the
form template

E,_-ﬂ Publish Form Template...

Share the form template with
other users

farm

lﬁ] Help with Design Tasks

Compatibility: InfoPath
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Add a Textbox 2= Rich Text Box
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7 Date Picker
[+¥] Check Box T

(%) Option Button

& Button

IQI Section

Repeating and Optional
Optional Section

H Repeating Section

;ﬁ Repeating Table

Eﬁ Horizontal Repeating Table

= Master/Detail &

Automatically create data source
Add or Remove Custom Controls...

i@ Help with Controls

Compatibility: InfoPath
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P (Design) Templatel - Microsoft Office InfoPath
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~ Design Tasks
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Insert controls:

Standard
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Text Box

\_—

Add a Textbox entering Name ®= Rich Text Box

_'E Drop-Down List Box

m

Add a Drop-Down list box for

1 H Combo Box

Gelecting Country =B List Box
7 Date Picker
[+ Check Box .

(=) Option Button

= Button

IP;II Section

Repeating and Optional
Optional Section

H Repeating Section

ﬁ Repeating Table

Eﬁ Horizontal Repeating Table

= Master/Detail 57

Automatically create data source

Add or Remove Custom Contrals...

@) Help with Controls

Compatibility: InfoPath
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] (Design) Templatel - Microsoft Office InfoPath
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Binding
Standard it
( Field name: b
. abl TextB
We need to give a name to \ Data type: TTENTTENG) &l [ L_: oo
each entry field. These names Sefault Vel =4 Rich Text Box
. . = _'E Drop-Down List Box
will be used for gathering and el 3
e IH Combo Box

analyzing data

Example: Sample Text

=H List Box
pdate this value when the result of the formula is
recalculated. ﬂ Date Picker
Validation and Rules [+ ChedkBox .

["] cannot be blank (&' Option Button
[ Daka Validation.s: l Ize dE_ﬂa u_alldatnn to display errors when users 2 Button
enter invalid data.
’ Rules. .. ] |ze ru_Ies tn apply actions when users change the lgI Section
value in this contral,
Repeating and Optional
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ﬁ Repeating Table

Eﬁ Horizontal Repeating Table
= Master/Detail 57
Automatically create data source

Add or Remove Custom Contrals...

@) Help with Controls

Compatibility: InfoPath
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Spelling
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Optional Section
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ﬁ Repeating Table
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= Master/Detail 5
Automatically create data source

Add or Remove Custom Contrals...

@) Help with Controls

Compatibility: InfoPath
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Backward compatibility a Messages: 0

[ Show report on compatibility with InfoPath 2003
There are no errors or

( \ messages, To chedk the form
template again, didk Refresh,

Design Checker
will highlight
errors, if any
\. V.

Yerify on server

K ][ Cancel ]

-ga,u Help with Design Checker

Compatibility: InfoPath
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Publish the form on the portal
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InfoPath and InfoPath Forms
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Properties...

1 Dx\5Scenario 15th oct. \Business and e-governance
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— To & list of e-mail recipients InfoPath and InfoPath Forms
() To a network location Change Compatibility Sethings. ..

(71 As an installable form template (,js or .msi file)

&) Errors: 0

&) Messages: 0

There are no errors ar
messages, To chedk the form
template again, didk Refresh,

[ ] verify on server

-g; Help with Design Checker
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Compatibility: InfoPath and InfoPath Forms Services
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Country Of Residenc == —
ttp:/fofficesps/SiteDirectory ) tent El This form template is designed for:
Example: http:/fwww.example.com InfoPath and InfoPath Forms
Change Compatibility Settings...
(—/\ ~N @) Errors: 0
= M s 0
This is the URL @ Messages
There are no errors ar o
Of the base messages, To chedk the form
Share Point Slte template again, didk Refresh,
g .
< Back I [ Mext = ll [ Cancel ]
1
[ ] verify on server
-ga,u Help with Design Checker

Compatibility: InfoPath and InfoPath Forms Services
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Publish this form template as a template in a document library. A : tibility Settings...
document library stores forms based on this form template. Users form toa SImple
can apen and fill out forms in the library. You can spedfy which fields Document Libra ry
in the template appear as columns in the library. k 0
(7 Site Content Type (advanced) ' There are no errors or -
A site content type allows this form template to be used in multiple messages, To chedk the form
libraries and sites. You can spedfy which fields in the template template again, didk Refresh,
appear as columns in the library,
() Administrator-approved form template (advanced)
Prepare this form template for an administrator approval.
[ ] verify on server
-ga,u Help with Design Checker

Compatibility: InfoPath and InfoPath Forms Services

m Microsoft PowerPor... | (Design) Business a...




,ﬂ (Design) Business and e-governance - Microsoft Office InfoPath

Initiator

EE”E Edit View Insert Format Tools Table Help

R L RyPreview - AV # B23E F 9 @ 3 & bfDesign Tasks.. | @

11

Efl;{‘urerdana » 10 - B I U ggggig, éE*EE*E?ﬁ? agj_&v_
EjDraﬂTahle j Mo border ~ 1 pt | ~ | &« | Insert~ (T3 [E8 B = & _
i EDesign Checker
Name: Ve
Age: — As this is the first time S
CDI.II'ItI"f of residd What do you want to do?

i@ Create a new document library weare pUbIIShlng the
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() Update the form template in an existing document library form, we WI" Createa

pPath and InfoPath Forms

Document library to update: new ||b|"a rY' ge Compatibility Settings...
\\ @ Errors: 0
Mame Description
P &) Messages: 0
Shared Documents Share a document with the team by a...

There are no errors ar o
messages, To chedk the form
template again, didk Refresh,

’ Cancel l

[ ] verify on server

-ga,u Help with Design Checker
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] (Design) Business and e-governance - Microsoft Office InfoPath
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Field to display as column: ]C':_Ifﬂpatg and;;:’;P:t:ﬁ Forms
: ange Compatibility Settings...
We can choose = EF'E'dS
. . =| MName Errors: 0
the information =T g 9
= &) Messages: 0
we want to see (= Country
There are no errors ar o
when users start messages. To check the form
T template again, didk Refresh,
filling the forms _ P
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on Ilne (MNone: Create new column in this library) El
L Column name:
Age
[] Allow users to edit data in this field by using a datasheet or properties page
[ oK ] [ Cancel ]
[ < Back ] [ Mext = ] ’ Cancel l
[ ] verify on server

-g; Help with Design Checker
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Document Library: Business and E-Q?f \ InfoPath and InfoPath Forms
Location: http:/fofficesps/ o s ce Change Compatibility Settings...
Server Type: InfoPath Forms 3 In addItIOn to pUbIIShlng
Security Level: Domain the form, you can also @ Errors: 0
[¥]5end the form to e-mail recipients. ..} mall It ThIS iS a gOOd QMEssages: 1]
[] Open this document library... f d t There are no errors or -
Way of conduc Ing messages, To chedk the form
Open this form in the browser CU rveys. template again, dick Refresh.
[ ] verify on server

-ga,u Help with Design Checker
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Make the form available for
editing from any browser
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File Edit View

Favorites Tools  Help
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Home Welcome maxofficeceo = | My Site | MyLinks = | (@) | Beta Feedback
] l )
K Democontent All sites - Advanced Search
Home Document Center +  Mews  Reports = Search E
_q_ Home = Sites = Democontent = Business and e-governance
= Business and e-governance
View Al Site Content Mew =~  Upload =~  Actions = Settings - View: All Documents -
ments Type MName Modified ﬁ:ﬁ Create Column N i Mame Age Country Country
= Shared Documents There are no items to show in this view o f&'dd | cqlumn TETE a!:Idmn:lnaI To create a new item, dick ™Mew” or "Upload™ above.,
) information about each item.

® Business and e-

QovVErnance Add Columns from Site Columns

ﬁ:ﬁ Pick from a list of existing columns on =
Pictures thiz site and parent sites.
Lists = | Create View
» Calend m Create a view to select columns,
Aendar filters, and other display settings.
» Tasks
Form Library Settings
Discussions @ Manage se_th'ngs such as permissions,
I columns, views, and palicy.
Surveys
Sites
People and Groups This new Document library was created
Mew Product Plan . .
in SharePoint by InfoPath form.
» Documents
» Pictures
e Right now, the library is empty because
= Discussions there are no records entered.
= Surveys
® Sites
» People and Groups
test -
Done 'Fn'_. Local intranet | Protected Mode: Off #100% -



E Farm Library Advanced Settings - Windows Internet Explorer
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File Edit View Favorites Tools Help
—_— . ~— >
Wk I@ Form Library Advanced Settings ] ‘ ﬁ v+ F] ~ ™= - :.-Page v {fTools
Home Welcome maxofficecen = | My Site | My Links - @ |BetaFeedback =
.
2% Democontent
Home DocumentCenter + | Mews Reports = Search w - Site Actions -
Home = Sites = Democontent = Business and e-governance > Settings > Advanced Settings
Form Library Advanced Settings: Business and e-governance
Content Types
Specfy whether to allow the management of content types on ThIS Setting ma kes your form ava“ab'e fOI"
content type will appear on the new button and can have a uni _ )
workflows and other behaviors. f||||ng using ANY type of browser
Pocument Template Usually a lot of complex programmin Id
Type the address of a template to use as the basis for all new { sua y_a otofco . p ex p Og a I g wou 3
document library. When multiple content types are enabled, thj pe reqU"'ed to achieve this.
a per content type basis. Show me more information. k ‘
—
Browser-enabled Documents Opening browser-enabled documents
Spedfy how to display documents that are enabled for opening both in a browser and a = : : S
dient application. If the dient application is unavailable, these documents will always be — Operin the dient application
displayed as Web pages in the browser, I @ Digplay a= a Web page I
Custom Send To Destination Destination name: (For example, Team Library)
Type the name and URL for a custom Send To destination that you want to appear on
the context menu for this list, It is recommended that you choose a short name for the
destination, URL:
Folders Allow folders to be created in this form library?
Spedfy whether folders can be created in this form library. Chanaing this setting will @ =
not affect existing folders. 2 Yes -/ No
Done €L Local intranet | Protected Mode: Off #100% -
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1.0ffice

Send or Publish the URL of the SharePoint
library to target users

Users can now fill the form using any
browser



E Business and e-governance - Windows Internet Explorer )
7@ User

@ O - |§, http://officesps/SiteDirectory/democontent/Business%20and%a20egovernance/Forms/Allltems.aspx
File Edit View Favorites Tools Help

W I@Busin&ss and e-governance ]_‘ g v Ey v ™= - :kPage~ ) Tools -

Home Welcome maxofficeceo = | My Site | My Links - @ Beta Feedback

xr

-

?
2's '
Democontent All Sites - Advanced Search

Home  Document Cemter »  Mews  Reports = Search E m
- Home > Sites > Democontent > Business and e-governance
[ -~£I] Business and e-governance

Documents _ o MediFiod Medifad B Fherlead
L L s

T =] me i |
:'_-l-\_ Ll Ll LEL LTTEL Dy LUl AL

=
[w]

= Shared Documents Th \’w of the "Business and e-governance” document library. To create a new item, dick "™Mew” or "Upload” above,
= test manmeet . .
_ Clicking on New
= Business and e-
governance button creates a
Pictures new blank form
Lists in the browser

» Calendar
= Tasks

m

Discussions

» Team Discussion

Surveys
Sites

People and Groups m
Hew Product Plan

= Documents

= Pictures

m lists

= Discussions
= SUrveys

= Sites

People and Groups

Done_ €L Local intranet | Protected Mode: Off #100% -

: ;,= .- (o -"'" ﬂ m Microsoft PowerPor... gl Programs and Featu... ,.l"'f"‘ Busineszz and e-gov...



E Business and e-governance - Windows Internet Explorer @ U
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File Edit View Favorites Tools Help
_— — - >
ii? ahy I@ Business and e-governance ] ‘ ﬁ >~ B v o=~ I_‘Ilu Page v i} Tools =

I.H Sawve | Save bs, ., | & Close | = Print Yiew

Name: Cheryll
Age: 29
Country of residence: -

I.H Save 8 Close | =4 Print Wiew

Powered by: InfoFath Forms Services

This form looks exactly like
the InfoPath form.

But this is a pure web browser
form.
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View All Site Content Mew =~ Upload =~  Actions - Settings - View: | All Documents -
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How to use and analyse this
Information?
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Benefits of this approach

Anyone can create forms on their own

Forms can be very sophisticated, yet no programming skill is
required

Data does not need to be re-entered for analysis
Users can analyse data at any point in time

Only valid users can fill in data

Confidentiality of information is always maintained
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Further thoughts

On submitting the form, you can start a business workflow
(approving leave, finalizing a document, taking consensus,
resolving a technical support guestion, etc)

The form can have validations and business logic built in
(requires programming)

The data can be posted in your corporate database instead of
remaining in Microsoft Office SharePoint Server
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When to use Microsoft Office InfoPath forms?

Internal surveys

Customer / vendor surveys

Application / registration forms

Tender / procurement bid forms

Helpdesk call logging

Feedback about company, products, events...
Business processes (order entry, expense claim...)

and more ...
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