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Using Contact Form 7 in SiteWorks 
There are a number of different Plugins that you can use, This document shows how to use 
Contact Form 7 to set up a Membership Form. 
 

1. Install the Plugin 
Type “contact” in the Search field and the top two will be Contact Form 7 and 
WPForms 

 
 
 
 

 
 
 
 
  

I have set it up in Local with a quite basic Membership Form. There are lots of 
improvements that could be made. I have NO EXPERIENCE of setting it up in LIVE.  
 
Click Install Now and then Activate   
 
When you go to the Dashboard, you will now see a menu item Contact (which is slightly 
confusing) 
  
 
 

The Form uses “tagged” fields that the web user completes online – some optional, 
some mandatory. The Email Tab defines where the email is sent and what exactly is 
included in the email – typically to the Membership Secretary. As well as defined text, 
it will include “Tagged” fields from the Form that have been completed. 
 
Each tagged field in the Form can have properties to control its validation etc. 
 
On the next page is the Example Form that comes with the Plugin, firstly the Form tab 
and then the Mail tab. 
 
 

Click on Contact Forms and you will see that there is 
an example Form set up called Contact form 1. 
Before we look at this example in more detail, just a few 
words to summarise the Contact Form 7 Plugin and how 
it works. 
There are two main Tabs, the Form and the subsequent 
Mail Message. 
You add the completed Form to a SiteWorks page as a 
ShortCode block. 
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First thing to note in the example is the use of <label> and </label> 
I cannot see any use for it, so I propose not to use it in the Form that we create. 
 
The next thing is that there are a number of field types in little boxes immediately above the actual Form 
window. Clicking any of these boxes will bring up a pop up to allow you to add a tagged field of the chosen 
type. 
 
 

The “FORM” tab 

You do not have to use these, once you understand the syntax, the tagged field can simply be typed in. 
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The examples of Form and Mail are not really Membership Forms. 
This is just to show you what comes as an example. 

What you will want to put in the e-Mail is that information that the Membership 
Secretary will require and that would be on a paper form. 
 
See the examples on the next page. 

The “MAIL” tab 
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Suggestion for Membership Form. 
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The Mail section  

This would be your Membership Secretary’s email address 

This  MUST be:    do-not-reply@yoursite.u3asite.uk 

memsec@xxxxxx.com 

 

Copy the Shortcode near 
the top of the page into 
your website page 
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As mentiond above, the text that I have put in the right hand column is not meant to be 
readable – the text that you will put here is up to you, it is just shown as a possible layout 
option  
 
 
 
 
 
 
 
 
 
 
 
 
  

I have set up a page as a 2 column Column – created the whole as a Group and set the 
background colour of the Group to be Very Light Red. 
I have then pasted the Shortcode from the Form into the 1st Column and added a load 
of Paragraphs in the 2nd Column with all of the information that may be on a printed 
Membership Form. You will have your own text here. 

The figure above is just to show the overall editing page, it is not intended to be read. 
 
The Shortcode in the left hand column is shown below and is copied into the page from 
the form. 
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  This is how it looks on the website. 
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I have shown what will be contained in the email sent to the Membership Secretary below. 
You will notice that any field left blank are not included in the email. This is because that 
option is selected in the Mail form. 
 
 
 
 
 
 
 
 
 
 
 

This is an example of a completed form 
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Obviously, it is up to you how you format the email. 

This example was created using Local. No emails will actually be sent out, but the format of 
the email can be see using the Local window as follows. 
 

 
In your Local window, click the Tools   
 
From the Tools window –  
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Click: Open Mailpit   
 
 
Mailpit will then display the recent emails 
 

 
 
And click, in this case, on Membership Application Form for Thelma Smith 
 
 

Summary 
 
This is just a simple demo form, and very much a starting point. There are lots of ways you 
can improve how you use Contact Form 7, especially if you pay for it. The examples shown 
here are all included in the free version. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Gary Russell  26th August 2025 
 


