1. Design Form 7

e Sketch out your form design
on paper or make a copy of
an existing form

e Annotate the form
determining: title, subtitles,
help text, sections, questions,
question types and decide if
you want to track any scores
using the form

e Consider what questions,
template images and lists you
already have and, which you
will need to create

2. Create Questions —

e Go to Admin | Forms |

Questions

e Select=+Add

Select Type of Question

[

Enter Name, Question Text,
and Help Text then select

Active ® Go to Admin | Forms | Form
Enter Type specific values e Select 4+ Add
Select Save

e Enter Title, Subtitle, Help Text,
and select Active

® Select Data Retention Policy | Go to Admin | Forms | Form

e Add Sections and drag

in questions ® Remember that when you

publish a form, it is published.
To change a published form you
need to create a new version of
njury Report For | it. Check it before proceeding!

® Save when complete

you're happy move to
Step 5, otherwise change
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5. Publish Form

Go to Admin | Forms | Form
Select Publish

Enter an Effective From date in
the dd/mm/yyyy format

Select Publish. The Published Form History
screen is loaded confirming publication details
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