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Macromedia Dreamweaver MX 2004 Forms Workshop 
 
Objectives: 
 
Participants in this workshop will come away with a basic knowledge of how forms work 
on the Internet. 
 
Key concepts covered will be: 
 

¥ How forms work within an HTML Web Browser such as Microsoft Internet 
Explorer, Netscape Navigator or Safari 

 
o Overview of HTTP (Hypertext Transfer Protocol) 
o Form action methods 
o Form Requirements 
o Basic Form Elements: 
o Text Fields 
o Text Areas 
o Check Boxes 
o Radio Buttons 
o Select Boxes (Both Multiple and Single selection) 
o Submit Buttons 
o Reset Buttons 
o Generic Buttons 
o Image Submit Buttons 

 
¥ Building a basic form with all these concepts and methods. The following 

exercises will be used: 
 

o Building a simple employee lookup form 
o Building a page to log someone into the MyMCC portal 
o Building a form to send form field results in an email message. 

 
Assumptions: 
 
Participants in this workshop are assumed to have some prior experience with using 
(not necessarily implementing) forms on the web (such as filling out an online survey or 
making an online purchase). Participants should also have some idea of the basics of 
HTML (Hypertext Markup Language) and a basic knowledge of Macromedia 
Dreamweaver 2004 MX. 
 
Methods: 
 

¥ Interactive presentation using live demos on overhead projector, and participant 
workstations. 

¥ Participant Handouts 
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Objective Notes 
Overview of HTML Forms  

¥ Helpful metaphors 
 
 

 

Basic Overview of HTTP  
¥ Define HTTP 
¥ GET and POST Requests 

 

HTML Markup for Forms  
¥ Form Requirements 
¥ Form tag 
¥ Form elements tags 

 
 

 

Activity 1: District Employee Lookup Form  
  

Activity 2: MyMCC login Form  
  

Activity 3: Email Form  
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How Forms Work on the Internet: 
 
Forms are nothing more than HTML tags used to describe an area on a web document 
reserved for user input, whereas other HTML tags are used mainly for presentation. 
 
Some metaphors: 
 
To make this simple, let's take a look at a type of traditional communication before the 
web existed: 
 
In the not-so-distant past, when you wanted to order something from a catalog, you 
typically got a paper form and corresponding envelope to contain your order. The form 
consisted of areas for what items you wanted, how much they cost, a simple sales tax 
calculation, total cost, etc., and areas requesting information on where to send your 
order when it got fulfilled. When you finished filling out the form you placed all relevant 
information in the envelope, sealed it up, and put it in the mail. 
 
From this example, we can extract a few metaphors to illustrate how forms work. These 
metaphors are: 
 
The paper form itself 
The envelope 
The information on the form 
The postal mail service 
 
Each item and corresponding metaphor is explained on the following pages: 
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The paper form: 
 
Perhaps the paper form looks somewhat like so: 
Hogwarts School of Witchcraft and Wizardry Bookstore Order Form 
 
Item: Quantity Price: 
Bertie Bott's Every Flavor 
Beans 

2 $2.99 

Chocolate Frogs 5 $1.99 
 
Send Order To: 
 
Name: Harry Potter 
Address: 17 Privet Drive 
City: London 
State: UK 
Zip: 145-856 
   
 
   
 
Two things are noticeable here:  Field Names, and Values  
 
The Envelope: 
 
The envelope contains the form when it gets sent in the mail. So in essence the form 
and its contents go inside the envelope. 
 
The information on the form: 
 
The information on the form (the filled out information) become the Values for the Field 
Names (as above) 
 
The postal mail service: 
 
There is nothing too different here about web forms and our catalog example, except 
now the postal mail service becomes the Internet using (HTTP). 
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Basic Overview of HTTP 
 
HTTP stands for Hypertext Transfer Protocol. It is the method with which your web browser 
communicates on the Internet. Without going into detail, it is text messaging on steroids (hence the name 
hypertext), with the participants being computers with software designed to interpret the text as 
commands to interact with the web. 
 
Here's how it works: 
 

 
 
(Reprinted from http://www.kesoftware.com/texpress/support/manuals/texhtml/texhtml1.html)  
 
Most of the time when we sit around surfing the web we are asking remote computers with web 
documents for a specific document. This is known in HTTP as a GET operation. For instance when you 
browse to Ôhttp://www.mc.maricopa.edu/other/ctl/main.htmIÕ , you are using your web browser to ask a 
computer who answers to the name: 'www' on MCC's network domain (mc.maricopa.edu) for a web page 
called 'main.html' in the Ô/other/ctlÕ folder. In the diagram above this concept is illustrated as your 
computer (The client machine) asks the server machine for html content driven by a program (the httpd) 
called a web server that is running on the machine. This is plain vanilla web surfing and tens of millions of 
people do this daily on the internet. In computer speak, here's what an HTTP GET request formed by 
your web browser could look like: 
 
GET /docu2.html HTTP/1.0 
Accept: www/source Accept: text/html 
Accept: image/gif 
User-Agent: Lynx/2.2 libwww/2.14 
From: user@somedomain.com 
 
The web server program actually reads this text and thinks, ÒOk, a computer user wants docu2.htmlÓ. And 
in turn the server reads the web page file off the disk and sends the page across the network back to the 
computer that requested it. 
 
Forms actually can use GET requests to do their work, but they also will use POST requests, which, like 
GET requests, ask the server for some resource, but contained elsewhere in the request and sometimes 
with extra information.   
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Posting your GET and Getting your POST orÉ  
What is the difference between POST and GET? 
 
 
The difference between GET and POST requests are easily detected.  GET requests are sent to the web 
server with the parameters on what is called the query string for the URL requested.  The query string is 
part of the URL and you may have seen them before.  They usually look like a bunch of gibberish that 
appears after the URL but starting with a Ô?Õ.  HereÕs an example with the query string in bold text:  
 
http://www.mc.maricopa.edu/other/ctl/main.html?username=johndoe&action=login 
 
Using the example previously outlined, the request that gets sent to the web server could look something 
like this:  
 
GET /other/ctl/main.html?username=johndoe&action=login HTTP/1.1 
User-Agent: Mozilla 
Host: www.mc.maricopa.edu 
Cache-Control: no-cache 

 
You can easily see the query string in the GET request (itÕs in bold).  ItÕs important to know that one 
reason the web is often called insecure is that messages like this are sent in plain text AND appear on 
the URL of resulting response from the web server.  Poor programmers will use GET requests for form 
logins that require passwords.  Be aware that doing this places passwords that normally get obfuscated in 
the form itself with symbols like Ô*******Õ will appear as they are typed in the request in their full plain text 
format. 
 
A POST request is essentially the same as a GET except the information that would normally be included 
on the query string is actually sent in the body of the request itself.  The text of the request sent by the 
browser could look something like this (using the same example):  
 
POST /other/ctl/main.html HTTP/1.1 
User-Agent: Mozilla 
Host: www.mc.maricopa.edu 
Cache-Control: no-cache 
 
username=johndoe&action=login 

 
The short end of all of this is a form using a GET request could be like someone conducting a survey on 
the telephone and asking for your name, and other information, whereas a form using a POST request 
could be like the survey getting sent to you in the mail on a piece of paper.  ItÕs the same request but the 
containment of the requested information is delivered differently. 
 
This may be more information than you wanted, but now you know if you need to know !  
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HTML For Web Forms 
 
As stated before, web pages use special HTML tags to define a form. Here is the basic format: 
 
<form method="" action="”> 
 
…<some form elements tags>… 
 
</form> 
 
The form tag is like the envelope in our previous examples. The form (envelope) contains the elements 
(form information) and has an address of where to send the contents. 
 
Form Requirements 
 
For forms to work on the Internet there has to be what we will call the 'agent' on the receiving end to 
handle the form information. Otherwise we can build forms all day that do next to nothing. So for every 
form in this workshop we will need 3 major things: 
 

1. The form itself 
 

2. The URL of the 'agent' or program to handle the information upon submission 
 

3. The information required by the #2 item above in order to properly process #1. 
 
Usually, the #2 item above are implemented by people other than web site designers, such as system 
administrators or programmers, so as long as you have #2, and #3, item #1 is relatively simple! !  
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Form Elements 
 
The following form elements will be explained in detail, along with the icon on the forms insert 
bar from Dreamweaver that correlates to it. Space is provided for note-taking to help you to 
learn (if needed). 
 

¥ Text Fields   
 

Example:  
 
 
 

 

¥  Text Areas  
this is the same icon for text fields but the property inspector needs to specify it as having Ômultiple linesÕ: for it to be a text 
area; 

 
 

Example:  
 
 
 
 

 

¥  Check Boxes  
 

Example:  
 
 
 
 

 

¥  Radio Buttons   
 

Example:  
 
 
 
 
 

¥  Select Boxes  
Example of Single combo (dropdown) selection: 
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¥ Example of Single list selection: 

 

 

 
 
Example of Multiple list selection: 

 

 
 
 

¥  Buttons (Submi t, Reset,  Generic) 

 
Examples: 

 
 
 
 
 
 
 
 
 
 
 
 
 

¥  Image Submi t Buttons 

 
Example: 
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¥ Hidden Fields  
 
These are used for making sure that required parameters are passed to the form 
handling program that do not require user input, or that the user 
shouldnÕt modify.  In Dreamweaver, the Design view renders them on 
the screen like so:   
 
This is just so we can find them and change their parameters easily without searching 
through the HTML code for them.
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Workshop Exercises 
 
Activity 1: District Employee Lookup Form 
 

For this exercise we will build a simple form that performs employee lookups on the district 
server. 
 
Form requirements: 
 

1. The form itself (we will build this) 
 
Here are the steps: 
 
 

a. If not already the case, create or open an HTML file in Dreamweaver for editing.  Having 
a previously defined site in Dreamweaver to create or open it up from is okay, but not 
necessary. 
 

b. We will now need to concern ourselves with the tools from the Insert Bar specifically 
designed for Forms editing.  We need to switch to those tools using the selector on the 
top left portion of the Insert Bar.  Drop down the selector and pick ÔFormsÕ. This should 
look like so when you are done: 
 

 
 

c. The first item of interest is the ÔFormÕ tool button itself:   Clicking this button or clicking 
it and dragging it to your web page will place the form or the ÔenvelopeÕ for our 
information on the page.  Do so now.  When you are done the form will show up as a box 
with a red-dotted line for the borders.  This is just a design-time representation of your 
form.  It will NOT show up on your published web pages.  
 
Every form element that we create MUST be placed within this red dotted-line box or else 
the form will not function as desired or even at all.  
 

d. We need the following two form elements: 
 

i. A textbox:  

ii. A submit button:  
 

e. With the cursor anywhere in the red dotted lined-box (the form), click each button once. 
 
OR you can click and drag them onto the page.  Make sure they end up inside the box 
though. 
 

f. Now that the elements are positioned on the page, letÕs make sure the form is at least 
user friendly.  We want to make sure that the user is properly prompted for the 
parameters that will generate the informational results they are seeking.  Give the page a 
title and place some simple banner text at the top of the page like for instance: 
 

District Employee Search Form 
 
It doesnÕt matter if the text is inside the red-dotted line box.  Since itÕs not part of the form 
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itself, it really should go outside the form in theory and practice, but again, it really doesnÕt 
matter.  The form will still work the same and quite well either way. 
 

g. Place the cursor before the text box (you may need to use your arrow keys on your 
keyboard rather than your mouse) and type the text:   
 
ÕEnter a first or last name to search for:Õ 
 
By the time you are finished your form page could look somewhat like so: 
 

 
 
 

2. The URL or 'agent': http://www.dist.maricopa.edu/its/webdial/webdial.php 
 
This URL is the handling program for our form information.  Its job is to take a name and search 
in an online database connected to the web server and retrieve a list of names that match your 
search parameters.  Then it assembles that list and ÔinterleavesÕ it within some HTML code and 
feeds all of that text to your web browser across the network.  So instead of the server feeding 
your browser HTML code that was read from a file located on some hard disk, the agent program 
created the HTML code in memory and feeds it to your browser.  This is what we call a dynamic 
web page.  A requested HTML file from the hard disk of a web server is a static web page 
because it never changes until a human being makes changes to the HTML file.   
 
Our form needs to know the URL of this program (also sometimes called a script) so that when 
the user of the browser hits the submit button the information that the program or script needs 
gets to where it needs to go. To do this, do the following: 
 

a. On your form page, click anywhere within the form itself, but not ON a form element (text 
field, button, etc.)  This ensures that DreamweaverÕs Property Inspector displays and 
prompts for information about our form we are creating.  Initially it should look like this: 
 

  
We are going to fill in the fields to configure the form functionality.  The main one of 
interest is the ÔActionÕ field. This is the ÔactionÕ that the browser is going to take once the 
submit button is clicked.   
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b. All we need to do is to cut and paste the URL (provided above) in this field.  The other 
thing is the ÔMethodÕ choice.  This particular script likes its information sent on the query 
string of the URL or by a ÔGETÕ Method.  Choose that option.  
  
 

c. When done, the properties Inspector should look like so: 
 

 
 
The form name isnÕt really important to the functionality of the form.  Rather it is for 
dynamic elements on the page that co-exist with the form so that it can identify it 
programmatically, and perform validation on what the users of your form type in the fields 
before the request gets sent to the server.  It can be blank or left as the default as shown. 

 
3. The required information: A form element with the name value of ÔnameÕ. This contains 

the search value for the employee we are looking up. 
 

a. We are almost doneÉt he last thing we need is to make sure that we are sending the 
server a ÔnameÕ property.  The script is looking for it and wonÕt process anything if we 
donÕt give it to the script.  To do this we will use the property inspector once again. 
 

b. Click on the text box you created for the name to be searched upon.  The property 
inspector will change to meet or reflect the fact that it is selected:  
 

 
 
Type the word ÔnameÕ in the text fieldÕs name property.  This is case sensitive, and also 
spell sensitive, so make sure that it is spelled correctly and that it actually spells ÔnameÕ. 
 

 
We are done, so now we can test out our form.  Preview the page in a web browser and type a search 
parameter in the text field and click the ÔSubmitÕ button.  You should get the following results: 
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Activity 2: MyMCC Portal Login Form 
 
 
 
For this exercise we will build a simple form that logs a user into the MyMCC portal 
 
Form Requirements 
 

1. The form itself (we wil l build this) 
 
Here are the steps: 
 

a. Create a form following the steps in the previous activity up to letter ÔcÕ of step 1.  Enter a 
title for the page and create some banner text at the top: 
 

Login to the MyMCC Portal 
 

b. We will need two text fields, one each for the username and password.  Insert the text 
fields in a vertical manner. You may want to use a table to get the labels and fields to line 
up nicely.  When you are done, your page might look like so: 
 

 
 

c. We will now need to add 2 hidden fields to the form because the form handling program 
is expecting them and will not function properly without them.  To add and configure 
them, here are the steps:  

i. Click first inside the form (red-dotted line) to ensure the cursor is ready for 
placement of new form elements on the form. 

ii. Click on the hidden form field icon button:  
 

iii. A little yellow icon should appear where the cursor was.   
  
 

iv. Repeat this one more time so that we have two of them.  Make sure they are 
both    in the red dotted-line area. 
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2. The URL or ‘agent’: 

https://www.mc.maricopa.edu/apps/mymcc/Login.jsp (note the Ôhttps://Õ rather 
than Ôhttp://Õ and the capital ÔLÕ in ÔLogin.jspÕÉt hese are IMPORTANT!) 
 

3. The required information: We need 4 elements, one each for the username and 
password, and 2 hidden elements to provide additional information to the form handling program. 
In all we need the following: 
 

a. Username (the actual name of the form element must be ‘uname’) 
b. Password (the actual name of the form element must be ‘passwd’) 
c. Action (this is hidden) 
d. Platform (this is also hidden) 

 
 
 
 

Click on the first hidden form field icon to highlight it so that we can expose and edit its 
parameters.  The parameters we are editing are intended to model the following line of HTML in 
the form tag:  

 <input type=hidden name="action" value="authenticate"> 
Once the little yellow tag icon on the page is clicked we should be able to see the property 
inspector change to look like so:  
 

  
So we fill in the fields of the property inspector for our Hidden Field so it looks like so: 
 

 
 
<input type=”hidden” name=”action” value=”authenticate”> 
 
The mapping of the tag properties if we had done this by hand are shown above also. 
 
We now need to modify the other form field because the URL (in item number 2 below) is 
expecting a parameter called ÔplatformÕ for some reason. No value needs to be passed to the 
form handler, so it can be blank. This was a decision made by the programmers in IT when the 
MyMCC portal login page was created.  We, the web page creators, often donÕt have ALL the 
information on how to utilize a form handler script such as how it works; more often than not we 
just care about getting enough information to just get it TO work at all.  So to satisfy this 
requirement, and also as an exercise, modify the second form field using the steps outlined 
above and change its parameters to mimic the following form tag: 
 
<input type=”hidden” name=”platform” value=””> 
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Activity 3: Email Form 
 
This is a web page function that MANY faculty members ask for, and is fairly easy to implement because 
the hard part of doing such a thing is the #2 part, creating the form handler.  The programmers in ITS 
created a generic email form handler that can take ANY form and spit out the results as an email 
message to you.  This can be useful for the following reasons: 
 

¥ You may want to have a survey where the choices of answers are restricted such as when are 
students most available online during the day so you can appropriately schedule online office 
hours 
 

¥ You may want to provide a simple way for students to email you without requiring them to know 
how to configure an email client with all the server settings on a public computer such as a library 
workstation or a friends computer. 

 
So here is how we will do this using, again, the 3 parts of form design: 
 

1. The form itself (we will build this) 
 
To implement this form, think about web-based email experiences you may have had already 
such as hotmail, yahoo, lycos or even MCCÕs web mail at http://mail.mc.maricopa.edu:8080 .  
Each of these services allow you to access email without configuring an actual email client like 
Mozilla or Netscape or Outlook.  You can probably guess what the form might look like.  HereÕs 
an example: 
 

 
ItÕs pretty easy to see what sort of things we want to implement for this form.  The only thing that 
we havenÕt done yet in this workshop is using a submit image which is what this little icon is. 
 
You should have enough skills by now to know how to build a form of this sort by now.  Go ahead 
and make a form as best as you can as illustrated above.  All the form elelments are text fields 
except for the message area which is a text area. There are going to be a few hidden fields, but 
we will add those in the last step when we name the form elements to conform to the 
requirements for getting the email form to work.  The one thing we havenÕt done yet is to make an 
image submit button.  This is the same thing as a regular submit button, but it happens to be an 
image instead.   
 
HereÕs what we need to do to create this.  ItÕs pretty similar to the other tools weÕve used thus far: 
 

1. The first thing we need is an image file itself to serve as the submit image.  For this 
workshop, a simple envelope icon like you see above should be provided.  Using 
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techniques you already posess, you should be able to import and make this image file 
part of your dreamweaver site.  Assumption of previous experience doing this yields 
ommission of such instruction.  
 

2. Next, we need to place the cursor where we want this image submit buttonto occur.  
Much in the same way you would create a regular image on a page, you can create this 
image submit button, but instead of the ÔInsert ImageÕ method, we use the toolbar icon on 
the ÔFormsÕ Insert bar: 
 

 
 
Click it to bring up the following dialog box: 
 

 
 
Everything else is self explanatoryÑ just like inserting an image in a web page.  Just 
choose the image file name, and click the Ok button. 
 
Your forms page should look somewhat similar to the one you see here (as before): 
 

 
3. This should complete the form creation itself.  Note that use of a table with the border 

size turned to 0 has been used to lay out the form elements.  This makes the form 
readable and more usable.  
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2. The URL or ÔAgentÕ : http://www.mc.maricopa.edu/apps/util/email_form.jsp 

 
This whole URL needs to be in the ÔactionÕ field of the form shown by the property inspector.  You 
get the form properties to show up in the property inspector by clicking on the red-dotted line that 
appears in the document window. As a review, you will know if the property selector for your form 
is properly showing if it looks like this: 
 

 
 
A couple of things to note here is that the full URL as described above is filled in for the Action 
property.  The method of form submission is the POST method.  One other thing that this 
particular script or agent is expecting is what is called the Encoding Type or Enctype for short.  
This needs to have the value: Ôapplication/x-www-form-urlencodedÕ.  ItÕs not important to know 
why for now; just make sure that it is selected.  Otherwise the form wonÕt work when we test it.   
 
 

3. The Required Information: 
 
The following is essentially information already available from a document located on 
MCC’s website at http://www.mc.maricopa.edu/its/tss/pdfs/example_email_form.pdf 
but will be partially reprinted here for convenience.  The information in the document 
assumes some HTML programming knowledge so only the very relevant information will 
be extracted and presented here for this handout. 
 
The URL or Agent (the #2 item) is designed to take form information in a POST request.  
It takes this information and glues it together into an email message and sends it to a 
designated MCC email recipient.  This form is generic so it not only can handle generic 
email type messages, but also ANY other form information you create and have users fill 
out and submit…almost like a little survey.  It can be a handy little tool for you and your 
students to use to create surveys.  This is forms programming ala mode; like getting pie 
(something already desired) with the option of adding ice cream (even better, but not 
necessary).  It depends on what you, the web page creator, wants.  We are just using it 
for creating email messages. 
 
 

1. First, we need to have at least one hidden field with the name of ÔtoÕ; the person who is 
going to be receiving the email messages**.  It should be implemented as a hidden form 
field: 
 
To: <input name="to" type="hidden" value="teacher@mail.mc.maricopa.edu"> 
 
This tag specifies where to SEND the submitted information/message.  You should know 
enough by now how to create a hidden form field.  It can be anywhere on the page as 
long as it is inside the red-dotted line.  Go ahead and create it now.  If you need a hint on 
how to do this, refer to the previous exercise. 
 
**For the value of this form field, you MUST use an MCC email address--one which 
ends in mcmail.maricopa.edu or mail.mc.maricopa.edu or the form will not work.  
This is done to restrict use of the form program to MCC users only. 
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2. Next we need to modify the form elements to have names or parameters to correspond 
to the following diagram: 
 

 
First the field that we are using to specify the email address of the sender needs to have 
the name of ÔfromÕ.  We select it by clicking once on it with the mouse to expose the 
fieldÕs properties in the property inspector: 
 

 
 
Click on each form field in Dreamweaver to expose its properties in the property inspector 
and modify the form field name to correspond to the diagram below: 
 

 
 
Finally, we need at least one more hidden form field.  One with the name of ÔoutputÕ to 
specify the output message that will display to them when the message is sent, or one 
called ÔfwdÕ that will redirect them to a web page, either in your website, or inside a 
WebCT course, etc.  These form fields (as examples) are as follows: 
 
<input type="hidden" name="output" value="Thank you for your input"> 
<input type="hidden" name="fwd" value="http://www.yahoo.com"> 
 
Choose one or the other to implement.  You need not put both in because it is not 

subject 

msg 
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necessary.  The output parameter simply changes the message you see on the resulting 
page.  The ÔfwdÕ paramter actullay forces the browser to move to a different page other 
than the default results page, so if you have an output parameter, you wonÕt see the 
output on the default page anyway.You should have enough skills by now to insert one of 
these hidden form fields into your form.  Once they are there and configured properly, 
you can test out your form to see if it works.  Preview the form page using the F12 key or 
by using the ÔPreview/Debug in BrowserÕ button in Dreamweaver. 
 
 
 
Fill out the form and click the ÔsendÕ button. You will have to access your email to find out 
if it worked.  If it didnÕt it means you didnÕt type in the form field names properly or forgot 
to add one of the essential ones.  Review the process/activity as outlined above and try 
again.   
 
Once it is working, you should take note that ANY other form field you insert in the form 
will have itÕs name-value pair dumped and appended to the end of the email message.  
This will give you a survey effect for your form so you can collect information from your 
students.  ItÕs also a good way to practice your form creation skills. It will appear in your 
email like so: 
 
name1=value1 
name2=value2 
(etc.) 
… 

 


