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Text Fields 

Text Field Properties 
 
 
 
 
 

 
 

 

Inserting Text Fields 
 
Text fields or text boxes allow site visitors to enter text or numbers.   

1.  To insert a single-line text field, select the text field  button  on the Forms  drop-
down and set the properties. 

 
For our class exercise, use th e table below to complete the text field properties. 

 
Label Form Field Name Char Width Max Chars 

First Name firstname 30 30 
Last Name lastname 30 30 
Street street 30 30 
City city 30 30 
State Enter only a label.  We will create a pop-up menu. 
Zip Code zipcode 10 10 

 

2.  To insert a multi-line text field, select the text area  button  on the Forms  drop-
down. 

 
 

Enter a unique name for TextField .  The 
information will be returned when the 
form is processed.  Do not  use spaces. 

Char Width  sets the maximum number of 
characters that can be displayed.  Max Chars  
sets the maximum number of characters that 
can be entered in a field. 

These three options allow you to 
switch the text field type. 

The initial value appears when the form 
loads in a browser. 
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Menus and Lists 

Menu and List Properties 

 

 

 

Inserting a Pop-up Menu and List 
 
Menus and lists give visitors values from which to choose.  Lists display choices in a 
scrolling format and menus in a pop-up. 
 

1. To insert a list or menu, select the list/menu button  on the Forms drop-down 
and set the properties. 

 
For our class exercise, create a menu for State.  Enter the following information into the 
Properties panel: 
 

List/Menu: state 
Type: Menu 
List Values: Select your state, PA, WV and OH 

 

 
 
Add a list in the third column of the table.  Label it “Which event?”   
 
Enter the following information into the Properties panel: 
 

List/Menu: event 
Type: List 
Height: 4 
List Values: 1-day class, 3-day class and demonstration 

Enter a unique name for List/Menu.  The 
information will be returned when the form 
is processed.  Do not use spaces. 

Use the List Values button to add 
items to the list or menu.  

Option menu or list. 
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Radio Buttons 

Radio Button Properties 
 
 

 

 

Inserting Radio Buttons 
 
Radio buttons are used in groups.  Only one radio button in a group can be chosen. 

 

1. To insert a radio button, select the radio group  button from the Forms drop-
down and set the properties. 

 
For our class exercise, type the text “Please select the number of people attending:” and 
then enter the following in the Radio Group dialog box: 
 

 

Enter a unique name for Radio Button.  Each 
radio button in the same group shares the 
same name.  Do not use spaces. 

Choose “Checked” if you want an 
option to be selected when the 
form appears in the browser. 

The information will be returned 
when the form is processed. 



Computing Services  DREAMWEAVER: FORMS 
COMPUTER EDUCATION 

11 

Checkboxes 

Checkbox Properties 
 

 

 

 

Inserting Checkboxes 
 
Checkboxes allow visitors to select one, multiple or no options. 
 

1. To insert check boxes, select the checkbox  button from the Forms drop-down 
and set the properties. 

 
For our class exercise, type “Please select your payment method:” and then enter the 
following information into the Properties panel: 
 

CheckBox name: MC 
Checked value: MC 
Initial state: Unchecked 

 
Add three more checkboxes for Visa, Invoice and Check. 

 
 

 
 

Enter a unique name for CheckBox name.  
Each checkbox in the same group shares the 
same name.  Do not use spaces. 

The information will be returned 
when the form is processed. 

Choose “Checked” if you want an 
option to be selected when the 
form appears in the browser. 
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Submit and Reset Buttons 

Submit and Reset Properties 
 
 

 

 

Inserting Submit and Reset Buttons 
The Submit button sends the form data to the server and the Reset button clears the form. 
 

1. To insert submit or reset button, select the button button  from the Forms drop-
down and set the properties. 
 

For our class exercise, insert Submit and Reset buttons into the third column.  Enter the 
following information into the Properties panel: 
 

Submit button 
 

Button name: Submit 
Label: Send 
Action: Submit form 
 

Reset button 
 

Button name: Reset 
Label: Clear 
Action: Reset form 
 
 
 

Submit sends and Reset clears the form.  

This text will appear on the button.  

Actions include:  
Submit to process the form.  
Reset to clear the form. 
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Validating HTML Form Data 

You can use Dreamweaver to add JavaScript code that checks the contents of specified text 
fields to ensure that the user has entered the correct type of data.  

1. Create a HTML form that includes at least one text field and one Submit button. 
Make sure every text field you want to validate has a unique name. 

 
2. Select the Submit button.  

 
3. In the Behaviors panel (Window > Behaviors), click the Plus (+) button and select 

the Validate Form behavior from the list.  

 

 
Note: The Validate Form behavior is available only if a text field has been inserted into 
the document. 

 
4. Set the validation rules for each text field and click OK. For example, you might 

specify that a text field for a person’s age accepts only numbers. 
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Processing Form Data 

Form Properties 
 

 

 

Call the MailTo CGI Script 
 
Forms are processed by Common Gateway Interface (CGI) scripts.  At Carnegie Mellon, the 
MailTo CGI is supported to send mail from forms located on the www.cmu.edu and 
www.andrew.cmu.edu servers. 
 

1. To set the form properties, select the red dashed form outline.  This will display the 
form’s properties.  

 
For our class exercise, enter the following into the Properties panel: 

 
Form name: registration 
Action: http://www.cmu.edu/cgi-bin/mailto  
Method: POST 

 

Add a Hidden Field 
 
To instruct the MailTo CGI script where to send the form information, a hidden field must be 
added.  Hidden fields are used to store and submit information not entered by the user. 
 

1. To insert a hidden field, choose the hidden field button.  
 

Note: The hidden field must be within the red dashed form outline. 
 

For our class exercise, enter the following in the Properties panel and replace email 
with your email address: 

 

 
 

Enter a unique name for Form 
name.  Do not use spaces. 

Action is the URL of the script 
used to process the form. 

Forms are processed using POST 
or GET.  POST is the most 
commonly used method. 

Complete documentation for using the CGI MailTo script is available from 
www.cmu.edu/computing/documentation/web_mailto/CGIMailTo.html 
 




