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Introduction 
 
This training guide gives you all the information you need to create and manage your Forms and 
Questionnaires within the TalentLink system. 
 
This guide goes through the following;  
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3. Creating custom questions 7-27 
4. Re-ordering questions 28 
5. Creating dependencies 29-31 
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9. Updating a form 35 
10. Copying a form 36 
11. Moving a form 37 
12. Archiving a form 38 
13. Re-storing a form 39 
14. Troubleshooting/FAQ’s 40-43 

 
 

 
Throughout the guide, you will see the following icons which indicate the WMJobs Team’s 
recommendations which will help you with all your [title] queries. 
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1. Understanding Forms & Questionnaires 
 
In TalentLink, you are able to create document templates such as questionnaires and feedback forms 
which capture information/data which is then fed back into the system. 
 
This allows you to standardise the information you receive from managers and candidates, and in some 
cases, attach scores to candidate answers. When scores are attached, candidates can then be identified 
in pre-screening or shortlisting by the score and can be used for automation purposes. 
 
In a practical sense, Forms & Questionnaires within TalentLink are used, for example, to make up the 
different elements of your online application form – if you wanted to create a new application form, you 
would do this through Forms & Questionnaires. They are also used to create the feedback forms which sit 
against your Selection Process. 
 
The forms that you create in TalentLink are broken down into ‘Form Type’ and each form type relates to 
where the forms are used and for what purpose. 
 
See below a list of the Form Types available a brief description of each;   
 

Form Type Description 

Diversity Questionnaire Diversity Questionnaires are used to collect personal details from your 
candidates relating to equality and diversity information and is usually used 
as ‘Questionnaire #2’ of your Application Process.  
 
You can build an ad-hoc report which compiles the diversity information of 
your candidates, which can help you identify trends and highlight any 
possible inequalities.  
 
Because of the sensitivity of information that is being collected from 
candidates through a Diversity Questionnaire, there is extra security 
surrounding this type of document. 
 
You are unable to search for Diversity Documents within TalentLink and you 
need a specific role assigned to your user profile in order to view these 
documents within the system 

Profile Profiles can be used to collect information from candidates, but more 
specifically, can be used with the ‘Matching Candidates’ functionality in 
TalentLink. By using a ‘Profile’ within your application process, you can 
specify criteria to match candidates on a job-by-job basis 

Questionnaire Questionnaires are used in the Application Process, more commonly to 
capture reference information, but can also be used in your Selection 
Process to send to a candidate via a hyperlink in an email which contains 
additional information you want a candidate to complete, for example, an 
offer acceptance 

CV A CV is used in your Application Process to collect a candidate’s 
employment, education and training history as per the WM Jobs set up 

Feedback Report A Feedback Report is usually completed by a manager and are used as part 
of your Selection Process to capture results of a step, for example, capture 
shortlisting information or interview feedback 

Candidate PIF A Candidate PIF is the Personal Information Form (PIF) and this is 
completed by a candidate as part of the Application Process when applying 
online for a role 
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2. Creating a new Form/Questionnaire 
 
To navigate to ‘Forms & Questionnaires’, log-in to Talentlink, and from the left-hand menu, click the arrow 
next to ‘Settings’ and select ‘Forms & Questionnaires’; 

 

  
 
You will then see the bank of Forms & Questionnaires which sit in your environment; 
 

 
 
You are able to filter the forms within your environment by using the filter criteria along the top of the 
window. 
 
You can filter by Organisation, Form Type and View (this will allow you to filter by current forms or 
archived form). 
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To add a new form, scroll to the bottom of the page and click on ‘Create New Form’; 
 

 
 
This will then take you to the ‘Form Details’ screen; 
 

 
 
Firstly, you will need to define the ‘Form category’ for your new form – this is the Form Type outlined on 
Page 2. 
 
You will then need to enter the ‘Form name’ and ‘Form description’ for the new form that you are creating, 
with the option to add a ‘Form comment’. 
 
Under ‘Department’, you will need to select the Organisation you want the form to sit under in TalentLink. 
 

 

 
         
 

 
Depending on your set-up, you may only have access to one Organisation or you may 
have access to several – this will be different based on the user 
 

 
‘Form language’ will always be defaulted to ‘English (UK)’. 
 
‘Display type’ has two options – ‘Normal’ and ‘Next answerable’. Select ‘Normal’. 
 
At the bottom of the screen, you’ll see an option ‘Answerable many times’. By selecting this option, you 
are allowing the user who has access or receives the form, to edit the form once it’s been saved.  
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As best practice, we would suggest that this option is left unticked, however can be useful for 
forms included in your application process – the choice is yours 
 
 

 
Once you have completed the form details, click ‘Save and Edit’. 
 
Once you save the form, you will then see the Form Builder view within TalentLink; 
 

 
 
Through Form Builder you can; 
 

• Add, remove and edit questions 

• Reorder questions 

• Preview the form that you created 

• View the form information 

• Create custom questions 

• Define dependencies for the questions 

• Translate the form 

• Assign scores to questions 
 
To start building a form from scratch, you can use the options on the left-hand side of the screen which 
are the questions you can add to the form. 
 
Under ‘Question library’, you can add Lumesse standard questions to the forms, or underneath, you can 
create and custom questions through ‘New question’. 
 
 

 
         
 

 
The Lumesse standard questions are commonly used in the forms which make up your 
Application Form, to ensure that candidates applying online are able to transfer information 
between multiple applications such as Employment History. The have been pre-set by the 
WMJobs Team. You will find that you will use the ‘New Question’ function more commonly  
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3. Creating Custom Questions 
 
Within Form Builder, click the white arrow next to ‘New question’ and you will see question options you 
have to add to your new form; 
 

 
Each question in the list has a different function which you can build into your form. See below a table 
outlining a description of each question type in the list under ‘New question’; 
 
 

Question Type Description 

Section Question A Section Question is written in a different font colour and is bigger than 
other questions – this question acts as a container for an explanatory 
paragraph prior to the set of question that relate to it. You can pin a Section 
Question to the end of your questionnaire or anywhere else you would not 
expect to find a question. If can also be used to visually divide questions in 
the form into various groups 

Free Text Question A Free Text Question is one that is entered into the form and an answer can 
be typed in response to the question – it allows free text to be typed in 

Multiple Choice Question This option allows you to create a question with a list and a candidate or 
manager can select more than one option from the list that you define 

Single Choice Question Similar to the Multiple Choice Question, however, a candidate or a manager 
will only be able to select one option from the list that you define in the 
question 

Upload File An Upload File question allows you to enter functionality into your form that 
allows the end user to upload a document which will be fed into TalentLink, 
for example, if you ask a candidate for a copy of their qualifications, you 
could use this question on a form as function to allow them to do this 

Simple Text no Answer This question allows you to enter text into your form as an instruction to a 
candidate or manager on the form. It doesn’t require a response from the 
end-user 

Image no Answer This question allows you to insert a logo into your form 

 
 
To add a custom question to your form, hover over the type of question you want to add and drag and 
drop this into the Form Builder; 
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Once you drop the question, this will then appear as a section in your form; 
 

 
 
You can then edit the text of the question by clicking the      icon, or you can delete the question your form 
by clicking the      icon, under ‘Actions’. 
 
When you edit the question, you will be given several formatting options; 
 
 

 
 
 
The options available here will depend on the question type you have entered into your form. 
 
The table below outlines the layout options available against what Question Type is relates to. It also gives 
a brief description of the layout option; 
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Option Description Section Free 
Text 

Multiple 
Choice 

Single 
Choice 

Simple 
Text 

Image 

Has title? Display the question title 
 
 
 

 
 

     

Required This will make the 
question mandatory in 
your form and will be 
identified in the form to the 
end user 

      

Question 
inline 

This is to do with the 
formatting – this will display 
the question on the same 
line as the previous 
question 

      

Answer 
inline 

This will display the answer 
on the same line as the 
question 
 
 

      

Indentation This will align the text 
right, left of centre 
 
 
 

      

Presentation This option will display the 
answers as a dropdown list, 
or single, or multiple 
columns 
 

      

 
With certain questions, you will also have content properties which are again, dependent on Question 
Type. Content properties may be defined for free text, multiple choice and image type questions as follows; 
 

Free Text Question Multiple Choice Question Image Question 

• Answer type (number, 
date, etc.) 

• Minimum and maximum 
length (in characters) 

• Answer size (one to 8 
lines) 

• Select at least (minimum 
number of sections) 

• Select at most (maximum 
number of selections) 

• Image Title 

• Description 

• Image Size (width and 
height) 

 
You now know what different questions there are available and the different formatting available in 
accordance to question type, see below all questions and an example of adding this type of question into 
a form within TalentLink; 
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Section Question 
 
Drag and drop a ‘Section Question’ into your form; 
 

 
 
Under ‘Actions’ click the      icon to edit the question; 
 

 
 
Within the text box, you can add a title within your form or explanatory text, by typing it here – you do have 
a character counter underneath the box to keep track of the characters you’re using; 
 

 
 
Once you have entered the text, you can use the formatting options along the top of the window to format 
the text; 
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If you want to add a title AND explanatory text, bear in mind, the text entered into a Section 
Question can only be formatted one way. So, for example, if you wanted the title in bold and 
the explanatory text unformatted, you would need to add two section questions and format 
appropriately 
 

 
 
Once you are happy with the text you have entered, click the green ‘Save’ button; 
 

 
 
You will then see the title of the question, sitting in the overview of the Form Builder; 
 

 
 
As you are building a form or adding new question to an existing form, you can use the preview function 
to see what the form would look like to an end user. 
 
At the top right of the screen, click the        icon to preview your form; 
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A pop-up will appear on the screen with your created questions; 
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Free Text Question 
 
Drag and drop a ‘Free Text Question’ into your form; 
 

 
 
Under ‘Actions’ click the      icon to edit the question; 
 

 
 
Within the text box, you need to enter the title of the free text field you want the end user to see on the 
form when typing into the question; 
 

 
 
You can format the text if you wish by using the formatting options along the top of the window. 
 
Using the options to the right, you can specify the formatting if the cell. You can align the answer, specify 
an amount of characters and the answer type. Refer to page 9 for options. 
 
Once you have created the question, click ‘Save’. 
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Use the preview function to view the question you have created as outlined page 12. 
 

 

 
         
 

 
The preview option is particularly good for previewing the layout of your form. If you are 
formatting your questions by using the ‘Answer inline’ and ‘Question inline’ functionality, this 
is a great way to see what each individual question will look like 
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Multiple Choice Question 
 
Drag and drop a ‘Multiple Choice Question’ into your form; 
 

 
 
Under ‘Actions’ click the      icon to edit the question; 
 

 
 
Firstly, within ‘Question Label’, type in the name of the question and format as appropriate; 
 

 
 
Underneath, you will see a small list – this is where you specify each of the options the end user can see. 
Start to type your first option into the first field within the list; 
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As you start to type, you will see that more options appear for you to specify more options. 
 
Under the column ‘Assigned’, you will see checkboxes. Here, you can select which ones your end user 
can see. If you need to edit the options in your list, this is particularly useful to use if an option is no longer 
relevant in the list on your form. 
 
The options will appear in the order you type them in the list and will correspond to the ‘Order’ number 
specified. 
 
The column ‘Default’, allows you to define a default option to the end user. This is particularly useful for 
‘Yes’ and ‘No’ questions or defining a common default answer; 
 

 
 

 
 
Within the list, you will see a ‘Last’ option. If you are specifying options and you want your end user to be 
able to specify an ‘Other’ option in a free text field, select ‘Last’ and this option will appear to the user as 
a standard field; 
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Once you have specified your multiple-choice options, you can then choose how you want these options 
to be displayed (you can use the preview function so see what the different options would look like); 
 

 
 
If you have selected ‘Dropdown select’, you can choose whether you want the options you have specified 
to be displayed in alphabetical order; 
 

 
 
With a multiple-choice question, you can set limits for the end user on how many options they can choose 
as a minimum and maximum; 
 

 
 
If you want to force your end user to select at least 1 option, specify ‘1’ in ‘Select at least’ and whatever 
you choose in ‘Select at most’ 
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You don’t have to specify limits for a multiple-choice question – it’s thinking about what 
you are using the question for and how specific you’d like the answers to be. If you want your 
end user to be able to select as many options as they’d like, you can leave these fields blank 
 

 
Once you have specified all fields, click ‘Save’. 
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Single Choice Question 
 
Drag and drop a ‘Single Choice Question’ into your form; 
 

 
 
 
Under ‘Actions’ click the      icon to edit the question; 
 

 
 
A single-choice question is similar to a multiple-choice question in functionality, however, you are forcing 
your end user to select one option only to this question. 
 
Firstly, within ‘Question Label’, type in the name of the question and format as appropriate; 
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Underneath, you will see a small list – this is where you specify each of the options the end user can see. 
Start to type your first option into the first field; 
 

 
 
As you start to type, you will see that more options appear for you to specify more options. 
 
Under the column ‘Assigned’, you will see checkboxes. Here, you can select which ones your end user 
can see. If you need to edit the options in your list, this is particularly useful to use if an option is no longer 
relevant in the list on your form. 
 
The options will appear in the order you type them in the list and will correspond to the ‘Order’ number 
specified. 
 
The column ‘Default’, allows you to define a default option to the end user. This is particularly useful for 
‘Yes’ and ‘No’ questions or defining a common default answer; 
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With a single-choice question, within the list of options, as default field which appears is ‘Please select / 
No answer’; 
 

 
 
If you select the ‘Presentation’ as ‘Dropdown select’ and set this option as a default, it will appear to the 
end user when completing the form; 
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Within the list, you will see a ‘Last’ option. If you are specifying options and you want your end user to be 
able to specify an ‘Other’ option in a free text field, select ‘Last’ and this option will appear to the user as 
a standard field; 
 

 
 

 
 
Once you have specified your options for your single-choice question, you can then choose how you want 
these options to be displayed (you can use the preview function so see what the different options would 
look like); 
 

 
 
If you have selected ‘Dropdown select’, you can choose whether you want the options you have specified 
to be displayed in alphabetical order; 
 

 
 
 
Once you have created the question, click the green ‘Save’ button. 
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Upload File 
 
Drag and drop an ‘Upload File’ question into your form; 
 

 
 
Under ‘Actions’ click the      icon to edit the question; 
 

 
Firstly, under ‘Document Type’, specify the type of document you would like the end user to upload 
(normally ‘Other’ for this type of question) and under ‘Question Title’, type the question you will to appear 
to the end user; 
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Once you have completed the question, click ‘Save’. 
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Simple text no answer 
 
Drag and drop a ‘Simple text no answer’ question into your form; 
 

 
 
Under ‘Actions’ click the      icon to edit the question; 
 

 
This is a question to give instruction to the end user completing the form and is different to a section 
question as these are more prominent. 
 
Type in the text you would like displayed; 
 

 
 
Choose whether you would like this inline with the last question by ticking ‘Question inline’ and click ‘Save’ 
once you have finished creating this question. 
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Image no answer 
 
Drag and drop an ‘Image no answer’ question into your form; 
 

 
 
 
Under ‘Actions’ click the      icon to edit the question; 
 

 
To add an image on your choice, click ‘Choose File’ and browse your local drive for the image you’d like 
to upload to the form. 
 
You can then edit the properties of the image, and if need be, you can change the dimensions of the image 
you’ve uploaded by entering new figures into ‘Width’ and ‘Height’; 
 

 
 
Once uploaded and the properties have been defined, click ‘Save’. 
 
Once you save, you will see the image with Form Builder; 
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4. Re-ordering Questions 
 
Once you have created all the questions that need to sit in your form, it doesn’t matter what order you’ve 
created them in as you have the ability to re-order questions. 
 
You can do this one of two ways – firstly, within ‘Normal View’ where it lists all your questions and a 
preview of content, you can simply drag and drop questions into a different order; 
 

 
 

 
 
Secondly, you can click on the ‘Reorder View’ tab and this will show you the questions in number order; 
 

 
 
Here, you can drag and drop the questions into the correct order, the same as you would do in ‘Normal 
View’. 
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5. Creating Dependencies 
 
Within the Form Builder, you can enter ‘Dependencies View’ which enables you to create dependencies 
between questions.  
 
By defining a dependency, you can enable/disable selected additional questions based on the answers 
provided by the end user of the form. Before you create dependencies, it’s important to plan how you want 
the question to look and ensure you have created all the relevant questions in your form to correspond 
with your dependency-based questions. Dependencies can only be set for Single and Multiple-Choice 
questions and you will only find these questions available in the ‘Assigned Questions’ section with 
‘Dependencies View’. 
 
To create dependencies, within the form you have created on an existing form, click ‘Dependencies View’; 
 

 
 
This will show you ‘Assigned Questions’ – which are the questions available for you to set dependencies 
against and the Dependencies Workspace, showing the tree of linked questions; 
 

 
 
The tree helps you to visually see the which options have been linked to which questions, which is useful 
if you are setting multiple dependencies.  
 
As and when you work through them, you can ‘Reload Tree’ to update this view by clicking the         icon. 
 
To create a dependency, firstly, under ‘Assigned Questions’, check the question you wish to set 
dependencies against. This will then bring forward the ‘Options’ available in this question. 
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In the example I’ve shown here, I want to set a dependency against the questions ‘Are you HCPC 
registered?’. 
 
If the end user selects ‘Yes’, I want them to provide their HCPC number. 
 
If the end user selects ‘No’, I want a message to appear to ask them to continue with the form – at this 
point, I have created the initial master question along with a Free Text Question for the end user to enter 
their HCPC number, and a Simple Text No Answer Question for the ‘thank you’ statement. 
 
To set an answer against ‘Yes’, click this under ‘Options’ – this will then bring forward all ‘Available 
questions’ within the form that’s been created; 
 

 
 
 
Against ‘Yes’, in ‘Available Questions’, ‘Please enter your HCPC number’ has been selected. Once your 
options have been selected, save the form in the top right of the window – if you move away from the 
screen, this will save your changes; 

 
Once saved, if you reload the tree, you can now see the question linked to the ‘Yes’ option; 
 

 
 
Next, in this example, ‘No’ has been selected under ‘Options’, and this has refreshed the available options; 
 

 
 
Against ‘No’, ‘Thank you, please continue’ has been selected and the form has been saved. 
 
The tree has been reloaded and can now see an option appearing next to ‘No’; 
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Now that the dependencies have been set, I can preview them by selecting the        icon. 
 
If I navigate to this question, I can see how the dependencies will work. If I select ‘Yes’; 
 

  
 
The form provides me with the dependency I created; 
 

 
 
If I select ‘No’; 
 

 
The available question I selected appears. 
 
 

 
         
 

 
You can have other available questions linked to your master question, it depends how you 
want the form to be set up. It’s best to plan your dependencies so you have a clear picture 
in mind of what you want to achieve 
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6. Defining scores for questions 
 
Within the Form Builder, you can enter ‘Scoring View’ which lets you use the scoring results to; 
 

• Rank candidates by the scores they achieve 

• Automatically move candidates through the Selection Process 

• Automatically reject candidates 

• And more commonly in our set up, use a score to easily identify how a question has been 
answered by looking at the Selection/Hiring tab on a vacancy. 

 
The questions which can be scored against are single of multiple-choice questions. 
 
To set a score, click on the ‘Scoring View’ tab within your form; 
 

 
 
You can then see all the questions within your form and the questions you are able to score; 
 

 
 
To add a score, simply enter this into the field under ‘Option score’; 
 

 
 
You can also weight questions to identify them as more important, however, this is something that is not 
commonly used in our set-up. 
 
Once you have entered scores, save the form by clicking the       icon at the top right-hand of the screen. 
 
Now, because I have set a score on this question, I can use this if I am creating an automated Selection 
Process (see our Selection Process Training Guide for more details). Also, if I ask candidates to 
complete this form as part of the application process, when they apply, if them have a score of ‘50’, I know 
they have answered a particular way to this question. 
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7. Localisation View 
 
Localisation View enables you to translate the questions and options available on the form into any 
languages available for our Company. 
 
It’s not something that is widely used with our set-up at WMJobs, however the option is available so only 
one form is created available in different languages. 
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8. Saving a Form – making a form ‘Active’ 
 
When you create a new form within Forms & Questionnaires, it’s important to save the form within 
‘Normal View’ as saving the form makes it active within TalentLink. When we say ‘active’, it means that 
you are able to select the form when creating a Selection Process, or when linking a form to a 
Communication Template. 
 
It’s also important to save a new active version of your form if you make changes so that these appear 
straight away, and it updates the form if it’s linked to a specific Selection Process step. 
 
To save a newly created form or save changes you’ve made, click the         icon whilst is ‘Normal View’; 
 

  
 
When you click ‘Save’, the following message will appear; 
 

 
 

You want to make the form ‘active’, so click ‘Ok’. 
 
By clicking ‘Ok’, you will be taken back to the bank of Forms & Questionnaires which sit in your 
environment. 
 
From this view, you can tell which forms haven’t been activated as they will have an       icon next to 
them in the far end column, ‘Actions’; 
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9. Updating a form 
 
To make changes to a form which has been created, navigate to the form through ‘Settings’ in the left-
hand menu and select ‘Forms & Questionnaires’. 
 
Use the filter along the top of the screen to find the form you wish to change – ensure you have the 
correct organisation, form type and ensure you in the correct view. 
 
When you find your form, under ‘Actions’ you can click one of three icons; 
 

 
 
By clicking the        icon, you can edit the form details including the name, description, form type and 
which organisation this form primarily sits under. 
 
By clicking the      icon, this takes you straight into form builder where you can edit, delete or add new 
questions to the form.  
 
You can preview the form from this view by clicking the       icon. 
 
Ensure when you make changes you save your form as outlined on page 34.  
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10. Copying a form 
 
Rather than create every form from scratch, you have the functionality within TalentLink to copy forms.  
 
To copy a form, navigate to your Form Bank and check the form you wish to copy; 
 

 
 
At the bottom of the screen, you will see the following dropdown options; 
 

 
 
From the dropdown list next to ‘Copy selected form to’, select the name of the organisation you want to 
copy the form to. 
 

 

 
         
 

 
By selecting the organisation from the drop-down list, this is the system’s prompt to copy 
the form – you are not asked to confirm whether you want to copy the form, this will 
automatically be done by choosing an option from the list – be mindful before copying your 
forms 
 

 
This will then copy the form to the organisation you choose from the dropdown list. 
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11. Moving a form 
 
You can move the forms you create within TalentLink between your different organisations.  
 
To move a form, navigate to your Form Bank and check the form you wish to move; 
 

 
 
At the bottom of the screen, you will see the following dropdown options; 
 

 
 
From the dropdown list next to ‘Move selected form to’, select the name of the organisation you want to 
move the form to. 
 

 

 
         
 

 
By selecting the organisation from the drop-down list, this is the system’s prompt to move 
the form – you are not asked to confirm whether you want to move the form, this will 
automatically be done by choosing an option from the list – be mindful before moving your 
forms 
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12. Archiving a form 
 
You are able to manage the forms you no longer use by archiving them under Form Management. 
 
To archive a form, firstly, access ‘Forms & Questionnaires’ from the left-hand menu ‘System 
Administration’. 
 
Filter your templates to which ‘Organisation’ the original template sits in and what ‘Form Type’ the template 
is (see page 4). 
 
From your list, select which template you wish to archive; 
 

 
 
Once selected, at the bottom of the screen, click the ‘Archive’ button; 
 

 
 

 

 
         
 

 
By clicking on the archive button, this is the system’s prompt to move the form to 
archived – you are not asked to confirm whether you want to archive the form, this will 
automatically be done by clicking the button– be mindful before archiving your forms 
 

 
 
 
 
  



 

 

39 T: 0121 569 2070   E: helpdesk@wmemployers.org.uk  W:www.wmemployers.org.uk 

 

13. Restoring a form 
 
If you have archived a form previously, TalentLink allows you to restore the form so it can actively be used 
again and will sit under ‘Current forms’ rather than ‘Archived forms’. 
 
To restore a form, firstly, access ‘Forms & Questionnaires’ from the left-hand menu ‘System 
Administration’. 
 
Along the top of the screen, firstly, filter all the forms to ‘Archived forms’ 
 

 
 
This will then show you the list of forms which sit in your archive. Check the form you wish to restore; 
 

 
 
At the bottom of the screen, click the ‘Restore’ button; 
 

 
 

 

 
         
 

 
By clicking on the restore button, this is the system’s prompt to move the form back to 
‘Current Forms’ – you are not asked to confirm whether you want to restore the form, this 
will automatically be done by clicking the button– be mindful before archiving your forms 
 

 
This form will now be sitting under ‘Current Forms’. 
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14. Troubleshooting/FAQ’s 
 
I can’t find a form I’ve just created 
 
When creating a form within TalentLink, using the filters along the top of the screen, you need to select 
which organisation you want the form to sit under and what form type at the point of creation; 
 

 
 
When you create the new form, under ‘Form Details’, these can be changed; 
 

 
 
If these were not changed or specified at point of creation, it’s more than likely that your form is sitting 
under the organisation ‘Corporate Library’. 
 
To find the form, if you filter ‘Forms in organisations’ to ‘All organisations’ and ‘Form type’ as ‘Form 
types’, this will show you all the forms available in your environment, without being organisation specific, 
therefore, you should be able to find the form. 
 
As outlined above, you can change this by editing the form. See page 35. 
 

I can’t find a form I’m trying to attach to a selection/application process 
 
More than likely, you have created the form, however you haven’t activated the form. If you navigate to 
Forms & Questionnaires, next to your created form – is this isn’t active, you will see an      icon; 
 

 
 
To active the form, follow the steps on page 34. 
 

My dependencies aren’t working correctly 
 
Before building your dependencies on a form, it’s always recommended that you map out which 
dependencies are based on which questions, to avoid any confusion. 
 
It’s important that when creating dependencies that you save as you go along (page 30) and preview 
the form (page 31) where possible to see how your dependencies are working. It’s always good to preview 
your dependencies tree as well to see where the dependency may be failing – it is a case of trial an error 
in this case, to try and identify and correct the issue.   
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One thing to bear in mind is the order of the questions sitting within your form – if you change the order of 
the questions within your form, you may find that a dependency question may appear in the wrong place 
if that question is sitting in the form before or after the parent question. 
 
Using the example form created within this guide, a dependency was created based on the question ‘Are 
you HCPC registered’. If answered ‘Yes’, the end user would be prompted to enter their HCPC registration 
number – if they answered ‘No’, they would receive a message to say ‘Thank you, please continue’; 
 

 
 
The above is taken to ‘Reorder view’ within the Form Builder. 
 
If I move this question, for example, to the bottom of the form; 
 

 
 
When I preview the form, and answer ‘No’ to ‘Are you HCPC registered’, you can see that the ‘Thank you, 
please continue’ statement, now appears at the bottom of the form rather than underneath the initial 
question; 
 

 
You need to ensure that your questions are sitting within your form in the correct order, especially when 
linked to dependencies so that they appear correctly in the preview. 
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I want to make changes to a form in use 
 
You are able to make changes to forms in use – if you update a form which is attached to an active 
selection process, the changes will automatically update (therefore, you won’t have to upload new 
versions of the form in your selection process). 
 
When you make changes to an active form, the system will ask you if you want to create a new active 
version – by clicking ‘Ok’, the form will be updated in the system; 
 

 
 
You can also make changes to forms which are attached to your application process. If you edit a form 
which is active in an application process, the system will prompt you how many vacancies there are with 
this particular form in the application process and will ask you if you want to update them to the new 
version; 
 

 
 
If you click ‘Yes’, note that the change that you have made will appear to new candidates who click 
apply. If a candidate is part way through an application form and has saved and resumed, they will submit 
an old version of the form, rather than the new. 

 
What happens if I archive a form that is a part of a live selection/application process? 
 
If a form is linked to a selection or application process which you then archive, this should have no affect 
on your live processes – candidates will still be able to apply for a role and you’ll still be able to move 
candidates through a process. 
 
If at some point you wanted to edit the form, include this in a selection process elsewhere on the system, 
because the form has been archived, if you are actively searching for this in ‘current forms’, then you would 
be unable to select this. 

 
I’ve created a form as the wrong form type – what do I do? 
 
This can easily be changed – you would do this one of two ways - through ‘Form Settings’ within the Form 
Builder; 
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You can also change the form type within your form bank view – next to each form, under ‘Action’ you will 
see 3-4 icons; 
 

 
  
Click on the        icon to view the form details; 
 
Under ‘Form category’, you can change this; 
 

 
 
 Click ‘Save’ once you’re done. 
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You can now create and manage Forms & Questionnaires! 
 
We have outlined in this guide the essential information you need to create and manage within your 
TalentLink environment. 
 
For more information on Configuration, please visit the Service Centre at 
http://wmemployers.freshdesk.com/helpdesk 
 
 

 
 
 
 

 
Forms & Questionnaires is a short module featured in our Open House Configuration 
Training. If you or any colleagues are interested in attending an open house training 
session, please contact the team who will be able to provide you with further information. 
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