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How to setup Form Branching Logic

OBJECTIVE: This document is a quick reference guide on how to setup and manage Form Branching
Logic for both back-end and front-end users

In some cases, questions or sections of a form may not be required or applicable, depending on the
answer given to a prior question on a form.

Form branching is now available, allowing the ability to show and hide questions and sections in a form
based on the answer to previous question(s).

First off, let’s see how data will be set up in Admin App...

WHO WILL DO THIS? A back-end user with access to the Admin App, possibly someone in HR who
oversees the Form Builder, Form Library Items and Form Submission Manager menus. This type of user
will build/create the form, the form library item and have access to view/export and analyze form
submissions.
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Form Builder — Enabling use of Conditional Questions

Log on to the Admin application and navigate to Library > Form Builder. Select an existing form or create
a new one.

The Form Builder has a Question Display section.
e Always display all questions in order (existing functionality)
e Allow randomization (existing functionality)

e Allow conditional questions (new functionality)

Fegan, Hillary
Dietary Manager, Sign Out
Administration (Carleton Manor) (CA... .
Francais
[

Home | Form Builder *

Form Bullder _

@ Preview || 4 | P @ English - Mew - Delete Apply Cancel Done

*Form Title:
Employee Satisfaction @

*Type:
Form ~

Active

Versions

Version Notes

Group Properties
Automatically number sections in this form
Display each section on a different page
[] Add together the answers to all numeric questions and display at the end of the form
Label [6]

Use currency format

Question Display

() Always display all guestions in order
() Allow randomization
Shuffle the order of questions

Allow guestions to be randomly chosen

@ Allow conditional guestions

v
Change...
Who can edit this form?

By Default, the “Allow conditional questions” option is not enabled. You must select the radio button
and then select the “Apply” button to save the configuration. Only one of the Question Display options
can be enabled at a time.
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Conditional Questions:

A single question, multiple questions, or an entire form section can be hidden or displayed with
the use of branching logic.

To configure a conditional question, there must be a prior question with response type of
multiple choice or dropdown.

Questions can be configured with one or many conditional rules.
Questions can be configured with Equals or Does Not Equal criteria.
Conditional questions can be optional or mandatory.

Branching Logic can impact the flow of multi-user forms. If all questions in a section assigned to
a user are skipped due to conditions met, the section assignee will not be assigned the form nor
will a notification be sent.

Conditional questions can be viewed in forms’ analytics menus and exports.

To create a conditional question, you must first have at least one prior question with a response type of
multiple choice or dropdown.

For this example, | am using a question “How satisfied are you with your work on a day to day basis”
with a multiple-choice response type. Based on the response to this question, | may want to display an
additional question(s) to the form user:

Example — If an employee answers that they are “Very Unsatisfied” or “Unsatisfied”, you may want to
display an additional question(s) to gather more information about why the employee is not satisfied
that you otherwise wouldn’t display if they were satisfied. Additionally, you may want to display a
different question if the employee is satisfied with their job.
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Fegan, Hillary

Dietary Manager, Sign Cut

Administration (Carleton Manar) (CA...
m - :

Francais
LB Empleyes Satisfaciion - Branching Logic
Freview || 4| F @ English - New ~ Delete Apply Cancel Done
EEmplnyee Satisfaction - HF %
o
Your Job — 1= J— iy 2 @
Paragraph v B I U AvE® £ X% x* T i == BH &8 rl:lBﬁQ -
How satisfied are you with your... 5
S ¢ ol

How satisfied are you with your work on a day to day basis?

Required. If this question is not required and has a score, it will be ireated like a bonus question.

Muttiple Choice v

Use standard response set
Satisfaction Scale ¥

Leave score blank o denote a "Not Applicable” response

New Delete
Response Score Active
Very unsatisfied @ 1 Yes -
Unsatisfied @ 2 Yes
In between @ 3| | Yes
] -
4 13
Allow this question to be
[C] Copied (can be edited in other forms)
[C] Referenced (cannot be edited in other forms)
Searchable in Analytics [ Usable as a Form Subject
Label for search field: | Your Job @

Now that there is a question to base the branching logic on, a conditional question can be created.

e Select New > Question.

Create the question and response type, and responses if applicable. A conditional question can
have any response type.

Select the “Conditional” tab (The Conditional tab is only active and selectable if the Form Builder
has the “Allow Conditional Questions” option enabled.

°
Fegan, Hillary
Dietary Manager, Sign Out
Administration (Carleton Manor) (CA

Francais
Form Builder ¥
LB Employee Satisfaction - Branching Logic

Preview 4| @Enqhsh - New =~ Delete Apply Cancel Done
=lEmployee satisfaction - HE

Home | Form Builder

HE

Condit]
ElYour Job
How satisfied are you with your... 5 @ This question is always asked
(@ Ask this question if v
How can we help you feel bette... ¢
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The Conditional tab has two radio buttons:

e The firstis labelled "This question is always asked" and is the default selection for both existing
and new forms.

e The second is labelled "Ask this question if :". This option has a dropdown list containing the
options "all of the following conditions are met" and "any of the following conditions are met".
Select one of the options.

o Selecting “All of the following conditions are met” means that all configured conditions
must be met to display the question to the user.

o Selecting “Any of the following conditions are met” means that only one of the
configured conditions needs to be met to display the question to the user.

Select the second radio button for “Ask this question if ” and select the criteria to make the

guestion conditional.
Fegan, Hillary
Dietary Manager, Sign Out
Administration (Carleton Manor) (GA
Francais

Form Builder
LS Emplayes Satisfaction - Branching Logic

Form Builder *

m teme

Form Builder
Employze Satistsction - HF

Preview 4/ P» & English ~ Mew v Delete Apply Cancel Done
ElEmpIuyee Satisfaction - HF
Conditional
ElYour Job
How satisfied are you with your... 3 (0) This question is always asked
@) Ask this question if ‘ ‘
Howr can we help you feel betle... 0

all of the following conditions are met

zny of the following conditions are met hdd | Remove ‘

Add a Condition

The area below the radio buttons will contain three rows. Each section contains criteria that is used to
evaluate whether the question will be shown to the form user.

e On the left is a dropdown list of all questions in the form, prior to the current question, which
have multiple choice or dropdown responses.

& itacit 8




Quick Setup Guide | Form Branching Logic v2.16

Fegan, Hillary
Dietary Manager Sign Out
/ Administration (Carleton Manor) (CA
m Home | Form Buildsr

Employee Satisfaction - HF

Frangais

@ English -
Your Job

New +| Delete Apply Cancel Done
Conditional
R el e e T (@ This question is always asked
@) Ask this question if | any of the following conditions are met >
How can we help you feel bette... 0
M % v
Add a Condition
ES
Search Cancel
Question
How =atisfied are you with your work on a day fo day basis? I}
H H H " n " n
e Inthe middle is a dropdown with the values "Equals" and "Does not equal".

Fegan, Hillary

Dietary Manager, Sign Out
Administration (Carleton Manor) (CA

Francais
Employes Satisfaction - HF
Preview | 4| b (@ English - New = Delele Apply Cancel Dene
EEmp\oyee Satisfaction - HF
EYour Job

How satisfied are you with your. 5 © This question is ahvays asked

0 @ Ask this question if | any of the fellowing conditions are met
How can we help you fesl betts...

How satisfied are you with your work ona day to | ¥ v ‘

E3 [~ [Femore]
Equals
Add a Condition

Does not equal

On the right is a dropdown with a list of all possible answers for the selected question selected
in the first row. Select the desired response to complete the condition configuration.
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Employee Satisfaction - HF

Form Builder

Conditional
Your Job
How satisfied are you with your... 3 This question is always asked

@ Ask this question if any of the following conditions are met
How can we help you fesl betts... 0

How satisfied are you with your workon adayto X v | Equals

Add a Condition
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Fegan, Hillary
Dietary M Sign Out
Administratio leton Manor) (CA

Francais

el x_

(@ English ~ New ~| Delete Apply Cancel

~[ [ B [ren

Target

Search

Response

Very unsatisfied I,\\,
Unsatisfied

In between

Satisfied

Very satisfied

Cancel

Once the condition is added, you can select “Add a Condition” to add another or “Apply” to save your
conditions. If you wish to remove a condition, select the “remove” button beside the applicable row.

Eemployee satisfaction - HF

Form Builder * Form hd

Employes Satis

Conditional

(@ This question is always asked

ElvourJob
How satisfied are you with your...

. - —— T @ Ask this question if | any of the following conditions are met
ow can we help you ette

How satisfied are you with your work on aday to | ¥ v | | Equals

How satisfied are you with your work on a day to | % ~ | | Equals

Add a Condition

Fegan, Hillary
Dietary Manager, Sign Qut
Administration (Carleton Manor) (GA.

Francais

n - HF
Preview |[ 4| P @ English  ~ New - Delete Apply Cancel Done

w | Very unsatisfied X v

¥ | |Unsatisfied X v

Remove

Example: In the scenario above, the conditional question will be displayed to the user if the response to
the “How Satisfied are you with your work on a day-to-day basis” is “Very Unsatisfied” or “Unsatisfied”.

P itacit
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Fegan, Hillary
Dietary Manager, Sign Out
Administration (Carleton Manor) (CA. ..

Francais
Home | Form Builder ™ Form Builder  *
Emplayee Satisfzction - HF
Preview || 4|/ ) @ Engiish - New - Delete Apply Cancel Done
= Employee satistaction - HF
E\'ourJul)

How satisfied are you with yo... ¥ 0 This question is ahways asked
@) Ask this question if | any of the following conditions are met v

How can we help you feel bett... 0

What factors are contributing t. 0 How satisfied are you with your work ona day to | ¥ v Equals w | Very satisfied X | Remave
How satisfied are you with your work on a day to | ¥ |v  Equals v | Satisfied X | Remave

Add a Condition

In the scenario above, the conditional question “What factors are contributing to your satisfaction with

your day to day work?” will be displayed to the user if the response to the previous question is “Very
Satisfied” or “Satisfied”.
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Form Builder — Re-Ordering Questions

Conditional questions must be after the question which the conditions are based on. If you attempt to
drag and drop questions into an order that prevents the branching logic from working, the action will be
prevented, and an error will be displayed.

Fegan, Hillary
Dietary Manager Sign Out
/ Adminisration (Carleton Manor) (CA
Francais
m e - _

Preview {|» @ English ~ New | Delete - Apply Gancel Done
EEmuluyee Satisfaction - HF

our dob &=l

*Form Title:
Employee Satisfaction - HF| <)

Form Builder

How salisfied are you with your... 5

e 0
How can we help you feel befle “Type
Form X
Active

Versions

‘What factors are confributing fo... 0

Version: 1 Create new version of this form

Not yet published | Publish this version

[sion Notac

Delete failed X

You cannot move this question here, because it would mean at least one conditional question would be
asked before the questions it depends on

oK

] Display each section on a difierent page.
[] Add together the answers to all numeric questions and display at the end of the form
Label @
Use currency format

Question Display

When the form setup is complete, you can finalize the version and add the form to a library item.
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v Now that all the supporting data for Conditional
Questions is setup, users can utilize Form Branching Logic.

v’ Let’s look at how to do this in the next section...

End users can be assigned the form or select the form from the Library. Conditional questions in
the form will be shown or hidden, in real time, based on fulfillment of their conditions. An entire
section of the form and its corresponding workflow may also be hidden if conditions are met to

do so.

Using the Employee Satisfaction form that was built above, let’s walk through branching logic
from the form user’s perspective.

When the form is started, one question is displayed, all other questions in this form are
conditional. If the response “In between” is selected, no additional questions are displayed, and
the user can complete the form.

Employee Satisfaction

FS-29574

@ you with your work on a day to day basis? (required)
isfied

® Inbetween

Satisfied

Very satisfied

Notes (0)
I

mi@nzronu [ SAVE FOR ,!\ILP] [ DISCARD FORM ]
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If a user responds, “Very Unsatisfied” or “Unsatisfied”, a secondary question “How can we help
you feel better about your day-to-day work?” is displayed to the user based on the conditions
that have been met. This question is mandatory, so the user must answer the question to
complete the form.

Employee Satisfaction

FS-20575

How satisfied are you with your work on a day to day basis? (required!

®  Very unsatisfied
Unsatisfied
In between
satisfied

Very satisfied

How can we help you feel better about your day to day work?

COMPLETE FORM [ SAVE FOR LATER ] [ DISCARD FORM J

If “Satisfied” or “Very Satisfied” is the selected response, then a different conditional question
“What factors are contributing to your satisfaction with your day-to-day work?” is displayed to
the user based on different conditions being met.

Employee Satisfaction

FS-20676

How satisfied are you with your work on a day to day basis? (e
Very unsatisfied
Unsatisfied
In between
Satisfied

Very satisfied

What factors are contributing to your satisfaction with your day to day work? (re:

Notes (0)

COMPLETE FORM
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Form Branching in Form Analytics

Upon creation of the form, any question configured to show in Form Analytics regardless of it’s
conditional or non-conditional status will appear on the form’s Analytics page.

e Posts Polls Documents Forms HE) Hillary Fegan ENW
—

employes Active forms
Messages

Notice Board Employee Satisfaction Employee Satisfaction

WIEW INDIVIDUAL SUBMISSIONS
My Activities LB Employee Satisfaction - Branchi...

Targeted to:
Employee: (1) Fegan, Hillary

Rrpec LB Employee Satisfaction - Branchi...
. Analytics R EXPORT RESULTS
Horary No more resuts.
Any Time v All Business Units v | LessOptions.
Carears
Satisfied

Recruiting

Why Unsatisfied?

B =20EB &N

Analytics

. Why Satisfied?
Need Assistance

[©)

Admin 1completed submission

Score
0.0

Average score]

80% ovg days o competon
0%

falled

%

View breakdown of questions

Trend of submissions Year Month

M submissions Failed 1o cormplete

Today

powered by iTacit = Privacy Policy ' February 2024 >
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Branching Logic in Form Submission Manager

The Form Submission Manager can export responses for all conditional responses. Conditional questions
that were not displayed/asked show as blank in the appropriate row and column of the export.

AR AS AT AU
1 |Section How satisfied are you with your work on a day to day basis? How can we help you feel better about your day to day work? What factors are contributing to your satisfaction with your day to day work?
2 Your Job In between

3 Your Job Very unsatisfied Increase in pay

4 Your Job Satisfied My supervisor is great

5
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