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How To Setup Your Wufoo Form 
This tutorial will walk you through how to set up your Wufoo form – so that you can capture leads from 
your social media ads. There are a number of steps – but just grab a beverage, relax, fire up your web 
browser and go to http://www.wufoo.com. You should see this: 

 

Choosing The Plan 
Click the “PRO SIGNUP” button – and you’ll see a list of plans. Choose the “Starter” plan for $19/month: 

 

http://www.wufoo.com/
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The reason you need to get a paid account is so that you can create more than one form – and so that 
you can remove the Wufoo logo at the top of the form. When you go to sign up – enter your email 
address and create a password. 

 

TAKE CARE when selecting your username! 

The username is what the will appear in the top URL bar in this format:  username.wufoo.com. 

Remember – you’re trying to reach leads in your local area – so you may want to choose a name like 
“bestXXXrates” (where “XXX” is the name of your city or county). 

IMPORTANT: You can change your username later – BUT all the forms you’ve previously created will 
STOP WORKING IMMEDIATELY. 
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Once you log in – you’ll see the forms manager: 

 

BEFORE clicking “Create form” – double check that you’re on paid plan, and not just the free plan. In the 
top menu – click the “Account” link in the top right: 
 

 

Make sure it says “STARTER” at the bottom and not “FREE”. If it says “FREE” click the “Upgrade Plan!” 
button and choose the “Starter” level. 
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Creating Your First Form 
Click the “Forms” button to return to the Forms Manager – and then click the “Create form” button.  

Next – we’re going to add 3 fields – Name, Email and Phone. Just click the buttons on the left side to add 
the 3 fields: 

 

We need to make each of the fields a required field – so that your lead must fill out all 3 fields in order 
to complete the form.  
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Making Fields Required 
Click on the “Name” field and it will turn blue. Click the checkbox for “Required” on the left hand side. 
You should then see a red asterisk (*) after the “Name” label: 

 

Next – click on the Email field and click both “Required” and “No Duplicates”: 
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“No Duplicates”will ensure that the lead can only sign up with their email address one time. 

Click on the “Phone Number” field and this time we’ll change the Field Label to “Mobile / Text” and set 
the “Required” and “No Duplicate” options: 

 

So that wasn’t too hard – right? We’re getting there!  
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Setting The Form Name 
Next, we’re going to set the form name and caption. Click “Form Settings” at the top of the page: 

 

Remember to make the form title match your ad headline – so that when people get to the form they 
are not confused as to what’s going on. 

We’re going to name our form “Boeing Employees See If You Qualify!” and we’ll make the description 
“Please fill out the 3 fields below to see if you qualify for lower insurance rates!”.  

The last option we’re going to set on the page is the return URL. This is where the user will go once they 
have filled out the form and clicked the “Submit” button on your form. You can make this anything you 
want – but we suggest it link back to your community Facebook page. 

 

Click the “Save Form” button at the bottom of the screen – then click “Continue editing the form”: 
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Setting The Form Appearance 
Click the “Apply Theme” button at the bottom of the screen – then click the green “Create New” button: 
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You’ll see a screen that has all the form elements on it – and a black section at the top with a list of all 
the things you can customize. Click “Logo” from the list – and click “None”: 

 

You’ll see the Wufoo logo disappear from the header! Now, you can change a LOT of different settings 
on the form – including all the color and fonts, backgrounds, etc. The best form is a simple form! In this 
case we’re going to change the header color to a darker blue – just it stands out better. 

Click “Backgrounds” and then click “Header” and scroll down in the color swatches until you see a blue 
that you like: 

 

Click the green “Save Theme” button and give your theme a name. We called ours “No Logo – Blue” 
(you can call your anything you want) – then click the “Submit” button: 
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We’re almost done! 

Go back to the “Forms” section and you’ll see your form in a list. On the far right – click the “Default 
Theme” and choose the Theme you just created: 
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Let’s have a look at our form! From the “Edit” menu – choose “View Form” and you will see your form in 
a new tab: 

 

 

 

OK – only two steps left! 
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Setting Up Notifications 
Let’s set up the notification so that we will get a text message every time someone fills out our form. Go 
back to the “Wufoo Form Manager” tab and choose “Add Notifications” from the “Edit” menu: 

 

 

You should set up the notifications to go to your mobile phone – and you can optionally get an email as 
well. Enter your mobile number, choose your carrier and click “New Entries” then click “Save”. 
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Getting The Form URL 
We need to see the URL for our form – so we can include it in our ad. Click the “Forms” link at the top, 
and then choose “Embed Form” from the “Share” menu: 
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Your form’s URL is in the “Permalink Link” section (1). This is the link you want to copy – as it will stay 
the same forever (that’s what “Permalink” means). Click on the “Copy Link” button (2). 

If you have your own website – you can embed this form directly into it – using the options in the 
“Embed your form” section (3). It’s more technical – but if you know how to do it (or the 
person/company that hosts your website does) – it’s a great way to generate even MORE leads! 

Getting A Shorter URL 
We needed to copy this URL so we can include it in our ad. However, the long URL will look really, really 
ugly and it will compete with the text of our ad. 

So – we’re going to use a URL shortener to make a short version of the URL. There are a number of 
services out that that you can use – but we’re going to use a popular (and free) service called bitly. 

Go to http://www.bit.ly and paste your URL into the box. After you do – you’ll see the shortened URL 
below: 

 

TIP: If you ever forget the shortened URL – go back to your form, copy the long URL again, and paste it 
back in bit.ly and it will show you the URL. Your bitly URL will never change! 

http://www.bit.ly/
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Testing Your Form 
It’s important to test your form to make sure everything is working correctly. Paste your shortened URL 
into the URL bar and you should see your form. Fill out the form and click the “Submit” button: 

 

Two things should happen: you should see the website you specified in the form settings, and you 
should get a text message (and an email if you set that up): 

 



 ©2018 CASSLeads.com. All Rights Reserved. Page 16 of 20 
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Exporting Your Leads 
You can review all the people who responded to your leads by logging back into your Wufoo account 
and going to the forms manager: 

 

Wufoo will show how many people responded, and how many people responded today. Click on the 
entries to see the details: 
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If you click on an individual entry – you’ll see the details for each fields – just like in the text message: 

 

Section 1 shows all the contact information, when they responded, and their IP address. 

Section 2 contains action buttons (New, Edit, Email, Print, Delete) as well as a scroll control that allows 
you to go to the next/previous entry. 

New – Manually create a new entry 
Edit – Edit the existing entry 
Email – Send an email to someone with the entry details 
Print – Print the existing entry 
Delete – Permanently delete the entry 

Section 3 allows you to enter a comment (optional) about that entry.  
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Exporting Your Entries 
You can also export all your entries so you can open them in a spreadsheet – or import them into 
another system (like your lead tracking software, or email management system). To export your entries, 
click the “BULK ACTIONS” button – and then click “Export” in the lower right: 

 

Next, click on the format you want to output: 
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Then you’ll be prompted to name the file and save it on your own local machine: 

 
 

 

Regardless of the export format – Wufoo exports the following fields:  

Entry ID  (NUMBER) 
Name (TEXT) 
Last (TEXT) 
Email (TEXT) 
Mobile/Text  (NUMBERS) 
Date Created (DATE AND TIME) 
Created By (TEXT) 
Last Updated (TEXT) 
Updated By (TEXT) 
 IP Address (TEXT) 
Last Page Accessed (NUMBER) 
Completion Status (NUMBER) 
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