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Scope of Use 
 
The Service Request page wizard is used whenever a client wishes to 
implement a standardized information request form with multiple choices and 
answerable questions, and a simple email link is not sufficient.  It can be used for 
a variety of purposes, including an online application form for the Town's 
volunteer boards and committees. 
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Details Tab - Standard Fields 
 
Most of the fields on the details tab are covered in the Standard Details help 
page. 

 

 
 

User Account: This field is a VTH authorized userID or FirstClass® archive 
folder on our FirstClass server to which the resulting email will be sent when an 
enduser submits the form.  This field can only contain a FirstClass user or 
FirstClass archive folder.  A fully qualified Internet email address will not 
work.  Generally speaking we will set it up to go to a folder that can be aliased to 
your VTH desktop that will be called CityST_CommentsArchives, or a similar 
name. 
REQUIRED 
 
Redirect: This is an absolute path to a page to which the enduser will be 
redirected after submitting the form.  This URL must be a complete HTTP 
absolute path including the full http:// address of the page displayed after clicking 
the submit button. REQUIRED 
 
Submit Text:  This option allows you to change the text that appears in the 
button for submitting the form data from your website. 
 
Details Tab - Data Fields 
 

 
 Data Headers: Data Headers (editable fields in dark green) are placed beside 
each appropriate section.  A series of suggested uses have been provided, but 
Data Headers can be changed as needed.  Any section with the Include will not 
have the Data Header rendered whether or not it has been changed. 
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Include: Checking a box in this set renders the form with an editable data field 
with the appropriate Data Header to the Web site.  Unchecking a box in this set 
renders the form without an editable data field or the Data Header.  All boxes in 
this set are checked by default. 
 
Required: Checking a box in this set causes the appropriate data field to be 
required for form submission.  Unchecking a box in this set allows the submission 
of data but does not require it.  All boxes in this set are not checked by default. 
 
Details Tab - Footer Fields 
 

 
 
Include Footer Statement: Checking this box renders a non-editable text block 
to the footer of the form on the Web page.  In addition, checking this box causes 
an editable multi-line text area and the Digital Signature check box to be shown.  
Unchecking this box removes the non-editable text block from the Web page and 
causes the multi-line text area and Digital Signature check box to be hidden.  
This box is not checked by default. 
 
Digital Signature: Checking this box renders a check box to the form in 
conjunction with the Footer Statement that must be manually checked by the end 
user before the form will be submitted.  The presentation of this rendered check 
box on the form makes it clear that checking the box is a tacit agreement to 
conditions indicated in the Footer Statement.  If the box is not checked by the 
user they will not be able to submit the form.  Unchecking this box removes the 
check box from the Footer Statement.  This box is not checked by default. 
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Check Box Tabs (2) 
 
Check Box Item: Each field in this set 
represents a check box with 
associated text that will be rendered to 
the Web page.  Check boxes are 
rendered in two columns inside the 
form on the Web page.  Rows can be 
skipped when adding data to these 
fields. 
 
Checked: Checking a box in this set 
will cause the box rendered to the form on the Web page for a Check Box Item to 
checked by default.  All boxes in this set are not checked by default. 
 
Selections Tabs (2):The 
selections tabs have 
been added to allow this 
particular form to also be 
used as a simple, quasi-
survey.  Where a graphic 
image is used as an 
example you can choose 
a radio button to 
determine the selection.  
If no photo is required 
you can use the Select 
List option.  Keep in 
mind that this form cannot be submitted anonymously. 
 
In the Question field you type in the question to be asked.  In the Choices fields 
you enter in the title of each choice, and in the right hand (green) field you enter 
in a link to the image you want to appear on the page (if desired). 
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By checking Radio 
Buttons the photo 
designated in the green 
photo name field will 
appear next to the 
Choice for each 
Question.  If not photos 
are required you can 
check the Select List to 
present a simple, drop 
down menu choice. 
 
Additional Questions 
Tab 
 

 
 
 Additional Questions (4): Checking 
a box in this set renders an editable 
text area to the form on the Web page, 
prefaced with the text in the multi-line 
text field associated with the check 
box. The text of both the question and 
the answer will be sent in the resulting 
email.  Unchecking this box will render 

the form on the Web page without the associated text and editable text area.  All 
boxes in this set are not checked by default. 
 
Message Body/Free Form Text Area - See the Free Form Area help 
documentation. 


