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| Form Versioning v2.16

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:

e The Version # field

Other Versions button

e (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

Sign Out

x Francais

"_

Form Builder Form Builder
: Preview <) @English ~ || New  »| Delete ~ Apply Cancel Done
=!Vehicle Maintenance Form 2
=y Create new form
1 le Inf n m
Vehicle Informatiot Create new version of this form
# interior Check TEg
Vehicle Maintenance Form 2024 Create new section e
[+ Exterior .
Type Create new section copy
[ Form v
Opertionst Create new section reference
0 7] Active
" Signature of Vehicle Operator ]
Versions
Version: 1 I ! Create new version of this form

Not yet published | Publish this version

Version Notes:

Display Properties
7] Automatically number sections in this form
V) Display each section on a different page
Add together the answers to all numeric questions and display at the end of the form
Label
Use currency format
Shuffie the order of questions

Permissions
X v

Change
Who can edit this form?

ctions have not been applied

Who can use this form?

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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Form Builder

You are about to publish a new version of this form. This will make it available to be

used in form library items, and any form library items that are currently using this form

will now use this version for any new form submissions, Once a version is used in a
form submission, it can no longer be edited. Are you sure you wish to proceed?

Publish Cancel
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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.

m Home ‘ Form Bullder

=!Vehicle Maintenance Form 2.

[*\venicie Information
[#/interior Check

“* Exterior

|+ operational

*/Signature of Vehicle Operator

*Form Title

Vehicle Maintenance Form 2024 ¢
“Type:

Form

V] Active

Versions

Version: 1 ther versions Create new version of this form
Published Feb 5, 2024 by Gail Walsh

Version Notes
This is the completed version of this form, it includes 5 sections (o]

Display Properties
7] Automatically number sections in this form
V| Display each section on a different page
Add together the answers to all numeric questions and dispiay at the end of the form
Labe
Use currency format
Shuffle the order of questions

Permissions

Change.
Who can edit this form?

Walsh, Gail
iTacit System Admin Sign Out

Francais

g

Preview 4/ @ English ~ New ~

Delete ~ Apply Cancel Done

This form version is published and is now available to be used in a Form Library item.
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Form Builder * Form Builder “| Form Library items *
Vehicie Mairtenance Form - DO NOT MODIFY (Cogy)

Home

@ Engiish ~ New Delete Action  ~ Apply Done

Walsh, Gail
iTacit System Admin Sign Out
NB Nursing Homes
Francais
4>

Form Library ttem |\

*Name: | Vehicle Maintenance Form 2024 (6] Show in Library: [7]
Code: Show in employee record: [7]
*Uses Form: | Vehicle Maintenance Form 2024 Xl Show in user profile: [7]
Subject: @ This form is about the assignee Show in My Team Activities: [7]
© This form is about someone else Allow Attachments: [
© This form is about a Form Subject defined in the Form Builder: Allow Notes: [7]
Xlv Allow employees to re-open forms they submitted: [7]
Active: Scoring
Description: 9 &
o Paragraph v B I U ‘f’ Uff e Display scoring information for this form when reviewing: [~
Allow employees to view scores on completed forms they submitted: []
Multi-User Form
Allow the primary assignee to see the current assignee: 7]
Image
Upload Clear
Permissions: Xy

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.

Walsh, Gail
Tacit System Admin, Sign Out
NB Nursing Homes
Frangais
m Home ‘ Form Builder
Vehia

Form Builder
-

preview | 4 || » @ Engiish ~ New ~| Delete ~ Apply Cancel Done
Elvenicie Maintenance Form 2
[=\Venicle Information
*Form Title:
Vehicle # 0 Vehicle Maintenance Form 2024 @
License # o “Type:
Form
Vehicle Operator Name: ] o
7] Active
[#linterior Check =
Versions.

Exterior
Version: || create new version of this form
[#loperational
[# signature of Vehicie Operator Published Feb 5, 2024 by Gail Walsh
Version Notes:
This is the completed version of this form, it includes 5 sections (o]
Display Properties

[¥] Automatically number sections in this form
[¥] Display each section on a different page
[F] Add togetner the answers to all numeric questions and display at the end of the form
Label (6]
=] Use currency format
7] Shufle the order of questions

Permissions.

Fhanna
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Form Builder — Creating New Versions

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

e Walsh, Gail
iTacit System Admin, Sign Out
NB Nursing Homes
Francais
m — . i _

= Preview 4 @ English ~ New ~| Delete ~ Apply Cancel Done
=!Vehicle Maintenance Form 2.--

[#lvenicte Information m

Form Builder *

[#interior Check Eom: R s

[ venicie Form 2024 e
[+ Exterior p—
Operational Form kA
i . | Active
[#/signature of Venicle Operator @

Versions
» Version: 2 Other versions. Create new version of this form

>

Other versions of this form are in use in form submissions

Not yet published | Publish this version LN

Version Notes:

Display Properties
[¥] Automatically number sections in this form
[¥] Display each section on a different page
[T] Add together the answers to all numeric questions and display at the end of the form
Label @
Use currency format

[T] Shuffle the order of questions

Permissions.
x|

Chanae...

e The Version number increases
e The “Other versions of this form are in use in form submissions” notice is displayed

e 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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Walsh, Gail
iTacit System Admin, Sign Out
NB Nursing Homes

Francais
4

i Preview || 4 || ) @ English ~ New ~ Delete Apply Cancel Done

[=IVenicle Maintenance Form 2

[#Iehicle Information jaucaticn &

I P v Uu A v Xl AN (== P 30 | I5 s -

e aragraph B I U A ®@ S5 2GR (S = = E & Ot 0D ¥ Q

[#Exterior 9 o

[ operational Please enter the date and time of completion

Signature of Vehicle Operator

=/ Date and Time Stamp

Please enter the date and time ... 0

Required: [¥]  If this question is not required and has a score, it will be treated like a bonus question
Date and Time 5

Allow this question to be

[] Copied (can be edited in other forms)
[T Referenced (cannot be edited in other forms)
[] Searchable in Analytics / Usable as a Form Subject

Label for search field: @

The form is still displaying the “Not yet published” notice, select the “Publish this version” button

Walsh, Gail
iTacit System Admin Sign Out
NB Nursing Homes

Francais

Home | Form Builder Form Builder =
Vehice Mamianance Form 2024
Preview 4 @ Engish - New ~v| Delete ~ Apply Cancel Done
[=lvehicle Maintenance Form 2...
[#lvenicte information
*Form Title:
[#interior Check vehicle Maintenance Form 2024 5]
¥l Exterior “Type
Form ~
[+ operational
Active
[+l signature of venicle Operator
o P Versions
= Date and Time stamp
Version: 2 Other versions. Create new version of this form

Flease enter the date and time . @ Other versions of this form are in use in form submissions
Not yet published | Publish this version

Version Notes:
Version 2 created to add a Date and Time stamp to the form @

Display Properties
Automatically number sections in this form
Display each section on a difierent page
[7] Add together tne answers to all numeric questions and display at the end of the form
Label
Use currency format
[ Shuffle the order of questions

Permissions:
x|v

Change...
Who can edit this form?

Open - Access restrictions have not been applied

Who can use this form?

Open - Access restrictions have not been applied

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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Form Builder X

You are about to publish a new version of this form, and there are existing submissions that use it.

Click "New Submissions Only” to enzable this version for any new form submissions going forward.

Click "New and Current Submissions” to enzble this version for any new form submissions and to mzke this the
version in use for any current active submissions for which no one has completed their work yet.

« Click "Cancel” to cancel publishing the new version and return to editing it.

New Submissions Only New and Current Submissions Cancel

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.

s Walsh, Gail
Tacit System Admin Sign Out
NB Nursing Homes
Francais
m — _

preview | 4| D @ English ~ New ~| Delete ~ Apply Cancel Done
Elvenicle Maintenance Form 2.

Fe
#|venicie Information

[#interior Check

Form Builder

“Fom Tite:

-~ [ Vehicle Maintenance Form 2024 @
#|Exterior p—
[+ operational Form %
# " V] Active
#l signature of Vehicle Operator & Act
Versions
/7 Version: 2 Other versions. Create new version of this form
>

Other versions of this form are in use in form submissions
Not yet published | Publish this version L ¢

Version Notes:

Display 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 [}
Use currency format

[F] Shuffle the order of questions

Permissions:
x|

Change.
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v Now that all the supporting data for Form Versioning is
setup, users can utilize Form Versioning in iTacit 2.0.

v’ 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.

Assigned  Completed “f! & cinovor NV

Vehicle Maintenance Form 2024

e Assigned  Completed “e @) rronkvo:  ENV

Vehicle Maintenance Form 2024
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Users form assignment statuses of “Not Assigned”, “Assigned” or “In Progress” can receive the latest
published version of a form.

Vehicle Maintenance Form 2024 X

F5-26340

6. Date and Time Stamp

Please enter the date and time of completion (Required)

v v

< BACK Page 6 of 6 EX

COMPLETE FORM { SAVE FOR LATER ] [ CLOSE WITHOUT SAVING ]

Submissions by users completed against earlier versions of forms will remain unchanged.

Assigned  Completed ’Q [ v

— pr——
Completed | rebeuory 5, 202456 Amt
| - ]

Vehicle Maintenance Form 2024
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All form submissions are calculated/analyzed as one form with different versions.

-=| Vehicle Maintenance Form 2024

Search for an employee... O\ Any Time
Submitted By Submitted On o
Abby Yatz

AY FS-26333

Network Administrator, Application Services
(AS) Chalmers Hospital

David Yatz
FS-26336
Cook, Food Services (FS) Chalmers Hospital

Gina Yatz

GY FS-26340

February 6, 2024 4:46 PM

February 5, 2024 11:56 AM

February 6, 2024 11:08 AM

Versioning in Form Submission Manager

More
Options...

Score/Result

100%

100%

100%

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.

Al - fe | subject
P Q R s T u v w X ¥ z AA AB AC AD .3 AF AG AH
1 kignee E Assignee L Assignee F Assignee D Assignee U Assignee E Assignee R Assignee B Assignee B Assignee B Assignee i Assignee R Assignee AForm  Code Uses Version  Starts Due
2 Yatz Abby  Yatz, Abby AY gail.walsh( Network A Applicatior AS Fredericto Network A Yatz, Frank Y Vehicle Maintenance Form 2024 Vehidle M 2 2/5/2024 0:00
3 Yatz David  Yatz, DavicDY gail.walsh(Cook  Food Servi FS Fredericto Cook  Yatz, Frank ¥ Vehicle Maintenance Form 2024 Vehidle M 1 2/5/2024 0:00
4 Yatz Gina Yatz, Gina GY gail.walsh(Human Re Human Re HR Fredericto Human Re Yatz, FrankY Vehicle Maintenance Form 2024 Vehicle Mz 2 2/5/2024 0:00
5

When reviewing individual form submissions, the Form Submission Manager identifies which version of

a form the user has been assigned.
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Home

Form Submission Manager * | Form Submission * _

4|/r New

Yatz, Abby
Network Administrator, Application Services (AS) Chalmers
Hospital

daintenance Form 2024

hicle

’ Yatz, Abby
Assigned to Network Administrator,
Application Services (AS) Chalmers Hospital

“Status: Completed v

As of. 06 Feb 2024

Status Reason 7
*Starts: 05 Feb 2024 |9 |12:.00 AM |~ | Atlantic Standard Time A
Due: 3 ~ | Atlantic Standard Time X
Must be completed by | ~ | Atlantic Standard Time v

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.

Walsh, Gail
Tacit System Admin, Sign Out
NB Nursing Homes

Francais

Home | Form Library ftems *

Search New Edit Delete Action  »
vehicle Maintenance Form 2024 = L e = Type ies
Uses [¥] Vehicle Form 2024 whick Form 2024 Form Yes
(Al X w
(AN Select Values to Export Downioad Exported Vaiues ||  Giose
Topic
(Al - £ Value
Typ= [¥] Name -

(Ally >
Actve @) Code
Yes ~
[#] Uses
] Latest Version
[7] Latest Published Veersion
« [ Type
[#] Description
[¥] Show in Library
| Show in My Team

|
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