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Select a date range to 
view current or past 

news stories.

Click on Add New Form to create 
a new form, or the pencil icon to 

edit an existing form.

After you set your search 
parameters, click this button to 
change what is displayed below.

Search by specific keywords, such as “comment”
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Items with a red asterisk (*) are required.

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

Selecting Form, Poll or Survey changes the next options.

The difference between a form and 
a survey is simply the layout of the 
questions.  Both are able to collect 
personal data about the user and 

compile results from each question.  
Form/survey questions can be check 

boxes, radio buttons, drop down 
menus, text boxes, or text areas.  

The poll option doesn’t collect 
personal information, and only 

allows user to make one choice via 
radio button or drop down menu.

Header and footer instructions 
should include information users 

need to complete the form and to 
follow up.  The thank you message 

appears after the user has 
submitted the form.
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After the form is submitted, do you want the user and 
administrator to receive confirmation notices?

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.

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

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

Click Save to continue
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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.
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After you click Add New Question, you’ll  be 
able to create different types of questions, 
such as multiple choice and short answer.  

Radio buttons and drop down lists allow one 
choice only.  Check boxes allow multiple 

choices.  Take a few minutes to check out the 
different options. Different fields populate 

depending on what you select.

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

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!
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If you see this message, your 
question was created successfully.  

Click on the preview tab to see how 
your form will look when published.
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Click on publish tab to get a custom 
URL or HTML embed code to place 

the form on your page.
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The submission tab gives you 
options on tracking the results of 
your form or survey.  You can also 

export your collected data to 
several different formats outside of 

the CareWorks system.
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Click the Submissions Graph tab to 
see your collected data in a variety 

of different graphical formats.

10


