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• Logic in Forms and Reports – including A few thoughts on “Conditional” Logic

•When to use User/Family/Guest forms

•Workflows are really helpful

• Common Reports 
• And, some that are not so common

Overview



References

• Forms Overview Video
• Application Content Overview Video – details on Form fields
• Creating a Form – Step One
• Creating a Form – Step Two (Editing A Form)
• Forms – Conditional Logic
• Creating a Form Workflow
• Report Examples – (various)



Forms Overview



Settings Page Forms Creator People Page
• People Forms

• Info Forms
• Profile Forms

• Applications
• Application Forms

• Admin creates Forms
• Admin edits Forms
• Admin views 

Responses

• The Admin View of a 
Family/User’s Info
• A few unique tabs

• The Admin View of 
Application content 



The People Page Forms
How an Admin views/edits User and Family Info



The People Forms
Where the data is stored – Info Forms
Where Users can update their data – Profile Forms



People Page 
Form

• Admin-only access
• User Info Form Tabs
• Basic, School & 

Transfer Tabs

User Profile 
Form

• Student
• Guardian
• Teacher
• Admin

Application 
Forms

• Student
• Guardian

Form 
Creator and 

Reports

Teacher 
Student & 

Parent 
Forms

• Selected view-only 
access

• Set by the admin

USER INFO FORM

• All core user data
• Students
• Guardians
• Teachers
• Admins

• For internal school purposes
• Admin-only access

• Edit the form set up via People Forms in School Settings
• View/Edit data via the People Page Form
• Admin allows Teachers to view specified Pages and Fields



People 
Page 
Form

• Admin-only access
• Family Info Form Tabs
• Basic Tab

Family 
Profile 
Form

• Guardian

Application 
Form • Family

FAMILY INFO FORM

• All core family data
• For internal school purposes
• Admin-only access

• Edit the form set up via People Forms in School Settings
• View/Edit data via the People Page Form

Form
Creator

&
Reports



FORMS CREATOR

• Data can be linked between any form 
you create and the Info Forms
• Data can flow both directions
• If a user looks at the form, they see data 

that actually resides in the Info Form 
• For example, it auto-populates a linked 

address field with the current address field 
in the Info Form 

• If a user changes the data in the form, it 
updates the data in the Info Form



Fields and Pages



Editing Content
Admins can Add/Remove/Edit…

• Linked Fields
• Linked Pages
• Unlinked Fields
• Unlinked Pages

• Editing Form Content is the same for all types of forms
- Application Forms
- People Forms
- Forms Creator Forms 



Linked Pages and Fields









Click “Edit Form”







• Click the Green Plus in the Upper Left to Add a Linked Page/Field





•Two Options:
  

“Link a field”
OR

 “…add an 
unlinked field”





•Where does the list come from?
Each Application Form (Family, Guardian, Student) links to an Info Form (Family, User)

















Family 
Application 

Form

CONNECTIONS

• Data FLOWS from each Application form to 
its associated Info Form via one or more 
linked pages, sections or fields

• The 3 Parts of the Application are SEPARATE 
FORMS
• Family
• Guardian(s)
• Student(s)

• Each Application Form links to Info Forms as 
seen here:
• Family Application à Family Info Form
• Student Application Form à User Info Form
• Guardian Application Form à User Info Form

Student 
Application 

Form

Guardian 
Application 

Form







Linked Field

• Select the field from the “Link a field” pulldown menu 

• The bolded “General” in the pulldown corresponds to the “General” page in the Info Form



Linked Field

• “Address” in the pulldown corresponds to the “Address” field on the Family Info Form



Linked Field

• The “Address” field in the Application Form has a link icon in the upper right corner



Linked Field

• If you select the “Address” field, you can confirm that the Address field is linked to the Family Info Form





Linked Page

• Select a page from the “Link a field” pulldown menu (“Contacts” in this example) 
• Pages and Sections are Bold

• Note that “Contacts” in the pulldown corresponds to the “Contacts” page on the Family Info Form



Linked Page

• The entire ”Contacts” page is now in the Application Form and linked to the Family Info Form

• Note the link icons on each field



Unlinked Pages and Fields



• Click the Green Plus in the Upper Left to Add a Field





Unlinked Field

• Click “I want to add an unlinked field” – this should only be required once per 
form



Unlinked Field

• The message you see here will pop up.  Select “Yes”
• This is a reminder that you won’t link this data to the Info Form, but remember this 

data will be saved and retained in the Application





New Section

- A section is a box to organize fields on your form



New Section

- Note the two sections with a couple data fields in each



Custom Content Area

This field is used for text you want applicants to read



Text
   This field is used for applicants to enter text data

      such as their name or to answer a question



Paragraph Text
   This field is used for applicants to enter a lot of text 

data such as a long answer to a question



Basic Data
   These fields allow users to enter any of these 

standard types of information



Yes/No
   Applicants can answer a Yes/No question



File Upload
   Users can upload a file to ClassReach, such as a 

reference letter or shot records



Checkboxes
   Applicants can check a box or click a button to select 

one or more choices that the admin customizes



Radio Buttons
   Applicants can select/click a button or select from a 

pulldown menu one or more custom options



Unlinked Page

• Click the Green Plus on the right of the form tabs to Add a Page



Unlinked Page

• You can now add fields to the new page
• Note the reminder of how to Move Fields to a different Page or Section



Unlinked Page

• You can rename the Untitled Page in the Field Title box



Logic in Forms and Reports



Logic

- Forms, Reports, Applications, Financial Agreements all use Logic
- An answer to a Question or a specific data value is used to:

1. Filter Results (Reports)

2. Filter/Select Specific Students or Families (Financial Agreements)

3. Show/Hide selected Fields (Forms & Applications)



Logic in Reports
“Add a Filter"







Logic in Reports



Logic in Reports



Logic in Reports



Logic in Reports



Logic in Reports



Logic in Reports



Logic in Financial Agreements
Fees and Discounts



Logic in Financial Agreements



Logic in Financial Agreements



Conditional Logic in Forms
Forms, Applications



The Advanced Tab



Enable Conditional Logic



Form Types
When to use User/Family/Guest forms



Workflows are really helpful



Common Reports 
And…some that are not so common



Types of Reports

•Default
•Custom
•Financial 



Default Reports



Class Rank Report

• Report Example – 
• Class Rank



Custom Reports



User Report



”The Cadillac” User Report

• Report Example
• Guardian Info by Student



Family Report



User + Family Report (An Excel Merge)

• Report Example – 
• New Families



Form Response Report



Grade Average Report

• Report Example
• Grade Report for One or More Years



Grade Average Report

• Report Example
• Student Info by Section

**The students have to have at 
least have one grade entered in 
each section.  



Financial Reports









“The Ferrari” Financial Report

• Contact Support
• In development



Q & A


