CREATE FORMS

Redbird Life.

Involvement Starts Here

Go to Redbird Life at RedbirdLife.lllinoisState.edu
On the left-hand menu, select the RSO you want to edit.
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Explore Illinois State University

Safe Redbirds Early Vote National Transfer Student Week

Are you looking for a meeting idea for your RS0? The Redbirds, don't miss your chance to vate early here an Celebrate National Transfer Student Week October 21-
Safe Redbirds Ambassadors offer 12 different campus! It's a great way to make your voice heard 25 with the Dean of Students Office. Check out the
simulations and presentations. Learn more by visiting before the busy Election Day. Cast your ballot at the activities designed to recognize and connect transfer
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website Bone Student Center! Redbird Voter Guide students at lllinois State,
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Select Forms

On your RSO’s Redbird Life page, select Forms from the menu on the left
side of the page.

8 Explore Illinois State University
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B School Street Food Pantry Curb Birds Needed for August Move-in Graduating Student Survey

=k The pantry supports all local college and trade school Interested in meeting new and retuming students in If you're graduating, let us know what's next as you

il students. Visit the Facebook page to register for a August? Then volunteer to be a Curb Bird! Thisis a leave the nest. Simply complete the short Graduating
pickup time on Fridays between 4 and 6 p.m. The great opportunity to share your positive experiences at Student Survey and be entered into a drawing to win

= pantry is located at 211 N. School St. 15U and connect with other students, some great Redbird items.
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CREATE FORMS

Redbird Life.

Involvement Starts Here

Create Form

On the Forms page, click the three dots near the top and select Create Form.
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L Q Hew!  Forms now have the option to require organization representation. ﬂ FEEDBACK
& Forms @
TE Sort By ~
= Form Name v | D
Party Like a Rockstar Costume Try-On E3 Bulk Archive
< Start Date: Tue. Oct 31, 2003 5547 PM COT End Date: N30 ians e Pl EET
I/ ™ Start Dat 1.'|| , Oct 31, 20 i.ﬁ 7 PM CDT, End Dat Th.u. Nowv 30, 2 TPMCS @ Bulk Restare
hLd Status ~ Total Submissions: 0 Pending: 0 Approved: 0 Denied: 0 Rec

B Include Archived Forms SLC Dinner Meeting
Start Date: Tue, Oct 31, 2023 5:47 PM CDT, End Date: Thu, Nov 30, 2023 5:47 PM C5T
Total Submissiens: 0 Pending: 0 Approved:0 Denied: 0 Received: 0
Filters ~
SLC Dinner Meeting
[ Accepting Submissions Start Date: Tue, Oct 31, 2023 5:47 PM COT, End Date: Thu, Nov 30, 2023 5:47

" i Total Submissions: 0 Pending: 0 Approved: 0 Denied: 0 Rec
O Has Pending Submissions SRR SRS EE :

[0 Featured 5LC Meeting
Start Date: Tue, Oct 31, 2023 5:48 PM CDT, End Date: Thu, Nov 30, 2023 5:48 PM C5T

Add Basic Details

Under Form Name, enter a title for your form. Enable the form
status, and set the start and end dates for when you want the form
to be active.

Settinds Ne Linsaved Changes

MO mk Ll

Forrn Name must not be lef Blank

)

BN
R Form Status

Enabling this option makes this form available f

)

within the dates and times specified below. Please Note: Users can still submit past
vindow.

the end date if they begin the form during the act

(D) This form is not currently accepting submissions.

» Form Status iis Disabled.

Active From Active Until
05/21/2025 10:23 M BE/21,/2025 18:23 A1 0O
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Redbird Life.

Involvement Starts Here

e Choose Settings

Choose whether the form will be public, if organizational representation is
required, and whether public submissions are allowed.

Include in Explore Forms List ENABLED @

When enabled this form is listed on your community’s public forms. list.

Feature in Explore Forms List DISABLED _ 1

fit @ @ e GO 8

Enabling this option places this form to the top of your community’s public form list for better

visibility.

@ Require Submissions on behalf of an Organization DISABLED 1
/N Warning: This setting can not be turned off once organization representation has been enabled.

If Organization Representation is enabled for this form, Users will be prompted to select the organization they are submitting a response
on behalf of. The User must hold an Officer position within the organization to submit a response. This feature is only available for new

Forms created after January 21, 2025, Copies of Forms originally created prior to January 21, 2025 are not able to use this feature.

Allow Submissions From Public Users DISABLED 1

When enabled anyone can create a submission without being logged in. Please Note: Enabling this option automatically enables Allow

Multiple Submissions.

Select Additional Settings

Choose whether multiple submissions are allowed, if a review and approval
process is needed, and set any workflow steps and reviewers. Then, select
Save at the top of the page.
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fat Allow Multiple Submissions DISABLED B
ay T option 15 automatica Iy enabled when allowing subm sslans from PUDLC USers.
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= Require Review and Approval Process SADLED
s

=

When enabled you can assign reviewer give feedback on submissions. When this option is disabled all submissions

are automatically marked as receiwed with

Reviewer Workflow Steps.

0=

Please Note: When disabling this option all existing reviewers will be reset to level 1 regardless of their

current lewvel

Submitter Identified Reviewers SEIBLEDT

When enabled the submitter may specify up to five reviewers for their individual submissian.
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Redbird Life.

Involvement Starts Here

@ Add Additional Pages and Questions

You can add pages before or after the current one. Select Add New
to include additional questions on the current page.
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5| Edit - Test [ FORM PROPERTIES
- Page 1

EADD PAGE BEFORE THIS PAGE
=) ] PAGE LIST [#i PAGE PROPERTIES
-3
R
V] @ -
Chaeck Box List Radio Button List Taxt Field Drop Down List

Select Question Types
There are multiple question types available for you to choose from. Select the option
that best fits the type of information you want to collect or include.

E] @ADD PAGE BEFORE THIS PAGE @ADD PAGE AFTER THIS PAGE
— PAGE LIST [ PAGE PROPERTIES
i

o)

®

Add New...
Fl @
Check Box List Radio Button List Text Field Drop Down List
%
Instructions Single Check Box Ranking File Upload
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Redbird Life.

Involvement Starts Here

Add a Question
Enter your question and provide the corresponding answer options. When
finished, select OK to save.
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fr Edit - Test e —— 5 Form PRORERTIES
a Add Item
&b Question Text il
an
B E@ADD PAGE BEFORE THIS P, -~ BJ7 UYUS A-BH-XDhB EELFRm D PAGE AFTER THIS PAGE
D What is the Illinois State University Mascot's Name?
- [E pAGE LIST [ PAGE PROPERTIES
=
=)
®
Answer Text
Add New...
Place one answer per line
L)) Reynold -
Cheek Box List Reggie Drop Down List
Multipde answevs o question (Choose ! Redhird v b0 question (Choose ome from many)
R:;n:i-,;
OK | | CANCEL s
Instructions File Upload
A descriptive bext bow with no onsiwer Select to affirm fAgree to the obowe) Prioritize multiple answers Uyplood a file

Add Additional Questions

As you add additional questions, they will appear on the main screen.

) 4 BACK TO FORMS
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=== Edit - Test [# FORM PROPERTIES

B Page 1
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. [ADD PAGE BEFORE THIS PAGE MDD PAGE AFTER THIS PAGE
[E PAGE LIST [# PAGE PROPERTIES
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[ Page: 1 ¥ Sequence: 1w

* What is the Illinois State University Mascot's Name?
Reynold
Reggie
Redbird
Randy
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Redbird Life.

Involvement Starts Here

@ Complete the Form

When finished, select Back to Forms in the top left corner to save your changes. If
your form isn’t ready to publish, click Save to keep your progress and return later
to complete it.

0]
-
5] Edit - Test [# ForM PROPERTIES
B
= Pagel ¥
— BADD PAGE BEFORE THIS PAGE EBADD PAGE AFTER THIS PAGE
f@, [E pAGE LIST [#i PAGE PROPERTIES
[ Page: 1~ Sequence: 1~ ]
* What is the [llinois State University Mascot's Name?
Reynold
Reggie
Redbird
Randy
View Submissions and Manage Form
On the Forms page, locate the form you want to manage. Select the
three dots on the right side of the form to open the menu. From here,
you can choose to Edit Form Questions, Share, View Submissions, or
Export your form data as an Excel or PDF file.
I:@\r .ST.:rll Date: Fri, Nov 22, 2024 1:22 PM CST, End Date: Sun, Dec 22, 2024 1:22 PM C5T
Total Submissions: 0 Pending:0 Approved:0 Denied:0  Received:0
Test
i) Start Date: Wed, May 21, 2025 10:23 AM CDT, End Date: Thu, May 22, 2025 10:23 AM CDT
‘R Total Submissions: 0 Pending: 0 Approved: 0 Denied: 0 Received:0 @
@ p‘ Edit Form Questions
Test 1 Archive
Start Date: Tue, Jun 25, 2024 1:36 PM CDT, End Date: Thu, Jul 25, 2024 1:36 PM CDT
Total Submissions: 0 Pending:0 Approved:0 Denied: 0 Received:0 |_D Copy
[ share NEW!

Test Form- 7/22
Start Date: Thu, Jun 30, 2022 3:30 PM CDT, End Date: Sat, Jul 30, 2022 3:30 PM COT

Total Submissions: 0 Pending:0 Approved:0 Denied:0 Received:0

@ Submissions

B Exportas Excel
T-5hirt Order
Start Date: Tue, Oct 31, 2023 5:47 PM CDT, End Date: Thu, Nov 30, 2023 5:47 PM CST Export as FDF
Total Submissions: 1 Pending: 0 Approved:0  Denied: 0  Received: 1

**If your form is not ready, simply press the save button and you can come back to finish it later!
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