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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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Manage Forms Home Page:

This is where all of your organization’s forms are displayed and managed.

Manage Forms

mew!  Forms now have the option to require organization representation.

Forms

Sort By .
Showing 1 - 10 out of 14

Form Name

2025 Greek Assessment and Awards Application

Start Date: Sat, Mar 1, 2025 9:03 AM EST, End Date: Tue, Apr 8, 2025 11:59 PM EDT
Status Total Submissions: 35 Pending:0 Approved:0 Denied:0 Received: 35

B Include Archived Forms 2025 Student Excellence Awards Nominations

Start Date: Wed, Feb 26, 2025 9:38 AM EST, End Date: Fri, Mar 21, 2025 11:59 PM EDT
Total Submissions: 34 Pending:0 Approved:0 Denied: 0 Received: 34
Filters

Boo Bash 2024 - RSO Trick or Treat Registration

Start Date: Sun, Oct 6, 2024 11:08 AM EDT, End Date: Thu, Oct 24, 2024 11:59 PM EDT
D Has Pending Submissions Total Submissions: 13  Pending:1 Approved:12 Denied: 0 Received: 0

[ Accepting Submissions

[] Featured Boo Bash Registration 2023
Start Date: Tue, Sep 19, 2023 11:08 AM EDT, End Date: Tue, Oct 24, 2023 11:59 PM EDT
Total Submissions: 21 Pending:3 Approved: T Denied:0 Received: 11

Clicking the 3 dots next to
B recosack an existing form will open
0 its management menu.
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# EditForm Questions

B Archive
B copy
U:,' Share MEW!

@ Submissions
E Export as Excel

[B Export as PDF

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.

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

The "+ Create Form”

r al
button will generate
\——

) Bulk Archive anew form.

£1) Bulk Restore



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

Manage Forms

B recosack

Mew!  Forms now have the option to require organization representauc.’

Forms @

Sort B
Y Showing 1 - 10 out of 14

Form Name
2025 Greek Assessment and Awards Application

Start Date: Sat, Mar 1, 2025 9:03 AM EST, End Date: Tue, Apr B, 2025 11:59 PM EDT
Total Submissions: 35 Pending: 0 Approved: 0 Denied: 0 Received: 35

+ C te F l To start designing your new form,
feate o click the “+ Create Form” button.

I3 Bulk Archive

£9) Bulk Restore




Creating a Form - Form Properties:
To start constructing the form, you have to name it first.

Form Properties

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

Settings Unsaved Changes [@B‘

After naming the form, you can
either click the “Save” button to
begin formatting the questions

or continue to set properties
STHEES DEALED for the form.

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.

@) This form is not currently accepting submissions,
* Form Status is Disabled,
Active From Active Until
|es/21/ 2025 @z:32 P O leesan/zeas e3:32 P 0O




Creating a Form - Form Properties (2):

The “"Form Status” section controls when the form is actively accepting submissions.

Form Status

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,

&

LL} This form is not currently accepting submissions.

» Form Status is Disabled.

Active From Active Until
[es/21/2025 @3:32 P O [es/21/2025 e2:32 P00

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



Creating a Form - Form Properties (3):

Include in Explore Forms List '

‘When enabled this form is listed on vour community's public forms list.

Feature in Explore Forms List

Enabling this option places this form to the top of your community’s public form list for better

wisibility.

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

Require Submissions on behalf of an Organization

_.:?_1 Warning: This setting can not be turned off once organization representation has been enabled.

f Qrganization Representation is enabled for this form, Users will be prompted to select the organization they are submitting a response

on behalf of. The User must hold an Officer position within the organization to submit a r see. This feature is only available for new

Forms created after January 21, 2025. Copies of Forms originally created prior to January 21, 2025 are not able to use this feature.

Allow Submissions From Public Users

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 c

Allow Multiple Submissions

MSABLED W

This aption is automatically enabled when allowing submissions from public users

This function allows multiple responses to be submitted when “Enabled.”
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If this function is “Enabled”
the form will display on 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.”



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

Require Review and Approval Process ' form rQQUireS a reViewaI prOCGSS
to approve/deny submissions.

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 mo additional action require

Reviewer Workflow Steps D If this function is “Enabled”
Please Note: When disabling this option all existing reviewers will be reset to level 1 regardless of their S u b m iSS i O n S a re a SS e SS e d by

current level.
reviewers in a particular order.

Submitter Identified Reviewers If this function is “Enabled”
When enabled the submitter may specify up to frve reviewers for thew indindual submission Submitters Can provide Up ‘to 5
emails for the people they
identify as a reviewer for their
form submission.

Require at Least One Submitter |dentified Reviewer Per Submission

Instructions (optional)

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.

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

n



Editinga Form:

After saving a form’s properties, you will be able to begin formatting the questions and layout.

Edit - Train

Form Properties

Form Mame

Train

Form Name must not be left blank

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

Clicking the “Share” button
opens the URL and QR Code
for distributing to people so
they can submit a response.
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Sharing - Train

(D This form is not currently accepting submissions.

= Form Status is Disabled.

URL
COPY

QR CODE

This QR code provides a direct link to your forms
URL and can be added to your presentations
and other media.

Right click, CTRL + click, or long press (mobile)
on the QR code and select “copy™ to copy the

. image to your clipboard or “Save image as” to

download the image to your device.

CLOSE




Editing a Form - Reviewers:

Clicking the “Reviewers” tab will take you to the form’s Reviewer Management Page.

OUTLINE EDIT QUESTIONS

All reviewers will receive notifications for new form submissions, be able to view submissions, and be able to contribute to the discussion wall for submissions.

Reviewers can also be customized further individually.

2 Reviewers
Showing 1-2 of 2

Reviewer Status

@ All Reviewers

(O Voting Reviewers

O Non-Voting Reviewers

To add a reviewer for the form,
click the blue person button.

@ Toremove areviewer, click the
trash can next to their name.

To edit areviewer,

Use the search and click their name.

filter functions to find

reviewers faster. 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.

*If you are not requiring a review process, all

added reviewers will be classified as non-voters.
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Edit Reviewer

I [ Allow_tovoteonsubmissions

Reviewer Workflow Settings:

Sefect-atevet
Level 1 (Current)
fyou select Lavel 1, this reviewer will be notified immediately of a new submission.

Otherwise, they will be notified of a submission ence all voting reviewers on pravious
levels have voted.

CANCEL




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

PROPERTIES REVIEWERS EDIT QUESTIONS

QOutline

4 Potential Fields

o

Boo Bash 2024 will be held on Thursday, October 31st in Keen Johnson at 8pm. Please fill out this form with your Department or RSO
information to register for a table to participate in the festivities this year. We will provide candy for your table to give out to students, fee
free to bring other items if you are able. Each Department and RSO has the option to bring a decorated pumpkin to participate in the Pum| «in
Decorating Contest to win a prize for their group, the contest is optional.

Instructions

Department or RSO Name *

Texthrea

Contact Name: *

TextArea

Contact Campus Email: *

TextArea

If you have multiple pages, you
The Outline function makes it easier to review your can minimize each section by
form to make sure all of your content is correct. clicking the arrow to the right.
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Editing a Form - Editing Questions:

Clicking the “Edit Questions” tab will take you the question management page for the form.

Edit - Train

AddNe ...

Clicking the “Form Properties”
button will take you back to
that form’s management page.

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

“Page Properties” lets you

Check Bax List

Radio Button List

Taxt Fiald

name the page and/or add
conditional formatting.

Drop Down List

Instructions

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

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

Single Check Box
ket b0 i (Agree fo e obaw

Ranking

5
File Upload
Upiood @ file




Have Questions? Need More Help?

Feel free to give us a call or send us an email!
(859) 622-3855 | studentlife@eku.edu

EKXKU

Student Life & First-Year Experience
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