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Creating a Form

1. Click on the Menu
2. Click on the Gear next to your Org
3. Scroll down to Forms

Here is where 
you can search 
your org's 
forms
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You can also 
sort your 
forms

Check the 
status of  
your forms
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And filter 
your org's 
forms

Here is where 
you can view all 
your org's forms, 
with or without 
filters
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<----
To create a 
form, click 
the 3 dots

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

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

This is also important to 
toggle if  you want your list 
public.

Featuring it will star your 
form and place it up top.
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Depending on what form you 
may be creating, this feature may 
be helpful. Though, it is not 
required.

This feature may be 
helpful if  feedback is 
wanted on a public 
level to your org
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You can allow 
someone to submit 
multiple times
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Be sure to scroll back up 
to the top to save your 
form modifications!

Green is good!
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Want other folks in 
your org to check 
your form? Click the 
+Person icon in the 
top right

If  you have a longer form, 
it may be helpful to have 
an outline
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Here's where you can 
add/edit/delete some 
questions on your form

Here's the type of  
question I will 
create in the next 
slide

Here's where you can go back to this 
form's properties (the previous page)

Here's where you 
can go back to all 
your forms
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Once you have created and confirmed 
your question, you can preview it here!

If  you’d like to create “logic” in your 
form, please see the in-depth Forms 
How-To Doc
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How that you 
have completed 
your forms, you 
should be able to 
view them on the 
forms page!
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