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Creating Custom Forms 
ForMinistry Website Tool Version 4 

  

 
 
Introduction  
This handout will guide you through the basic properties and functions of forms using the ForMinistry tool.  
For more information, go to the Editor’s Manual or contact the Help Desk.   
 
To get to the form function: 

1. Click on Other in your Item Controls.   
2. Select  Create a New Form Item. 
3. Choose a template form from the list or select Custom Form and click Next. 
4. Insert e-mail address where responses will be sent and select Finish. 
5. When your form is created, click on Customize. 
 

 
 
 
 

How this form is identified in your 
content manager. 

The form title that will be displayed.

The e-mail address that the form 
information will be sent to. 

Message that is viewed after the 
form is sent (ie, thank you 
message)

After submitting form, this web 
address will be shown to redirect 
to. (optional item) 

The information on this form will be 
sent to another Website to be 
processed as well.  (optional item)

 

 
E q u i p p i n g  t h e  c h u r c h  o n l i n e  f o r  m i n i s t r y ®
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Some basic descriptions 
 
 

 
 
 
 
 
 
 
 

Area to insert information such as 
name, address, e-mail, etc. 

Area to insert a password for 
future use. 

Allows user to check for an item 
such as sending more information, 
needing further assistance, etc.

Allows for choosing items out of a 
selection using radio buttons. 

Create a heading for each section 
of your form. 

Area to insert information such as 
questions, comments, directions, 
etc.  (optional item) 

Allows for information to be sent 
for processing not seen by user 
such as categories, instructions, etc.

Allows for choosing items out of a 
selection using a pull down scroll 
list. 

Create an instruction line for a 
particular item in your form.    

Create a column break. 

Insert a 
line on 
your form 
to 
separate 
items.  

Creates a 
space 
between items 
on your form  
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Form Elements 
When one of the form elements is chosen, a form-
editing box will appear to customize each item.  Once 
each item is completed, click on Save in that section.  
To finish with the entire form, click on Save and 
Update. 
 
To the right is a sample form with its different elements 
shown.  Each element will be discussed below, showing 
the Form Editor and what each part will look like.   
 
Remember, each part of the form doesn’t have to be 
used on your form, and you can use parts more than 
once.   
 
 
 
 
 
 
 
 
 
Text Box 
 

  
 
 
 
 
 

The Text box can be used to gather 
smaller items of information such 
as name, e-mail addresses, 
numbers, etc.  

The Text box area with information 
given above will look like this on your 
Website.  (This will be true for all the 
different forms shown below.) 
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Password Box 
 

  
 
 
 
 
 
 
 
 
Check Box 
 

 
 
 
 
 Using the Check Box Editing form, 

you can ask a question that the 
user responds to by checking (or 
not checking) the box. 

Using the Password Form, you can 
allow the user to input a password 
that can be saved and used later. 
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Radio Buttons 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Using the Radio Buttons Form, you 
can create a list of items that can 
be chosen from. 
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Select List 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Select List is a dropdown list 
that users can choose from, one or 
more items in that list. 
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Text Area 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

The Text area is used to gather 
larger areas of information, such 
as questions, comments, etc.

Hidden items are text items that are 
hidden from view in the form itself, 
but seen with the information to be 
processed. (This is an optional form 
element) 


