JV Jive Interactive Intranet

Cloud Administrator Guide
Jive Extensions: Forms and Surveys Add-on

| Aurez

Unlimited Possibility



Notices

Notices

For details, see the following topics:

*  Notices

* Third-party acknowledgments
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Copyright © 2000-2021. Aurea Software, Inc. (“Aurea”). All Rights Reserved. These
materials and all Aurea products are copyrighted and all rights are reserved by Aurea.

This document is proprietary and confidential to Aurea and is available only under
a valid non-disclosure agreement. No part of this document may be disclosed in
any manner to a third party without the prior written consent of Aurea. The information
in these materials is for informational purposes only and Aurea assumes no respon-
sibility for any errors that may appear therein. Aurea reserves the right to revise
this information and to make changes from time to time to the content hereof without
obligation of Aurea to notify any person of such revisions or changes.

You are hereby placed on notice that the software, its related technology and services
may be covered by one or more United States (“US”) and non-US patents. A listing
that associates patented and patent-pending products included in the software,
software updates, their related technology and services with one or more patent
numbers is available for you and the general public’s access at https://markings.ip-
dynamics.ai/esw/ (the “Patent Notice”) without charge. The association of products-
to-patent numbers at the Patent Notice may not be an exclusive listing of associa-
tions, and other unlisted patents or pending patents may also be associated with
the products. Likewise, the patents or pending patents may also be associated with
unlisted products. You agree to regularly review the products-to-patent number(s)
association at the Patent Notice to check for updates.

Aurea and Aurea Software are registered trademarks of Aurea Software, Inc. in the
United States and/or other countries. Additional Aurea trademarks, including regis-
tered trademarks, are available at: https://www.aurea.com/legal/trademarks/. Jive
Is a registered trademark of Jive Software, Inc. in the United States and/or other
countries. Additional Jive trademarks, including registered trademarks, are available
at: https://www.jivesoftware.com/legal/.
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Third-party acknowledgments

The following third-party trademarks may appear in one or more Jive guides:

Amazon is a registered trademark of Amazon Technologies, Inc.

Apache and Derby is a trademark of Apache Software Foundation.

Chrome is a trademark of Google Inc.

Eclipse is a registered trademark of the Eclipse Foundation, Inc.

HP-UX is a registered trademark of Hewlett-Packard Development Company, L.P.

IBM, AlX,DB2,andWebSphere areregistered trademarks of International Business
Machines Corporation.

Intel and Pentium are registered trademarks of Intel Corporation in the U.S. and/or
other countries.

JBoss is a registered trademark, and CentOS is a trademark, of Red Hat, Inc. in
the U.S. and other countries.

Linux is a registered trademark of Linus Torvalds.

Microsoft, Active Directory, Internet Explorer, SharePoint, SQL Server, Visual
Studio, and Windows are registered trademarks or trademarks of Microsoft
Corporation in the United States and/or other countries.

Mozilla and Firefox are registered trademarks of the Mozilla Foundation.
Oracle and Java are registered trademarks of Oracle and/or its affiliates.

Progress and OpenEdge are registered trademarks of Progress Software
Corporation or one of its subsidiaries or affiliates in the U.S. and other countries.

Red Hat and Red Hat Enterprise Linux are registered trademarks of Red Hat, Inc.
in the U.S. and other countries.

SAP and SAP NetWeaver are registered trademarks of SAP SE in Germany and
in several other countries.

SUSE is a registered trademark of SUSE, LLC.

Ubuntu is a registered trademark of Canonical Limited in the United States and/or
other countries.

UNIX is a registered trademark of The Open Group in the United States and other
countries.

All other marks contained herein are for informational purposes only and may be
trademarks of their respective owners.
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Aurea global support

If you encounter a problem while using an Aurea product or require assistance with downloading
the software or upgrading a product release, please, try to:

» Search the articles on the Aurea Knowledge Base for solutions to your issues.

» Search the product documentation and other product-related information that are also available
on Support Central.

If you still cannot find a solution, open a ticket on Aurea Support Central. Information about the
support organization is available on Support Portal as well.

You can also find the setup files on Support Portal.

For information about purchasing an upgrade or professional services, contact your account
executive. If you do not know who your account executive is, or for other queries, contact us
through our website.
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Chapter 1: Forms and Surveys App add-on

1

Forms and Surveys App add-on

The Forms and Surveys App allows users to create, edit, and publish forms and
analyze form results. The form data resides in the middleware server and can be
exported in different formats. Users can choose to publish the results of the form
as a document in Jive.

For details, see the following topics:

* Installing Forms and Surveys Add-on

* Configuring Forms and Surveys Add-on

* Creating and editing forms with the Forms and Surveys App
* Submitting a form using the Forms and Surveys App

*  Functional Overview

Installing Forms and Surveys Add-on

Open a support with the Support to install this add-on.

Configuring Forms and Surveys Add-on

Forms and Surveys Add-on is an add-on that uses user groups for determining
access.

Fastpath: Admin Console > Permissions > User Groups

Fastpath: Advanced Admin Console > People > Management > Create User
Group

Fastpath: User interface: Your avatar > Add-ons

A user must have at least Manage System permissions to configure add-ons.
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Configuring Forms and Surveys Add-on

Configuring user groups for Forms and Surveys App

The Forms and Surveys App add-on uses two user groups to provide secure access
to the add-on features.

Fastpath: Admin Console > Permissions > User Groups

Fastpath: Advanced Admin Console > People > Management > Create User
Group

To configure user groups for the Forms and Surveys App add-on:
1. Go to the user group configuration page:

e Admin Console > Permissions > User Groups
* Advanced Admin Console > People > Management > Create User Group

2. Create user groups for the Forms and Surveys Add-on:

e forms-surveys-admins: Members are administrators and authors of Forms and
Surveys App.
* forms-surveys-authors: Members are authors of Forms and Surveys App.

Applying user groups to Forms and Surveys App

Add the preconfigured user group (or groups) to the Forms and Surveys Add-on
configuration to allow users of this group to use the add-on.

Fastpath: User interface: Your avatar > Add-ons

A user must have at least Manage System permissions to configure add-ons.
To enable users to manage the Forms and Surveys App add-on:

1.Go to User interface: Your avatar > Add-ons > All Add-ons > Installed .
2. Find Forms and Surveys App in the list, click the gear icon > Settings .
3. Under App Security, click the gear icon next to Forms and Surveys App.

Figure 1: Forms and Surveys App add-on security settings

Forms and Surveys Add-On

Forms and Surveys Submission Add-On
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4.1f All Registered Users are to access the Forms and Surveys App and create
forms:

a) Selectthe gearicon nextto Forms and Surveys Add-on and enter All Registered
Groups.

b) Inthe /apps/forms-and-surveys-app > click on Configuration Console > Ensure
"All Registered Users are Authors" is enabled.

5. If only selected users are to access the Forms and Surveys App and create forms:

a) Select the gear icon next to Forms and Surveys Add-on and enter the
corresponding user groups, for example, forms-surveys—-authors or
forms-surveys-editors.

6. Click Configure Now.

This opens a modal window.

7. Wait for confirmation that the middleware service URL was saved and click Save
and Close.

8. Click Save and Activate now.

Creating and editing forms with the Forms and
Surveys App

Here you can find details on creating and editing forms with the Forms and Surveys
App.

Accessing the form list of the Forms and Surveys App

Here you can find details on accessing the form/survey list of the Forms and Surveys
App.

To open the list of forms in the Forms and Surveys App, use one of the following
options:

* Goto Pencil icon > Create Forms/Survey .
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Creating and editing forms with the Forms and Surveys App

N,

| W HELPDESK | @& HRREFERENCE

CREATE

Document  Collaborate on a document
|||| Poll  Gather community opinion on a topic

Status Update Share what you're up to

Task Create a task for you or someone else 4 get things done
Message Send a private message to sp £ific people
Video Embed a clip to share

Event Schedule a gathering

» [ M H

Idea Create an idea for others £ see and vote on

Space Create a place wr £re related content can live
Group Establish a gz Aering place for a specific area of interest

Project Set a goa'/and track its status and tasks

® €& ®

Form/Survey -

e Goto Apps > Forms and Surveys App .

News People Apps ~

Select an App to launch

| Discussion

| Jive Daily Hosted for Jive Daily Hosted for iOS
wcent Acti Android

or-

Forms and Surveys App .

* Enter the following URL: <your Jive instance>apps/forms-and-surveys-app.
e Goto Action > Create form/Survey .
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Chapter 1: Forms and Surveys App add-on

Actions ~ About

B Discussion
E) Document
[1) Files
[E] Blog Post
il Poll E
@ Project
Sub-space
X Video
ldea

[y Event [

Create Form n

Create via emai

Feeds

The following screen is displayed, listing all forms created so far under the tab MY
FORMS/SURVEYS. (The other tab SHARED FORMS/SURVEYS lists all those forms

where the currently logged-in user has been added as a co-author.)

AUREA CONFIDENTIAL
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Creating and editing forms with the Forms and Surveys App

Forms and Surveys App

+ CREATE FORMISURVEY

MY FORMS/SURVEYS SHARED FORMS/SURVEYS
Default title - 1568965812172 0 Sep 20, 2019 07:50:14 AM o @ o
Nm form with Template ] Sep 20, 2019 06:39:52 AM o @ o
JEP Form-1 Tile 0 Sep 20, 2019 05:42:12 AM o @ e

The user can either:
* Create a new form/survey by selecting + CREATE FORM/SURVEY.

» Edit an existing form/survey by selecting the relevant form title from the list
displayed under Form/Survey Preview Title.

Creating and editing forms with the Forms and Surveys
App

Here you can find details on using the Forms and Surveys App.

Attention:

Forms/Surveys Admin: Can configure App and access all Forms and Survey from
all users.

Forms/Surveys Co-author: Can access the App and create, update, delete their
own Forms/Survey.

1. On the list of forms, create a new form/survey by selecting + CREATE
FORM/SURVEY.

OR Edit an existing form/survey by selecting the relevant form title from the list
displayed under Form/Survey Preview Title.

A new form can be configured using the various form fields.

2. Provide a suitable Title for the new form and click Create Form/Survey.
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Chapter 1: Forms and Surveys App add-on

Create Form/Survey

tle *

Form/Survey Preview

JEP Form-1 Title

CREATE FORM/SURVEY

3. Use the form fields displayed on the top in the subsequent screen to configure
the overall form:

Forms and Surveys App

0 ALL FORMS/SURVEYS

® DELETE FORM @ VIEW PREVIEW

CONFIGURATION

.JEP Fsr‘m-l"l'.‘!le- /
Options Description
: . Provide details here to set the overall configuration of
Configuration tab the form

Provide the information items (fields) to be displayed on

Fields tab the form.
Conditions tab Add conditions, based on which the fields will be displayed
on the form.

Displays the inputs provided by the user, after they

Results tab complete and submit the form.

e At any point in time, select Delete Form on the top right corner to remove this
form from the app.

* Select View Preview to have a glimpse of the configured form that will be
displayed to the user.

4. 0On the Configuration tab:
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Creating and editing forms with the Forms and Surveys App

JEP Form-1 Titie

Options

Description

Form/SurveyPreview
Description

Enter a brief description of this form

Form/SurveyPreview
Image URL

Provide the URL for the image to be displayed in the
external object (which represents the form) published in
a place

Publish Location

Specify the Place, where the configured form can be
viewed

In a Place: Place: Form/Survey will be published as
an external object in a Jive place. User can only select
a place he/she has access to

Hidden: Form/Survey will not be published as an
external object in a Jive place but can be accessed via
direct link by Admins, Authors, and Co-Authors

Specific People: Form/Survey will not be published as
an external object in a Jive place but can be accessed
via direct link by Participants (and Admins, Authors,
and Co-Authors)

Public: Form/Survey will not be published as an
external object in a Jive place but can be accessed via
direct link by any registered user

 Enable/disable the following form elements as required:

AUREA CONFIDENTIAL
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Chapter 1: Forms and Surveys App add-on

Options

Description

Form Start/End date
and time

The time period during which the form will be active/valid.

Allow users to
complete this Form
multiple times

Allows the author to enable/disable multiple submissions
of the Form/Survey. Default: Single submission

Anonymous
submission

If enabled, User details will not be sent when submitting
the completed form

Display Start/End
Pages

If disabled, will not display the Welcome and Thank you
pages in the form

Save submission as
Jive native content

If enabled:

e can save to a selected Place as Document / Blog Post
/ Question / Discussion

e a TEMPLATE tab also appears on top of the screen
along with the other tabs to facilitate the same
functionality

Manage Co-authors

Select to add users (from a drop-down list), who can also
author this form. In addition, the co-authors and their
details will be listed below this field.

5. Click Save to save the configurations.
OR Save And Publish:

Saves the form and publishes in the selected place (usage

if Publish Location: In a Place is selected).

6. On the Fields tab, click Select Field:

AUREA CONFIDENTIAL
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Creating and editing forms with the Forms and Surveys App

Forms and Surveys App

@ DELETE FORM

@ Radiobox (Single Select) ¥ Dropdown (Single Select

JEP Form-1 Title
Select Field
[ Textbox E4 E-Mail Address
£ Date Taxtarea
© Yes/No +, Legal
& Fils 4 Rating
% Link % Numbers

Configure End Page

&6 Info Text (No Input) & Checkbox (Multi Selact)

& Profile Fields (Hidden)

Items under Select Field can be selected as appropriate to set up various input

fields on the form.

Table 1: Available Fields

Textbox Select to add text inputs fields.
Select to allow user to pick an option from several options

Radiobox displayed via radio buttons. Use + Add Option to add as
many options to be displayed on the form.

Date Select if the user is to input a date.

Yes/No Select if user is to input either Yes or No.

Link Select to accept a URL as input.

Info Text Select to allow user to provide free-flow text as input.

E-Mail address

Select to capture an email address input type.

Select to allow user to pick an option from several options

Dropdown displayed via a drop-down list. Use + Add Option to add as
many drop-drop values to be displayed on the form.
Select to allow user to provide free-flow text within an area
Textarea
frame.
Legal Select to allow "I accept/ | don't accept” agreements.
Select to facilitate the user to evaluate. Specify Number of
Rating Steps as the rating scale and also the Shape of the rating

icon.

AUREA CONFIDENTIAL
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Chapter 1: Forms and Surveys App add-on

Numbers Input field which accepts numeric values only.
Checkbox S_elect to allow user to pick an option from several options
displayed as check-boxes.

7.0n the Fields tab, click Configure Start Page:

Forms and Surveys App

Edit Start Page
Welcome to Form

el @ - Please be aware that all responses to this survey are
‘elcome ta Form ¥ . No personal i will be

included in reporting, to ensure responses cannot be linked

START

back to individual

Start

Image in the background

+ ADD LINK

Use the fields available here for displaying a Welcome note to introduce the form
to the user. This will be displayed to the user before they can start providing inputs

in the form.

8. On the Fields tab, click Configure End Page:

AUREA CONFIDENTIAL
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Creating and editing forms with the Forms and Surveys App

Forms and Surveys App

Edit End Page Thank you for filling out the form

End Page Tide "
Thank you for filing out the form

Layout
Image in the background

Use the fields available here for displaying a closure note or a thank you message
for providing the inputs on the form. This screen will be displayed to the user after
successfully submitting the form/survey.

9. On the Conditions tab, specify conditions to help decide when a field is to be
displayed or hidden on the form so as to seek user's inputs selectively.

Forms and Surveys App

BACK TO ALL FORMS/SURVEYS CONFIGURATION CONSOLE

CONFIGURATION FIELDS CONDITIONS RESULTS URL

=+ ADD NEW CONDITIONAL RULE

Conditions

There are na any conditional rule. .

All fields can be used to build conditions, except Info Text and Checkbox.
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Chapter 1: Forms and Surveys App add-on

Any one of the following Condition parameters can be selected:

Only fields matching the condition will be displayed to the user.

Is equal to

Is not equal to

contains

does not contain

ends with

does not end with

starts with

does not start with

10Select + Add New Conditional Rule to add several rules.

4+ ADD NEW CONDITIONAL RULE
Conditions

Thers

Forms and Surveys App

are no any condiional ke

FIELDS

CONDITIONS

RESULTS

B DELETE FORM

11For each condition, specify the condition that should match the value in the form

field, based on which one or more form fields are to be displayed.

SHOW

AVE

CANCEL

12The Results tab displays the results of the data captured after the form has been
submitted by the user. Selected or ALL Results can be exported as JSON or CSV

formats. The number of items/page can be customized.

AUREA CONFIDENTIAL
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Submitting a form using the Forms and Surveys App

Forms and Surveys App

BACK TO ALL FORMS/SURVEYS CONFIGURATION CONSOLE

& DELETE FORM @ VIEW PREVIEW

CONFIGURATION FIELDS CONDITIONS RESULTS URL

EXPORT ALL AS JSON [ll EXPORT ALL AS CSV

a #  Date Submitted (UTC Profile Fiald - First Nama

ilerms per page
25 -

Result table is automatically being updated every 2 minutes.

130n the URL tab, on creating a form, the URL is automatically created. This link
can be copied and used to access the configured form.

Forms and Surveys App

BACK TO ALL FORMS/SURVEYS CONFIGURATION CONSOLE

& DELETE FORM @ VIEW PREVIEW

CONFIGURATION FIELDS CONDITIONS RESULTS URL TEMPLATE

This i the direct link 10 your Form/Survey, panmissions apply per configuration even when sharing the link directly

htps /i jepqaj o and-surveys-app =20 =0

Iy COPY TO CLIPBOARD

Submitting a form using the Forms and Surveys
App

Here you can find details on accessing and submitting forms using the Forms and
Surveys App.

1. Go to Main menu > Apps > Forms and Surveys App .

2. Select the configured form under My Forms/Surveys or Shared Forms/Surveys
appropriately, then go to the URL tab and Copy the URL.

3. Use the link to complete the form.
4. Click Submit to submit the form.
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Chapter 1: Forms and Surveys App add-on

Functional Overview

Here is a functional overview of the Forms and Surveys Add-on.

Form/Survey Builder

The solution supports the following field types:

» Textbox (Text input field)

 Radiobox (Single select)

 Dropdown (Single Select)

* Yes/No (Single Select)

* Rating (Single select)

* Checkbox (Multi Select)

» Date (Date picker)

* Link (Text input field with URL validation)

* Email (Text input field with E-Mail Pattern validation)
* Numbers (Text input field with Number (0-9) Pattern validation)
* Legal (I accept/ | decline agreements)

* Info text (No input field)

* Profile Field (No visible to user)

Each field except "Info Text" and "Profile Field" provide the following settings:
o Title

» Description

* Required/Mandatory

* Conditional Rule

Info Text:

o Title

» Description

Profile Field:

o Title

 Dropdown to select profile field

Settings of each Form/Survey
e Title of Form (To be used on the external object)

» Description of Form (To be used as the "preview description” on the external
object)

* Preview image (To be used on the external object)
* Form Fields

AUREA CONFIDENTIAL
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Functional Overview

If a field is deleted from the configuration all associated entries from existing
submission are deleted (cleared) as well

» Startpage: A page that is displayed to the user before seeing the Form/Survey:

Setting to Enable / Disable (Default = enabled)
Headline (Plain Text)*
e Color theme: light, medium, dark

Description (Plain Text)
* Color theme: light, medium, dark

Under description, the start page will display a message indicating it the survey
iIs anonymous or not as follows:

Please be aware that this survey is not anonymous. All responses can be linked
back to the individual by the survey author.

Background Image URL
e Specify position

Start Button Display Name
Additional Links

* Display Name

 URL

* Color theme: light, medium, dark

 Endpage: A page that is displayed to the user after successfully submitting the
Form/Survey

Setting to Enable / Disable (Default = enabled)
Headline (Plain Text)*
e Color theme: light, medium, dark

Description (Plain Text)
» Color theme: light, medium, dark

Background Image URL
» Specify position

End Button Display Name
Additional Links

* Display Name

* URL

e Color theme: light, medium, dark

AUREA CONFIDENTIAL 21



Chapter 1: Forms and Surveys App add-on

* Submission: Allows the Author to enable/disable multiple submissions of the
Form/Survey

» Default setting: Single Submissions
 Error message in case user tries to access survey again

* Anonymity: If enabled no PII will be tracked/saved from the users who completes
the Form/Survey

e Jive User ID will be stored in DB (one way SHA encryption) to verify if user has
already submitted the form

 System wide setting that defines which fields can not be stored / used in
conditional field > see global settings

* |If enabled information will be displayed on the startpage, external object and
on the form submission page itself that this Form/Survey is anonymous
* Location: Allows the Author to specify the place in Jive where the Form/Survey
should be published as an external object

* In a Place: Place picker to select place: Form/Survey will be published as an
external object in a Jive place

* User can only select a place he/she has access to

» Hidden: Form/Survey will not be published as an external object in a Jive place
but can be accessed via direct link by Co-Authors

» Hide option via setting

e Specific People: Form/Survey will not be published as an external object in a
Jive place but can be accessed via direct link
* Hide option via setting

* Public: Form/Survey will not be published as an external object in a Jive place
but can be accessed via direct link
» Hide option via setting

* Authors: Allows the Author to define additional (Co-)Authors
e Provides same level of access as author has

* Publish Result: If enabled all submissions will be posted as a native Jive Content
* User can select: Document, Blog Post, Question, Discussion
* Place picker to select place where result will be published
» Editor to define template look and feel

o Start Date/Time:
» Define the date and time on which a user can fill out form/survey
» External Object will be posted at the time the user clicks "Save and Publish"

e "Start Button" on start page is not visible until start time is reached. Instead
of "Start Button” message is displayed "The Form/Survey is closed until

AUREA CONFIDENTIAL 22



Functional Overview

DD.MM.YYYY - HH:MM"." Time is displayed in users local time. External
Object does not indicate start or end time

* The (Co)author should be able change date/time anytime

 End Date/Time:
» Define the date and time on which a user can no longer fill out form/survey

e "Start Button"on start page is not visible after the end time is reached. Instead
of "Start Button” message is displayed "The Form/Survey was closed on
DD.MM.YYYY - HH:MM"." Time is displayed in users local time. External
Object does not indicate start or end time

« The (Co)author should be able change date/time anytime

» Save: Saves the form but does not publish in the selected place
e« Save and Publish: Saves the form and publishes in the selected place

* Delete within the Forms and Survey App: Deletes the Form/Survey, and all its
associated data (submissions) but not submission posted as Jive native content
and not the external object

* Add Alert to inform the user that external object will not be deleted

* If the Form/Survey is deleted and a user clicks on "Start Survey" within the
external object we will display a explanatory message to the user that this
Form/Survey has been deleted.

* Delete the external object from Jive Ul: This only deletes the external object
leaving the Form/Survey and its associated data (submissions) untouched

» Save and Publish will create the external object again if it was previously deleted
via Jive Ul

Conditional Fields

All Fields can be used to build conditions except "Info Text" and "Checkbox (multi
select)"

e Condition parameter:
* is equal to
* is not equal to
e contains
* does not contain
* ends with
* does not end with
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e starts with
e does not start with

Only fields matching the condition will be displayed to the user. Examples:

* Only show Field F if Field A equals UK (Implication: Hidden if Field A not equal
UK)

* Only show Field G if Field A equals Germany (Implication: Hidden if Field A not
equal Germany)

Global Settings for All Forms/Survey

Specify:

* Which profile fields to be always captured

* Which profile fields the user can select

* Which fields shouldn't be captured if anonymity is enabled
* Which fields can be used in "profile field" field

Permission
Form/Survey specific permission

e Forms and Survey Admin: Can configure App and access all Forms and Survey
from all users

e Forms and Survey (Co)Author: Can access the App and create, update, delete
their own Forms/Survey

* Admin can either allow all users (ARU) to create (CRUD) Forms/Survey or just
a specific jive user group
* Forms and Survey Submitter (=All registered user): Can submit/take a Form

» If a Form/Survey is published in a specific place only users who have access
to this place and view permission on external objects can submit/take the
Form/Surve

* Full Export of all data as CSV

In conjunction with each submission the following attributes are saved by default
e Jive User ID (SHA encrypted)

 Date and Time (UTC) of submission

 Any metadata specified in the global settings

External Object
The solution can publish the Form/Survey as an external Object in Jive.

« External Objects need to be enabled on place level by adding the Forms and
Survey Stream Integration

AUREA CONFIDENTIAL 24



	Table of Contents
	Notices
	Third-party acknowledgments

	Aurea global support
	Forms and Surveys App add-on
	Installing Forms and Surveys Add-on
	Configuring Forms and Surveys Add-on
	Configuring user groups for Forms and Surveys App
	Applying user groups to Forms and Surveys App

	Creating and editing forms with the Forms and Surveys App
	Accessing the form list of the Forms and Surveys App
	Creating and editing forms with the Forms and Surveys App

	Submitting a form using the Forms and Surveys App
	Functional Overview


