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The Plugin Developer

Takayuki Miyoshi works as a
freelance web developer in
Fukuoka, Japan. He has been a
WordPress user since 2004, a
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Japanese localization team, an
organizer of the 2010 WordCamp
Fukuoka.

He loves history and pizza with
black olives and anchovies.
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The Author

Deborah Hanchey is an AssistU trained
virtual assistant. After seeing WordPress
for the first time in 2007, and thinking she
would never learn it, she has created
several websites using WordPress and
loves to try out new plugins to add
functionality to the sites.

Deborah is an AssistU trained virtual
assistant specializing in doing the techie
things for business owners, so they can
focus on the things only they can do to run
their business.
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1 — The CF7 Quick Start Guide

1.1.1 Welcome!

This guide will walk you through setting up a basic, also known as “default”, form on your
website. Even if you have only a limited understanding of WordPress, this guide is so simple,
you’ll create a professional looking form in no time and be off to the next thing on your busy
entrepreneurial calendar.

1.1.2 Handy Information You May Need

Installing WordPress
Installing WordPress plugins
WordPress Lessons
Working With WordPress

© Deborah Hanchey | The iAssistant LLC 1
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1.1.3 Tell All — The Next Contact Form 7 eBook

Once you are comfortable setting up the default form, and you see how incredibly easy the
Contact Form 7 plugin is to use, you’ll want to create more forms to connect with your site
visitors. The CF7 Tell All book is available to help you design the form of your dreams.

For more information, visit the Contact Form 7 website or My WP Works website.
Included in the CF7 Tell All ebook:

Acceptance Checkbox File Uploading

Akismet Forms for Widgets
Attachments Multi-Language Function
CAPTCHA Quiz

Checkboxes Radio Buttons

Custom Emails Text Fields

Dropdown Menus And much more!

Mention this code, CF7Fun, and receive a $2 discount when you purchase “CF7 Tell All”.

© Deborah Hanchey | The iAssistant LLC 2
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2 — The Burning Question

2.1.1 The Burning Question Answered
How do | create custom forms and emails with the Contact Form 7 plugin?

2.1.2 Short Answer:

Basically, you will create the form using the Contact/Edit option on the left side of your WP
Dashboard. You will probably have to scroll down to see it. Then, copy the short code into the
page you want the form to display. Screenshots will follow.

THE BASIC/DEFAULT FORM CONTAINS:
name

email

subject

message

send

© Deborah Hanchey | The iAssistant LLC 3
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2.1.3 Long Answer:

At some point, probably soon, you'll want to create a more detailed custom form. And when
you do, Takayuki has made it so easy! The code displays on the left. To the right, you will
decide which tag you want inserted into your form, and generate the code for it. Once the tag
code is generated, it is copied and pasted into the code to the left. The plugin does the coding
for youl!

But all you need to do for the basic/default form is click Contact/Edit, and a page opens. Copy
and paste that code into the page or post, and view the page. There it is!

2.1.4 Basic/default emails
Default emails are already set up for you, enjoy.

© Deborah Hanchey | The iAssistant LLC 4
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3 — Your First Form
3.1.1 Create the form

aking WiordPres: Work For TOU!

- s

Scroll down the left column of your WordPress Dashboard until you see “Contact”. Click “Edit”.

¢ Contact

Edit {\L ‘

After you click “Edit”, the Contact Form 7 application will open.

%Lr Contact Form 7~

Contact form 1 Addimew

© Deborah Hanchey | The iAssistant LLC
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Do you ever wonder how WordPress works?

The first time you see the WP
Dashboard, you may think nothing
is there. Look again!

Hover over a word and move right.
When you do, a drop down arrow
will appear.

Click it, and a world of possibilities
opens
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Click “Add New”.

3.1.2 Choose the language
A lightbox will open. Click “Add New” again.

Use the default language {English)

Add Mew

43

(select language) w add Mew

© Deborah Hanchey | The iAssistant LLC 6
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3.2.1 The first step toward naming the form

It is always best to name and save your form (or anything) first. Click on the word “Untitled”.
The mouse will change, “Untitled” will disappear, and you can type in the name of your form.

— |

| Contact Form ~ WORDPRESS WONDER

Do you ever wonder how WordPress works?

Contact form 1 Add new

Untitled

When you are writing a post or page
in WordPress, you can enlarge the
editor by dragging the corner.

% While in Visual Mode, move your
mouse to the bottom right corner. It
will change to a double-sided arrow.

Drag the corner until it is the size
you want.

© Deborah Hanchey | The iAssistant LLC 7
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3.2.2 Give your form a name

| named this one “Basic/Default Form”.

WORDPRESS WONDER
§-] contact Form ~ workgp - o onder o oreFress

Contact form 1 Add new The best permalink
- structure is /%postname%/.

Basic/Default Form
|}' To change this, go to

—— - Settings/Permalinks/Custo

m Structure and enter this:

/%postname %o/

© Deborah Hanchey | The iAssistant LLC 8
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3.3.1 Save the form

Your form is ready. Click “Save”.

© Deborah Hanchey | The iAssistant LLC
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Do you ever wonder how WordPress works?

Nothing can replace scheduled backups using a WP plugin
such as WP Backup, but for a quick backup and extra peace
of mind, the WordPress Export/Import feature can’t be beat.

Go to Dashboard/Tools/Export and click “Download Export
File”. You will be given the option of opening the file with an
XML editor or saving the file. | always save it to my hard
drive.

All your posts, pages, comments, custom fields, categories,
and tags are included. When you need it, go to Dashboard,
Tools, Import and upload it to your WordPress site.

| did this when | moved my blog from The iAssistant to My
WP Works and didn’t lose anything.
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Contact Form ~
Contactform 1 Add new

Basic/Default Form

Form

<pz=[submit "Send"]</p>

© Deborah Hanchey | The iAssistant LLC
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Contactform?.com Docs - FAGQ - Support

Save

Generate Tag =
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4 — Create the Page
4.1.1 Copy the short code

See the text in the brown bar below? That is your short code. Right click and copy.

Help

Contact Form 7

Caontact form created.

Contactform?. corm Docs - FAQ - Support

Contact form 1 | Basic/Default Form  Add new

Basic/Default Form Copy | Delete

Copy this code and paste it into your post,| Right Click §
[contact-form 2 “Basic/Default Form']

idget content.

Save

© Deborah Hanchey | The iAssistant LLC 11
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4.2.1 Add the new page

Great, you are ready now to create the page your form will be displayed on.

Find the Pages/Add New function on the left side of your WP Dashboard. Click “Add New”.

| WORDPRESS WONDER
Edit @i Do you ever wonder how WordPress works?

Add MNew

When you’re working with widgets, you can save the
information in a text widget.

This is especially useful when it contains html code for
links.

Drag the text widget to the “Inactive Widgets” section at
the bottom of the page.

It will be there the next time you need it.

© Deborah Hanchey | The iAssistant LLC 12
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4.3.1 Give the new page a name

Type the name of your page and the text you want to display on the page, and then paste the code.
?[J Add New Page

My New Basic Form Created With Contact Form 7

Permalink: http://the-itrainer.comy/7page_id=3 | Change Permalinks @
Upload/Insert [m] 0 J3 4% Yisual  HTRML
B| 7 || |iZ||i=| 6| === =23 =

My new form is created and ready to usal

[contact-form 2 "Basic/Default Form"]

g

© Deborah Hanchey | The iAssistant LLC 13
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4.4.1 Preview the page

Take a look at your page before you publish by clicking the “Preview” button. It's on the ride side of your
Dashboard.

WORDPRESS WONDER
Do you ever wonder how WordPress works?
Publish
: Using the “Preview” button really
Save Draft Preview

comes in handy when writing blog

: ; posts, especially if you push
shatusi UEAFUEAK @ content to a RSS feed, FaceBook,
Wisibility: Public Edit or Twitter.

[Z] Publish immediately Edit
Use the “Preview” button to edit

m your post until it's perfect.

THEN click the “Publish” button.

© Deborah Hanchey | The iAssistant LLC 14
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4.4.2 The page looks like this

Your new form will look like this on the webpage.

My New Basic Form Created With Contact Form 7

My new form 15 created and ready to use

Your Massage

[(Send ]
© Deborah Hanchey | The iAssistant LLC
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Do you ever wonder how WordPress works?

You can use http://favicon.cc
to create your own favicon.

This website converts your
image and saves it as a
favicon.ico file.

15


http://favicon.cc
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4.5.1 Save the page

Click “Save” and you’re done!

© Deborah Hanchey | The iAssistant LLC
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Do you ever wonder how WordPress works?

To upload your newly created favicon, ftp it or use the
file manager in your cpanel to upload it to your
website.

Look around to find the location of the favicon.ico file,
and then upload there.

Mine goes to http://mywpwork.com/wp-
content/themes/thesis_16.

16
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5 — What the Site Visitor Sees

5.1.1 Do a test submission

, . Your Hame (required)
Now we’re ready to see what our site Debarsh Hanchey

visitors will see when they use our form.
Yous Emad (requared)

) . deborahiE@mywpworks.com
Let’s do a test submission.
Bubgect

o . Purchasing Conquer Contact Form 7
Enter the required information. T e

Your Message

| used my email address. You can use Thanks for this freés guick stare guide.
the same one associated with your I think I'm ready to dive into formatting
WordPress site, it will still come through. S LR St

Once you’re done, click “Send”.

© Deborah Hanchey | The iAssistant LLC 17
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5.2.1 Successful test run

My Hew Basic Form Created With Contact Form 7

Wy rarey form e created and ready | use

Your site visitor will be directed to this view.

See the green box at the bottom of the page?
Success!

(=)

© Deborah Hanchey | The iAssistant LLC 18
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6 — Emails

Contact Form 7 can send two emails. The first email comes to the email address listed in your WordPress
options.

6.1.1 Backend view of the email you receive

Fail
Ta Mg Bady

deboranpmywpworks com Fram: [your-nama) «<[yeur-amail]s

Fram Subjact: [wour-subject]
[your-nama] <[vour-emaills
St Maszage Body:
[your-subjsct] [your-message]
Addtional Faadars S e e T e P T e

Thig mal i gent throwgh My We Works pging the Contact Form T
‘WardPrass leg:n.|

File attachiments

[ iise HTHL comen trpe

The default email is preset for you. | changed the text in the blue box for a personalized look.

© Deborah Hanchey | The iAssistant LLC 19
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6.1.2 The email you receive in your inbox

.Suﬁjecf tﬁntachurn{?is ﬁreaﬂ
Sender Deborah Hanchey L
Recipient deborah@mywpworks.com 4
Date Today 18:07

From: Deborah Hanchey <deborahimywpworks. coms
Jubject: Contact Form 7 Is [Great!

HMessage EBody:
Hi,

I just created wy first contact form.

I'm ready to create a custom form using the "Cohgquer Contact Form 77 ebook.

Thizs mail iz sent through My WP Works using the Contact Form 7 WordPress plugin.

© Deborah Hanchey | The iAssistant LLC 20
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6.2.1 Backend view of the email your site visitor receives

This email goes to the person submitting the form and is optional. Check the box to activate.

This form is also preset, but | personalized it by changing the text in the message body.
© Deborah Hanchey | The iAssistant LLC 21
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