
Aweber - QUICK START 4 - Creating a Web Form - Step By Step 

A QUICK START Tutorial about how to create a List Signup Web Form in the Aweber AutoResponder
Service.
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Starting on your Account Page

This is your account page, after you have logged into Aweber.

https://www.aweber.com/users/
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As you can see, this is a brand new Aweber account, with just 3 lists, none of them completely set up.

The list I am working on is the third list - tutorialsample (Arrow #1)

The Current List Drop Down Menu (Arrow #2) is where you change from list to list

I have two options for accessing the area to create a web form:

Click on the Web Forms tab (Arrow #3)

Click on the Do This Step (Arrow #4) on the Setup Wizard. I like to use the Setup Wizard because it
ensures that I finish every step... and I don't have to think about it!

If you have already completed the Setup Wizard for a list, but you want to create a new web form (you
are allowed to have multiple web forms for any single list) you would use the Web Forms tab (Arrow
#3), since the Setup Wizard would no longer be available.

The Web Form Generator is loading!

After accessing the Web Forms page, the Web Form Generator will load. This will take a few seconds.
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Web Forms Page - with Web Forms Generator

Here we are on the Web Forms page with the Web Form Generator fully loaded.

Starting at the top of the page:
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The Current List we are working on is clearly identified (Arrow #1) Once you have multiple lists, you'll
realize how helpful this is!

The Web Form Generator takes us through the process in three steps:

Design | Settings | Publish (Numbers 2, 3, and 4)

If at any time on the process you need help, you can access a Video Tutorial (Arrow #5). Click on the 
Watch Video button on the Setup Wizard at the bottom of the page.

Design the Form - Overview

Here we have the Design screen. The Design Tab above Rectangle #1has a light background,
indicating it is the active Tab. The inactive Tabs (Settings and Publish) have blue backgrounds.

The choices displayed here on the Design screen are as follows:
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The Fields Options(Rectangle #1)

The Templates Choices (Rectangle #2), including a working view of the current choice. Note: The 
Template displayed is the Default Template when you first start this process. It is a good, basic
Template and can also be found in the Corporate category - Corporate / Default

The Default Template (Rectangle #3) shown in the working view. Note the Fields -- Name, Email 
Email is automatically included and Name corresponds to the Name - IN USE shown in the Fields
Options(Rectangle #1)

In this Tutorial, we are focusing on a QUICK START, so we are going to:
Use the Default Template and ignore the Fields Option, using the Default Fields of Name and Email.

Editing the Form HEADER - QUICK START

There are several different ways to accomplish many of the tasks involved in creating a Web Form. In
this QUICK START Tutorial we are using the QUICK START options. 
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Editing the HEADER -  The HEADER is the top part of the form (Green Rectangle). 

If you want to remove the HEADER, click on the Red X (Arrow #1)

If you want to add text to the HEADER, click on the EDIT HEADER button (Arrow #1).

Typically, the message in the HEADER tells the potential subscriber the purpose of the list and what
they will get if they subscribe.

Form HEADER - Edit Screen

Clicking on the EDIT HEADER button opens the HEADER Edit Screen. 

If you want to move the HEADER Edit Screen, place your cursor on top of the Edit Screen (near
where it says Header), right click, and drag.
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If you want to close the HEADER Edit Screen, without using the Remove button or the OK button,
click on the red Close [X] in the upper right corner.

Editing the HEADER

To Edit the HEADER, place your cursor on the screen (Arrow 1) and start typing. As you can see, there
are some basic formatting options available. (Green rectangle)

When you have finished adding your text and making the changes, click on the OK button (Arrow #2)
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The Edited HEADER

The Edited HEADER (Green rectangle)
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Editing the Form Button - QUICK START

Because our focus here is on a QUICK START, we are going to ignore the Form Fields (Name and 
Email) and move on to edit the Submit button. (Arrow #1)

Run your cursor over the Submit button area and the EDIT tab will appear. (Arrow #2)
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Form Button - Edit Screen

Clicking on the EDIT button opens the Form Button Edit Screen. If you want to move the Form
Button Edit Screen, place your cursor in the top area of the Form Button Edit Screen, right click, and
drag.

If you want to close the Form Button Edit Screen, without using the Remove button or the OK button,
click on the red Close [X] in the upper right corner.

To Edit the Form Button, place your cursor on the screen in the Text box and start typing. 

When you have finished  making the changes, click on the OK button (Arrow #1)
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The Edited Form Button
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Editing the FOOTER - QUICK START

The FOOTER is the ares below the We respect your email privacy link (which is not editable). 

If you want to remove the FOOTER, click on the Red X (Arrow #1)

If you want to edit it, click on the EDIT FOOTER Tab (Arrow #2)
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Form FOOTER - Edit Screen

Clicking on the EDIT FOOTER button opens the FOOTER Edit Screen. 

If you want to move the FOOTER Edit Screen, place your cursor on the Edit Screen, right click, and
drag.

If you want to close the FOOTER Edit Screen, without using the Remove button or the OK button,
click on the red Close [X] in the upper right corner.

To Edit the FOOTER, place your cursor on the screen (Arrow #1)and start typing. As you can see,
there are some basic formatting options available. (Green rectangle)

When you have finished  making the changes, click on the OK button (Arrow #1)

Aweber - QUICK START 4 - Creating a Web Form - Step By Step  - 14



The Edited FOOTER
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Save the Web Form

After you have finished editing the Form, save the Web Form by clicking on the Save Web Form button
(Arrow #1)

It is a good idea to save the Web Form throughout the process. You can do this without running into
any problems (like being taken to a different screen) by clicking on the Save Web Form button (Arrow
#1)
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Step 1 Design completed, move on to Settings

After you have made your changes to the Web Form, the next step is to adjust the Settings. 

You have two ways to get to the Settings page:

Click on the Settings Tab at the top of the page (Arrow #1)

Click on the Go to Step 2 button (Arrow #2)
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Web Form - Step 2 - Settings - Basic Screen

Here is the Settings Screen. The Settings Tab has a light background, indicating it is the active Tab.
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Give the Web Form a Specific Form Name

The first task is to change the Form Name from the Default - My Web Form, so you can tell one form
from another. 

The forms are tied to each of your lists, but it is likely that you will find it necessary to have several
different forms for each list. It is a good idea to give it a name that will allow you to quickly identify it and
its purpose. Here I have named my Web Form - QUICK START Form for Tutorial
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Thank You Page Options

Next is the Thank You Page option

When someone fills in the Web Form for your list, they are instantly sent to a Thank You Page.

There are several Thank You Page options, which can be seen clicking on the Drop Down Menu.

There are 5 options, Basic Version | Audio Version | Smart Video Version |  Custom Page | Stay
on Current Page 

Note the Preview Button (Arrow #1)
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Basic Version Thank You Page with Logo

Basic Version - Simple Page Customized With Your Logo

At the time this Tutorial was written, there was a glitch and while you could view the page by hitting the 
Preview Button, the Logo image did not show.

The Logo used is the one that set up for the Unsubscribe Page option, when you first created the List.
If you want the logo to fill the top of the box, as mine does, make sure that it is 850 pixels wide.
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Audio Version Thank You Page with Logo

Audio Version - Page with Your Logo and an Audio Player

NOTE: It is important to understand that the Audio Message is on Autoplay, which means that it plays
automatically, as soon as the Thank You Page loads. This may not be ideal, if your List members
could be accessing the page at work or in some other environment where Audio isn't appropriate. 

At the time this Tutorial was written, there was a glitch and while you could view the page by hitting the 
Preview Button, the Logo image did not show.

The Logo used is the one that set up for the Unsubscribe Page option, when you first created the List.
If you want the logo to fill the top of the box, as mine does, make sure that it is 850 pixels wide.
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Smart Video Version Thank You Page with Logo

Smart Video Version - Confirmation Text With Our Smart Video

NOTE: It is important to understand that the Video Message is on Autoplay, which means that it plays
automatically, as soon as the Thank You Page loads. This may not be ideal, if your List members
could be accessing the page at work or in some other environment where Audio isn't appropriate. 

At the time this Tutorial was written, there was a glitch and while you could view the page by hitting the 
Preview Button, the Logo image did not show.

The Logo used is the one that set up for the Unsubscribe Page option, when you first created the List.
If you want the logo to fill the top of the box, as mine does, make sure that it is 850 pixels wide.
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Basic Version - Already Subscribed Page

This is the message your subscribers will see if they are already subscribed to that specific List

Web Form - Step 2 - Settings - Extended Screen

Clicking on the Show Advanced Settings Link (Arrow #1) will reveal the above options.

Because I have already clicked on it in this screenshot, it currently says Hide Advanced Settings
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The Ad Tracking is automatically given a name tied to the Web Form Name (Arrow #2)

The Start On Message option (Arrow #3) is a Drop Down Menu offering two options: Welcome
Message (1st Follow Up) and No Follow Ups, only Broadcasts. 

NOTE: A Broadcast Message is one that is sent to all of the list subscribers. It is a way to send a
message to all or parts of your list of subscribers without interrupting a message sequence that might
already be going out. Typically a Broadcast Message is used to deliver newsletters, ezines and
anything else that should only go out one time based on when the sender decides it is appropriate. 

A Follow Up Message is an email that is sent automatically after the autoresponder is sent. Usually an
entire sequence of Follow Up Messages is set up and will be delivered at intervals you choose. 

The Pass Form Data option (Arrow #4) uses subscriber information to personalize your Thank You
Page.

After you have made your choices, move on to Step 3 - Publish. You can do this one of two ways:

Click on the Publish Tab at the top of the page 

Click on the Go to Step 3 button (Arrow #5)

Warning - If You Have Not Saved Your Web Form

If you haven't saved your Web Form, you will get this warning!
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Web Form - Step 3 - Publish - Basic Screen

Here we have the Publish screen. The Publish Tab has a light background, indicating it is the active
Tab. The inactive Tabs (Design and Settings) have blue backgrounds.

There are two basic options on this page:

I Will Install My Form (Arrow #1)

My Web Designer Will Install My Form (Arrow #2)
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Web Form - Step 3 - Publish - I Will Install My Form - Javascript

I Will Install My Form (Arrow #1) - with two choices: Javascript Snippet (Arrow #2) and Raw HTML
Version (Arrow #4)

Javascript Snippet is the Default and its code is shown (Arrow #3) when the I Will Install My Form
option opens 

The Javascript Snippet is recommended for two reasons:

    1) If you change your Web Form in the future, you won't have to update your website.
    2) it will allow you to track statistics in your account.
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You can paste the snippet below anywhere between the body tags of your website.

To copy the code:

Drag your cursor across the code, highlighting it. Be sure you have chosen ALL of the code. 

With the code highlighted, click the computer keys: CONTROL and C

To paste the code:

Place your cursor where you want the code to appear.

Click the computer keys: CONTROL and V

Be sure you have transferred ALL of the code. 
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Web Form Publish - Raw HTML Version

Here is the Raw HTML Version code, accessed by clicking on the Raw HTML Version tab. 

For Those Comfortable with Raw HTML, its benefits are:

    1) it's easily customizable to fit any scenario.
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    2) It allows you to track statistics in your account.

NOTE: If you are using the Raw HTML Version, and you make ANY changes to your Web Form
in the future, you will need to replace the Raw HTML Version with the most recent code!

To copy the code:

Drag your cursor across the code, highlighting it. Be sure you have chosen ALL of the code. 

With the code highlighted, click the computer keys: CONTROL and C

To paste the code:

Place your cursor where you want the code to appear.

Click the computer keys: CONTROL and V

Be sure you have transferred ALL of the code. 
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Web Form Publish - Email to Web Designer with Default Email Address

For Your Name and Email, Aweber provides the Name and Email Address associated with your
Aweber account.

If you wish to use a different Name and/or Email address, click on the Drop Down Menu (Arrow #1)
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Web Form Publish - Email to Web Designer with Different Email Address

This is the screen you see, if you wish to use a Name and an Email Address different from the 
Aweber Account Default Email Address.
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This completes all of the Tasks associated with an Aweber List, with the exception of installing your
form on your website. 

There are many variables involved in installing a web form, and I am confident that you are well aware
of whether this is a Task you can accomplish or one that you need to have performed by your Web
Designer.

This ends the Aweber Quick Start Tutorials. Congratulations on creating your first List!
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