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Form/Survey/Poll

-/ Manage Departrnent
1

Search by:

Search by specific keywords, such as “comment”

Forrm Marme Containsg,
<

Select a date range to
view current or past
Created Betwaen : news stories.

B

e Search |23 After you set your search
parameters, click this button to
e Category Date change what is dlsplayed below.

Maare Prachive Form Any 051410 Y, Publish

| B oadd Naw Farm

Bh Bb

eaclow Brook Mg Festival Tickets Any 05/24/10 9 Publish

Eib

5H5 - Ph | Therapy Con Any 04/05/10 Publish

5HS - Qccupationa ety and Healbl Contact
Lls

Eib

Any 04/08/10 1 Publish

Eib

5HS - Medical Labaratory Sciences ctLls Any 04/05/10 Publish

\ age 1 of 3 items 1 to 15 of 38,

Click on Add New Form to create
a new form, or the pencil icon to
edit an existing form.




ltems with a red asterisk ( ) are required.

Manage Form

g e options provided below, If submitter information needs to be displayed andior
required, ch

it The title of the form should be brief. A few words.

Start Date:

Inackivate: °

Purpase: ) survey Selecting Form, Poll or Survey changes the next options.

|

Layaut: ®Layouts OLayourz 0 Preview Lavout

The difference between a form and
Include Question Number: (% O a survey is simply the layout of the
guestions. Both are able to collect
personal data about the user and
Header and footer instructions compile results from each question.

should include information users Form/survey questions can be check
. boxes, radio buttons, drop down
footer Instructions: need to complete the form and to .

' menus, text bOXGS, or text areas.
‘ follow up. The thank you message The poll option doesn’t collect

appears after the user has personal information, and only

Thank You B submitted the form allows user to make one choice via
radio button or drop down menu.
*'_' Launch rich text editor



Advanced Settings

After the form is submitted, do you want the user and
Canfirmation?: administrator to receive confirmation notices?

Adrmin Ermail Motification?: If you want results of the form/survey to be sent to someone other
than the administrator, check this box and fill in the next two fields.

Ermail Results To:

Email subject:

After submission, you can
redirect the user to a
particular webpage.

Redirect Url:

Page ID [if knownl:

Show Conternt:

Cther Informmation:

Sal.le Form Data? I:l I= S5L Required?

Taxonomy: These are the default security settings. For more information
contact the Careworks Staff in UCM.

4

Click Save to continue




Manage Questions

Sarple for Training

y

FManage Form T Manage Questions | Preview \:-.\ Fublish \(-.\ Submissions \q-._‘ Submissions Graph \'.__

Create, copy or manage questions using the options below, Check the box "Incude deleted questions" to include deleted questions in

the list,

DShow deleted questions -=/ Manage Seckiog

I? Add Mew Question I

Question Section Header Type Required  Sartd)

Creating forms and surveys within the CareWaorks system will Raclio i
- . True 1
make my job sa much easier, Button

g

Profile Settings

Choose orwe or more profile settings foom the optione belowr. "Display" chedidbo will provdds s option for the user to erver the respective setting, "Feqaired " dhe
writer the Tespectite setting,

O check to display all profile settings O check to require all profile settin

Marne Formmat: Address1: ;
® Full marme O First & Last Hama O Display?

Displa!,l? DRequired? Address2; DDisplay?

I:lDispIanfl? I:lRequired? ity I:lDispIan,l?

The manage questions tab has a list of
questions as well as profile settings
related to general user information.

At the top of the page it lists current
questions (if any) and has a link to add
new questions.

At the bottom of the page, you can
choose to make a particular profile
setting be displayed and/or required.
If you change any profile settings, be
sure to click the Save button.

Displal,l? Required? DDisplal,l? DRequired?

DDisplay? DRequired?




Conbrol Panel > Foom/Swrvey/Foll 3 Form)Survey Questions

Form/Survey Questions

Sample for Training After you click Add New Question, you'll be
able to create different types of questions,
such as multiple choice and short answer.
Disclaimer: Please check the "Encrypt question” checkbos, for all secure information, Radio buttons and drop down lists allow one
v Dshow setion 2 Manage s choice only. Check boxes allow multiple
choices. Take a few minutes to check out the
Greaing forms and urvys WY | ] Launc i tat ditor different options. Different fields populate
depending on what you select.

*Question:

much easier,

Guestion Required?: Advanced Settings

Format Suggestor:

*Question Type: l| Radia Buttan

Dependent O | Mo dependendy... th.'_-tl

Include question in email?: )
Select

Fadio Button
Check Box
Cptions: O add my awn ® predefined Answer )
Drop Down List
Tool Tip:

Predefined Questions: |Agrea'[)isagree M | T Box

u'a:d: Area
Add Answer: |

ETD add your own answer, enter text
and click this button,

Layout: @ Harizantal Overtical

Sort Order: 1 r ¥ Sort Questions

Strongly Agree

You can create your own multiple choice answers by
clicking the green plus sign, or choose from predefined Neutra

Agree

Disagrees

answers (such as gender, ratings, or months of the year).
Again, these options change with every question type, so
you’ll have to spend some time looking around!

Be sure to click SAVE after you’ve created your question!




COMNTROL PAMEL WIEW WEBSITE CHAMGE PASSWORD MAMUALS SUPPORT
Zontrol Panel ¥ Fo

Form/Survey Questions

Sample for Training

Iq Question has been createdfupdated. |f YOU see th|s messagE, yOUF
question was created successfully.

Back n Preview n

Contred Panel > Form/Pollf Survey
Form/FPoll/Survey Preview

Sarmple for Training

[ Manage Form \(-._ Manage Questions Publish Y‘-._ Submissions \‘-._ Submissions Graph \'_

YWiew in Design Wiew in Browser
e e

Sample for Training

Thiz is an example of a FORM for training purposes.

Click on the preview tab to see how
your form will look when published.

v Creating forms and surveys within the CareWorks system will make my job so much easier.
C‘ Strangly Agree OAgree 'O Meutral O Disagree C‘ Strangly Disagree

Pleasze verify that your answers are final, and then click submit.




Conbrold Panel > Foom /SierveyPoll
Form/survey/Poll Link

Sample for Training

-
Manage Farm \ﬁ-.l Manage Questions \{__I Fraview 1 Publish ' Submissions “{__I

Submissions Graph \'\

Ehoose sita: | University Human Resources

http:woanws oakland, edufarmbuilder
Sforms.aspxformicd=53028&sicd=154

Click on publish tab to get a custom
URL or HTML embed code to place

<iframe allowtransparency="allowtransparency’ the form on your page.
framebarder="0" width="100%" marginwicdth="0"

marginheight="0" src="/Formbuilder

/HatdasterForms.aspxsid=154&Fformicd=558025"

icl="iframe"= < /iframe:=

Content Page Code:

Preview




Form/Survey/Poll Results

Sample for Training

y

Submissions Graph A

[ fManage Farm \:‘-.I_ Manage Questions ‘(__L Preview \{-.._ Publish 1 Submissions

L)

Question answer contains:

Submitter Mame contains:

ate of Subrmission: ’7 B Getween Ii e The SmeISSIOh tab gIVES you
options on tracking the results of

Questions: Al your form or survey. You can also
export your collected data to

¥l Irclude Confirmation . 9
Bl cormsen = several different formats outside of

[ 1ndude Name the CareWorks system.
Include Ernail

Fesult options:

Clear Search

[ Expart to Excel J [ Export to Ward J [ Export to C5Y J [ Ewxpartta PDF J

Canfirmation ID Submittecd Date

393-538028 5/27/2010 1:29:42 PM Sample Joshua.austin@caretech.com
392-580238 5/27/2010 1:24:14 PM Test Joshua.austin@caretech.com
391-53025 5/27/2010 1:20:40 PM Test Joshua.austin@caretech.com
208-58023 2/18/2010 4:16:02 P Debbie Downer downer@oakland. adu
207-530238 2/18/2010 £15:35 PM Jane Dae doed@oaklancd. edu
206-58028 2/18/2010 £:15:17 PM Joe Sample sampled@aoakland. ecdu

<




Controd Panedl > Form/Swrvey/Poll > Form/Swrvey/Poll Graph

Form/Survey/Poll Graph

Sample for Training

Questions must be of type Radiobutton, Dropdownlist or Checkbox in order to be graphed.

IManage Farm \(-.__ Manage Questions \(-._. Preview \:‘-.._

Publish \(-.__ Submissions 1 Submissions Graph

Chart Type: lpid -
1. Creating forms and surveys within the CareWorks system will make my job so much easier. Pie
Strongly Agree Bar
Area
Lgree
Bubble
Gantt
Line
Paint
Spline

Meutral
Disagree
Strongly Disagree

Click the Submissions Graph tab to
see your collected data in a variety
of different graphical formats.

& Aagree
@ Meutral
@ Disagrees

 Strongly Disagree




