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Form Properties

Add Form Name and save settings to reveal all form options.

Settin gs No Unsaved Changes
Form Name

Form Name must not be left blank

Here's where you can name
your form. This is what people
can look up to search your form




Form Status DISABLED

Enabling this option makes this form available for use within the dates and times specified below.
Please Note: Users can still submit past the end date if they begin the form during the active window.

(D This form is not currently accepting submissions.
If you want your

form visible on
the forms page, it
is important you
toggle this to on

® Form Status is Disabled.

Active From Active Until
07/06/2022 10:31 am 0 08/06/2022 10:31 am ]

Here is where you can modify
how long your form is active and
if you want your form visible to
everyone on the forms page
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9
Include in Explore Forms List ENABLED @
When enabled this form is listed on your community’s public forms list.
Feature in Explore Forms List DISABLED ™
Enabling this option places this form to the top of your community’s public
form list for better visibility.
This is also important to
toggle if you want your list
public.
Featuring it will star your
form and place it up top.
10
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Require Review and Approval Process DISABLED

When enabled you can assign reviewers to approve, deny, and give feedback on submissions. When this
option is disabled all submissions are automatically marked as received with no additional action
required.

Reviewer Workflow Steps

Please Note: When disabling this option all existing reviewers will be reset
to level 1 regardless of their current level.

Depending on what form you
may be creating, this feature may
be helpful. Though, it is not

required.
11
Allow Submissions From Public Users DISABLED 1
When enabled anyone can create a submission without being logged in. Please Note: Enabling this
option automatically enables Allow Multiple Submissions.
Require Name and Email on Public Submissions
This feature may be
helptul if feedback is
wanted on a public
level to your org
12



Allow Multiple Submissions

This option is automatically enabled when allowing submissions from public users.

You can allow

DISABLED

someone to submit

multiple times

13

Submitter Identified Reviewers

When enabled the submitter may specify up to five reviewers for their individual submission.

Require at Least One Submitter Identified Reviewer Per
Submission

Instructions (optional)

Enter descriptive text to tell your submitters whose email address(es) to
enter as Submitter Identified Reviewers. "Enter the email of your Academic
Advisor"

DISABLED

14
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Be sure to scroll back up

i (af
Form Properties to the top to save your ﬁt’ SHRRE
form modifications!
Settin gs Unsaved Changes |[IES\YS

Form Name

Bearly a Form (2) (test)

Form Name must not be left blank
Form Status ENABLED @)

Enabling this option makes this form available for use within the dates and times specified below.
Please Note: Users can still submit past the end date if they begin the form during the active window.

15
— BEAR o
= Q, Search...
-
¢ BACKTO FORMS
Edit - Bea l’|y aForm (2) (test) B HELP US IMPROVE THIS PAGE
PROPERTIES ~ REVIEWERS  OUTLINE  EDIT QUESTIONS
Form Properties [ sHARe
Green is good!
Form Name
Bearly a Form (2) (test)
Form Name must not be left blank
16
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Edit - Bearly a Form (2) (test) B} HELP US IMPROVE THIS PAGE

All reviewers will receive notifications for new form submissions))
submissions. Reviewers can also be customized further individu:

PROPERTIES REVIEWERS QUTLINE EDIT QUESTIONS

> able to view submissions, and be able to contribute to the discussion wall for

P— > Want other folks in
eviewers +;
Q No Reviewers your OI‘g to ChCCk
your form? Click the

+Person icon in the

7/11/2022

top right
&
3
Na Reviewers Found
17
Edit - Bea rly aForm (2) (test) B} HELP US IMPROVE THIS PAGE
PROPERTIES ~ REVIEWERS  OUTLINE  EDIT QUESTIONS
Qutline
0 Potential Fields
Page 1 A
0 Fields
This page has no questions.
Fields marked with an asterifl< ( * ) are required.
If you have a longer form,
it may be helpful to have
an outline
18



= gﬂ% Q Search.. o e
Edit - Bearly a Form (2) (test) [E] HELP US IMPROVE THIS PAGE
PROPERTIES REVIEWERS OUTLINE EDIT QUESTIONS —
Form Properties B suae Here's where you can

add/edit/delete some

-
questions on your form

Form Name

Bearly a Form (2) (test)

Form Name must not bé left blank

Form Status ENABLED @i

Enabling this option makes this form available for use within the dates and times specified below. Please Note: Users
can still submit past the end date if they begin the form during the active window.
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= gm Q Search... o o
€ BACKTO FORMS Here's where you can go back to this
Bearly @Form (2) (test) form's properties (the previous page) [¥i FORM PROPERTIES

Page 1

Here's where you

{3 ADD PAGE BEFORE THIS PAGE 3 ADD PAGE AFTER THIS PAGE
can go back to all
B paGE LisT [# PAGE PROPERTIES your forms

Add New... ‘ Here's the type of

9 . question I will
Check Box List Radio Button List Text Field .
Pl D e create in the next
slide
- v
Drop Down List Instructions single Check Box

20
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Add Item

Question Text

He|BrusA-W-XQBEE|- ¥

How are you feeling about making a form?

Tip: if you creote o link to 0 YouTube or Vimeo video in your question, it will embed the video ot the lacation of your link.

Answer Text

Place one answer per line

| feel great!

| feel fine!

I can get by...
..what's a form?

= .nl:lx““l'!n Q search... Q’ o
ADD PAGE BEFORE THIS PAGE B3 ADD PAGE AFTER THIS PAGE
@ PAGE LIST E PAGE PROPERTIES
[ Page: - 1 4| Sequence: ‘ 1 | ]
* How are you feeling about making a form?
O Ieelgreat! Once you have created and confirmed
© 1 feeltine) your question, you can preview it here!
O lcangetby...
O ..what's a form?
If you'd like to create “logic” in your
form, please see the in-depth Forms
Add New... How-To Doc
® L 1]
Check Box List Radio Button List Text Field
Multiple answers to question (Choose several) Single answer to question (Choose one from few) User generated answer (Fill in the blonk)
22
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VIEW SUBMISSION

2 Available Forms

Bearly a Form (test)
End Date: Friday, July 8,2022 12:30 PM START

Society (test)

Bearly a Form (2) (test)

End Date: Saturday, August 6, 2022 10:31 AM START

Bearly a Society (test)
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