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Step 1:
Find the organization you wish to manage from the left-side menu on your screen.
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Step 2: 
Click your org’s icon to open the management tab for your organization.
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Step 3: 
Click the “Forms” button in the management tab.
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Clicking the 3 dots next to
an existing form will open

its management menu.

Manage Forms Home Page: 
This is where all of your organization’s forms are displayed and managed.
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Forms can be found using
the search function or by
using the filters provided.

Clicking the 3 dots at
the top opens the form

management menu.

The “+ Create Form”
button will generate

a new form.

Use the “Bulk Archive/Restore”
functions to hide/recover your forms.



Creating a Form: 
From the Manage Forms Home Page, click the 3 dots at the top to open the form management menu.

To start designing your new form,
click the “+ Create Form” button.
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Creating a Form - Form Properties: 
To start constructing the form, you have to name it first.
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After naming the form, you can
either click the “Save” button to
begin formatting the questions

or continue to set properties
for the form.



Creating a Form - Form Properties (2): 
The “Form Status” section controls when the form is actively accepting submissions.

The form can be easily
turned on/off using
this toggle switch.
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Set the specific time and date range you
would like the form to accept submissions

using the dropdown calendar.



If this function is “Enabled”
the form will display on your
organization's public profile.

Creating a Form - Form Properties (3): 
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If this function is “Enabled” the form will display
at the top of your organization's public profile.

If this function is “Enabled”
the form requires an officer of
an organization to submit the
response, this disables public

submissions.

If this function is “Enabled” the
form will collect responses
from anyone, this disables

organizational representation
for submissions.

If public submissions are
being collected, this function
requires a name and email for
the submitter when “Enabled.”

This function allows multiple responses to be submitted when “Enabled.”



If this function is “Enabled”
submissions are assessed by

reviewers in a particular order.

If this function is “Enabled”
submitters can provide up to 5

emails for the people they
identify as a reviewer for their

form submission.

If this function is “Enabled”
submitters are required to

provide at least 1 email for the
people they identify as a reviewer

for their form submission.

If you are allowing submitters to
identify their own reviewer, you

can add instructions for the
emails they should enter here.

Creating a Form - Form Properties (4): 
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If this function is “Enabled” the
form requires a reviewal process

to approve/deny submissions.

When you are done setting the
form properties, click the “Save”
button at the top of the page to
begin formatting the questions.



These tabs allow you to manage
different aspects of the form.

Editing a Form:
After saving a form’s properties, you will be able to begin formatting the questions and layout.
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Clicking the “Share” button
opens the URL and QR Code
for distributing to people so
they can submit a response.



Editing a Form - Reviewers:
Clicking the “Reviewers” tab will take you to the form’s Reviewer Management Page.
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To add a reviewer for the form,
click the blue person button.

To remove a reviewer, click the
trash can next to their name.

Use the search and
filter functions to find

reviewers faster.

To edit a reviewer,
click their name.

*If you are not requiring a review process, all
added reviewers will be classified as non-voters.

If you are requiring a review
process, added reviewers

can be classified as a voter.

If you enabled the Reviewer Workflow
Steps, you can change the reviewers

level when reviewing submissions.



Editing a Form - Outline:
Clicking the “Outline” tab will take you to the overview of the form’s questions and pages.

The Outline function makes it easier to review your
form to make sure all of your content is correct.

14

If you have multiple pages, you
can minimize each section by
clicking the arrow to the right.



To create multiple pages,
use the “add page” button.

“Page Properties” lets you
name the page and/or add

conditional formatting.

Editing a Form - Editing Questions:
Clicking the “Edit Questions” tab will take you the question management page for the form.
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Clicking the “Form Properties”
button will take you back to

that form’s management page.

To add a question to your form, choose your
desired format from the options provided.

The “Page List” button
provides an overview of
the pages in the form.



Have Questions? Need More Help?
Feel free to give us a call or send us an email!

(859) 622-3855 | studentlife@eku.edu
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