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How to setup Form Versioning 

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

Example:  Organizations may want to manage different versions of the same form.  Any changes to a form 
would require only changing to create a new version, not an entirely new form.  Changes to versions can be 
made without altering the ability to analyze all submissions of a form together.  The form versioning 
process will be unobtrusive to the end user. 

 
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. 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 – Version 1 

Log on to the Admin application and navigate to Library >  Form Builder.   

The Form Builder menu area now has a Versions section on the Form tab. It includes: 

• The Version # field 

• Other Versions button 

• Create a new version of this form button 

• Not yet published / Published on (date) by (user) notice and Publish this version button 

• Version Notes free text field 

 

  

 

When creating a new form, the version number starts at 1 by default and is “Not yet published”.  
Consider a form that is “Not yet published” to be a form in draft mode.  A form being in draft mode 
means it is not yet available to be used in Form Library Items. 

When the form is ready to make available to users click the “Publish this version”, a pop-up warning 
message is displayed: 
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Selecting the “Publish” button saves the form version and activates the “Published on (date) by (user)” 
notice. The date the form version was published and the name of user that published version populate 
the notice. Users can also add to Version Notes at any time. 

 

 

This form version is published and is now available to be used in a Form Library item. 
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Once the current version of a form is used in a form submission (user(s) have completed a form), the 
Form Builder Version section will display an indicator below the Version # that the form version is in use. 
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Form Builder – Creating New Versions 

Clicking the button “Create new version of this form”: 

 

 

• The Version number increases 

• The “Other versions of this form are in use in form submissions” notice is displayed 

• The “Not yet published” notice and “Publish this version” button are displayed 

 

Make any required changes to the form, for example: add a new section and question to the form and 
click ‘Apply’ to save the version. 
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The form is still displaying the “Not yet published” notice, select the “Publish this version” button 

 

 

Because this form has other versions that have submissions against them, the following pop-up window 
is displayed with the following warning: 
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Click the “New Submissions Only”  button to enable assignment this version of the form for new 
submissions only. 

Click the “New and Current Submissions” button to enable assignment of this version of the form to both 
new and current sumissions (effectively propagating changes to in-flight assignments). 

 

Version 2 of the form is now published. 
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✓ Now that all the supporting data for Form Versioning is 
setup, users can utilize Form Versioning in iTacit 2.0.  

✓ Let’s look at how to do this in the next section… 
Form submissions will have a link to a specific form.   

End users can have forms in an Assigned, In Progress, or Completed status. 
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Users form assignment statuses of “Not Assigned”,  “Assigned” or “In Progress” can receive the latest 
published version of a form. 

 

 

Submissions by users completed against earlier versions of forms will remain unchanged. 
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Versioning in Form Analytics 

All form submissions are calculated/analyzed as one form with different versions. 

 

 

Versioning in Form Submission Manager 

The Form Submission Manager has the ability to view/export responses for all versions of a form and can 
identify which version of a form a user completed. 

 

 

When reviewing individual form submissions, the Form Submission Manager identifies which version of 
a form the user has been assigned. 
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Versioning in Form Library Item 

The Form Library Item will display the latest published form version. 

The export has 2 columns: Latest Version and Latest Published Version. 

 

 


