ONLINE FORMS (WEB FORMS)
PAPER BASED FORMS
Firstly, before we think about web forms or online forms, let’s take a moment to look at how people use paper forms. It may seem obvious and simple but it will help you relate how to use online forms.
For example, if you wanted to be considered for a job at a supermarket. The supermarket would ask you to provide information about yourself.  You may be sent a paper application form -  similar to the one shown below.
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Upon receipt of your application form, Morrisons will be the Data Controller of your personal
data. Morrisons will hold all the information you have given on this application form for legal
requirements and for the purposes of personnel administration and statistical analysis.

Your information will be held on a manual file and will also be entered in its current or altered
format onto the company’s computerised database. No information may be passed onto a third
party unless contracted to Morrisons for specific employment services without your express
agreement unless required by law.

Your signature below indicates your agreement to the above.

Declaration

I declare that the information given on this application form is, to my knowledge,

true. | understand that if it is subsequently discovered that any statement is false or
misleading, my offer of employment may be withdrawn or | may be dismissed from
my employment by the company without notice. | alsc agree to a medical examination
if required.

If | take up employment | understand it may be necessary for security purposes for
Morrisons to carry out a credit reference check on Senior and Duty Management, all Cash
Office employees, Warehouse, Petrol and Pharmacy Management, Checkout Manager and
Security and Central Salaried Personnel.

Please tick here if you have any objection to such a check being undertaken. ]:[

It must be understoed that for certain jobs, a refusal may preclude an offer of
employment being made.

At any time after employment has commenced the Company may require the provision of
a Subject Access Report for certain positions. Failure to provide this document or if the
Subject Access Report is deemed to be unacceptable we reserve the right to terminate
your employment. It is the Company’s sole right to determine if the information provided
is unacceptable.

Please tick here D if you have any objections about obtaining this report.

Signed:

MO DRMIMEY Y Y ¥

Location issued:

Return to: Closing Date:







ANALYSING HOW PAPER FORMS ARE USED

The process of applying for a job using a paper form is:
1. Read.  

Check the form to see that it is the correct form for you.
2. Fill.  
You would fill in all the boxes with the required information.

· Be careful not to make mistakes.

· Try to enter the information in the correct way 

For example, dates, times, post codes, phone numbers should be written in the correct way and in the correct boxes.

3. Check. 
Check again for any mistakes and correct them if possible.

4. Submit. 
You would return the form to the company or organisation.  You may send it in an envelope by post or you might hand it in personally. 

This is called submitting the form.

5. Feedback. 
You would then have to wait for a reply or some communication from the company. They might contact you some time later to let you know if you were successful.
This is called Feedback.
WEB FORMS
Forms are used on almost all websites.
· Anything that you fill in on a website is called a web form.  
· A web form allows a computer user (that’s you!) to input and submit information into a computer system. This is similar to how you can give information on paper forms.
You will use a web form every time a website needs information from you.
You might need to give information when you:
· Apply for a job through a website
· Apply to a college using an online form
· Want to register for a service online such as email or information bulletins

· Want to find or search for information that can’t be found easily using web links.

· Fill out a questionnaire or survey 
· Pay for goods or services online
ANALYSING HOW WEB FORMS ARE USED
Web forms are similar to paper forms in many ways. 
On page 2 the process for filling out a paper job application form is explained. On the next page we analyse how you would do it with a web form.

· Before you can complete an online job application form you would need to find the correct webpage.  You would need the web address to get to the correct webpage.
You may be given a web address in an advertisement or on the telephone.  You could also be guided to the correct webpage through the use of a link from an e-mail or an online advertisement.

The process of applying for a job with an online web form is:

1. Read.  

Check the form to see that it is the correct form for you.
2. Fill.  
You would fill in all the boxes on the web form by clicking on text fields to enter text and making selections such as checkboxes and radio buttons.
· Be careful not to make mistakes.

· Try to enter the information in the correct way 

For example, dates, times, post codes, phone numbers should be written in  the correct way and in the correct boxes.

3. Check. 
Check again for any mistakes and correct them if possible.
The next two stages are the most different. These 2 stages are very linked to each other.

The interactive element of computers and the web is used in these 2 stages. After the user (you) submits the form, the computer system will attempt to process it. Processing can fail if the form has been completed with errors or missing information. The user will be asked to try again to complete the form correctly.
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The information you are asked to provide will be used to assess your suitability for the position for which you are applying. All
information will be treated in the strictest confidence.

Please ensure that you complete all sections of the application form in full, if you need any help completing the form, or you require
the form in an alternative format, please contact the Personnel Department at the store/site of interest.

Personal Details

Title (Mr, Mrs, Miss etc.) Address

First Name(s)

Surname,/Family Name

Tel No. {incl. std code) Post Code

Mobile No. Email address

Are you over 18? l:l 1:| If no, provide date of birth l:ll] l:“:' I:l Have you completed this form yourself? D D

Emergency Contact Details

Contact Name Address

Relationship to you

Tel No. {incl. std code)

Mobile No. Post Code

Vacancy Details

Position applied for:

If you are not applying for a specific vacancy, what type of work are you looking for?

Where did you find out about the vacancy? e.qg. in store, newspaper advert, job centre, other (please state)

Which location/store is of interest?

Are there any other locations you would consider?

Would you be willing to relocate? (Management only) Ves I:{ NO l:l

If yes, please give details:

Do you hold a valid full clean driving licence? Yes D No [:I OR No driving licence D

If no state endorsements and dates

Education

Please detail any qualifications relevant to the position you have applied for or that you would like us to be aware of:

Qualification(s) School /College /University





4. Submit. – This part is quite different to paper forms.
You need to return the form to the company.  At the bottom of the webform there will be a button. The button will have a positive sounding label such as:
GO  SUBMIT  DONE  COMPLETED  SEND  NEXT  ACCEPT  FINISHED
To send the form OR to progress to the next section of the form you must click on the button. 

NOTE: Sometimes a form is split in to several sections. The form is only sent to the computer system when the last section of the form has been completed and submitted. 

This is called submitting the form.
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5. Feedback. Again this part is very different to paper forms.
· Web forms are USUALLY designed to give you feedback quite quickly.  (Some websites aren’t well designed)
· If you completed all of the web form correctly you will be presented with some information telling you that everything is OK

· If you made an error in entering information then the computer system will present the form to you again so that you can correct your errors
· Common errors that people make are 

· Confusing the number zero and the letter ‘O’. Especially in post codes.
· Not completing a part of the form that requires completion.
· The web form will often highlight in red the parts that are not acceptable.
· Once you have corrected any mistakes you can re-submit the form again.
This is called Feedback.
SIMILARITIES BETWEEN PAPER FORMS AND WEBFORMS
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There are similar ways for you to provide information.
· Checkboxes (ticks) for making single or multiple choices
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Text and number fields (where you can type or write) 
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· Single choice answers / radio button - click on these on to choose one thing from a short list (e.g. male / female)  
But there are some different ways to provide information on web forms.
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· Drop down lists – click on these to pick from a hidden list.  Used when there is a very long list to choose from
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slider controls – drag the slider to set a number 
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Spinners – click on the small up and down arrow buttons to change the numbers 
Just a couple more things….
We have been talking about a job application form. Generally that type of form is quite long and asks many questions.  

When filling in a long web form you will need to scroll down to be able to reach all of the form. To check for mistakes you need to scroll back up too.
But web forms are not always long. In fact they can be very, very short. 
In a simple form you may only be asked for 1 or 2 pieces of information. 

Things will make more sense as when you begin to do the upcoming activities
In the upcoming activities you will be practicing filling and submitting a variety of web forms.
Some will be very short and some will be quite long. 

By completing these exercises, you will find it easier to recognise and make use of web forms. 

You will learn how easy it is to use them to:

· find or apply for information
· register for services
· find jobs
· Lots of other things
A COUPLE OF OTHER THINGS YOU SHOULD KNOW
When filling in online forms there are 2 keys you should be very careful about.

The Backspace Key
You already know that you use the backspace key to erase letters.  But this key also does other things.  

The most important thing to know is that it can be used to go back to the webpage you were on previously.   Normally you would do this by using the back button in the top left corner of the browser.

Back Buttons
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This can be a little confusing.  
If you are typing something in a text box like this then it is OK to use the backspace key – it will erase letters usual.  You must make sure that you can see a flashing cursor.  
You should be careful if you CANNOT see a flashing cursor.  

If you press the backspace key and you are not typing in a textbox (and you can’t see a flashing cursor) then you will be taken back to the webpage you were previously on.

If you are filling in a long form on a website this can be very bad.  You might lose all the information you have entered.  
You would need to fill in all of the form again.  So be careful!
The Enter Key
Many people who have worked with computers such as typists use this key all the time.

It’s main use is to start a new line when typing.  If you type a letter for example you would need to put the your address in the corner.  The address is on several lines. 

After typing Mr Smith you press Enter, 
to begin a new line then type 166 North Street…
Mr Smith

166 North Street

Wolverhampton

WV20 1DG
When you are using a textbox on a form that has space for many lines of text then it is safe to use the ENTER key.



A text box with many lines to write in
If you press the Enter key at any other time you SUBMIT the form.  Submit means you tell the computer that you have finished filling in the form.  You should only submit the form when you have filled in all the items/fields.  
Usually if you press Enter before you have completed everything you will get several RED feedback messages to remind you that you must fill everything in.  
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