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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 Microsoft® Office Word / Microsoft Office 
Excel® and mail 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



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



We need a simple method of 

creating forms and filling them in 

using any browser
Let’s see how Microsoft Office 2007 can help us…



The process

Create form

Infopath

Publish form

SharePoint

Fill in the form 

Any Browser

Gather data

SharePoint

Analyse data

Excel



The best part is that you don’t 

need to be a programmer to do 

all this!



Creating the form

Infopath 2007 is used to create the form.

Let us call the person who is creating the form 
as “Initiator”



Initiator



Initiator



You can now add 
various Controls  
to design the 
form

Initiator



Add a Textbox  
control for 
entering Name

Initiator



Add a Textbox entering Name

Add a Drop-Down list box for 
selecting Country

Initiator



We need to give a name to 
each entry field. These names 
will be used for gathering and 
analyzing data

Initiator



We need to 
make sure that 
this form can be 
seen properly on 
any browser

Initiator



Initiator

Design Checker 
will highlight 
errors, if any



Publish the form on the portal

InfoPath form is now published to a new SharePoint web site 



Initiator



Initiator



Initiator

This is the URL 
of the base 
SharePoint Site



Initiator

We will publish the 
form to a simple 
Document Library



Initiator

As this is the first time 
we are publishing the 
form, we will create a 
new library.



Initiator

We can choose 
the information 
we want to see 
when users start 
filling the forms 
online



Initiator

In addition to publishing 
the form, you can also 
mail it. This is a good 
way of conducting 
surveys.



Make the form available for 

editing from any browser



Initiator

This new Document library was created 
in SharePoint by InfoPath form. 

Right now, the library is empty because 
there are no records entered.



Initiator

This setting makes your form available for 
filling using ANY type of browser

Usually a lot of complex programming would 
be required to achieve this.



Filling in the form

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

Users can now fill the form using any 
browser



User

Clicking on New 
button creates a 
new blank form 
in the browser



User

This form looks exactly like 
the InfoPath form. 
But this is a pure web browser 
form.



Initiator

All the records entered by users 
appear here ... 
... Automatically tabulated for you



How to use and analyse this 

information?

Sorting, Filtering and Grouping can be done in SharePoint itself



Initiator



Initiator
This security warning helps 
you prevent damage by 
Viruses
If you don’t know why this 
dialog appeared, always 
click Cancel



You can perform 
detailed analysis 
in Excel

Initiator



Users continue to 

add more records

User



The new records 

can be updated 

directly in Excel

Initiator



You can also specify auto-
refresh on file open as well 
as every x number of 
minutes

Initiator



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



Further thoughts 

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



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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