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Managing Forms and Folders

To keep the collection of forms organised, it may be necessary to moved forms and delete folders. Follow the

proce

]

sses outlined to do it successfully.

1 Move a Form to a New Folder

To move a form to new folder, the process is to clone the form to the destination folder. To begin, find the

form i

I N

&>
®

n the folder structure.

Click Forms.
Click Build. Open the folder and find the saved form.
Click the ellipsis (three vertical dots) on the form.
Click Clone.
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12 Create the New Form in the Destination Folder

To create the new form:

Select the destination Folder to save the form.
Click Clone.

> w2

Select a Form name that aligns with the naming convention in use.

Ensure the Form Alias is correct and reflects the form name.

w Form Alias * @ 0] Copy alias

Folder *

@ Agreements
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1.3 The Form Opens

The cloned form will open in the form builder. You can edit the form or close it.

1.4 Delete the Original Form

The form is now saved in the destination folder. In the form list, you can delete the original form, if it is not

needed. Click the ellipsis on the form and click delete.
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2. Delete a Folder

To delete a folder, use a similar process as used to delete a form:

1. Click the ellipsis beside the folder.
2. Click Delete folder.
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