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1 View/Edit Mode 
Use the My Forms screen to search for the form you wish to edit. Click the form name 
to enter the form designer in view mode, or the Edit icon to enter form designer in edit 
mode. 

 

View mode allows you to quickly see more details around the form and the individual 
questions inside it. Use the Navigator in the right-hand panel to quickly navigate 
between header sections. 

While in view mode, click Edit to begin editing your form. 
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2 Edit Orientation 
There are several options available to edit questions. 

 

1. Indent: Indent the chosen question left or right. Indenting right will make the 
question a child of the question above. 

2. Edit: Edit the existing form line. Editing options are explored in section 3. 

3. Clone: Clone the line and either change the question or answer. This is useful if you 
have a set of similar questions all using the same answer group, or with very specific line 
options. This is covered more in section 5 of the Creating a Form user guide. 

4. Delete: Delete a form line. 

5. Move: Use this to drag and drop form lines into different locations within the form. 

6. Collapse: Expands or collapses the section. 
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3 Editing a Form 
To edit a question, click on the edit icon to the right of the question. 

 

The edit screen allows you to view the question caption, FACEcodes, chosen answer 
group (if applicable), and any null options selected for the question. 

Editing works slightly differently if a form is published. Publishing a form marks the 
draft as complete and is required to export a form into Care Partner. Publishing creates a 
new form version number. 

The differences between editing unpublished and published forms are explored in 
sections 3.1 and 3.2 respectively. 

3.1 Unpublished changes 
For an unpublished form, editing a question has no restrictions and new questions and 
answers can be selected. 
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Click Change in the Question section to select a new question code. This works in the 
same way as creating a new question. 

You can also do a Term Override to change the caption or help text of a question 
(explained more in the Creating a Form user guide). Click Change under the question, 
and then Change terms on the question screen. 
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Click Change in the Answer type section to edit the answer type for the question. A list 
of available answer types is displayed on the next screen. Be aware that changing an 
answer type may affect changes previously made to the line. 

 

3.2 Published changes 
For a published form, there are more limitations around changes you can make. A 
published question is marked with a blue Published label in the top corner. 

A question FACEcode cannot be changed for a published form. You can use the Change 
terms button underneath the question to do a term override (if the context of the 
question remains the same). 
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You are only able to change an Answer type for drop-down type answers and can 
change between drop-down layout types. You cannot change the answer type for 
published text, date, number or attachment fields. 

For example, you can change a drop-down list to a radio group, checkbox, or tri-state 
checkbox, but not any other type. Other types will display greyed out. 

 

If you need to make more substantial changes to a published question (changing the 
question or changing the associated answer type or answer group), you will need to 
clone the existing question, make changes to the cloned line, and delete the original 
question. 
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