
Step 1: Edit page that has the form on 

it. 

Step 2: Click on “ check” mark on the 

form to edit form 

Step 3: Now you are at the form  

library area, click on “ edit” on the 
form you want to edit. 

Step 4: To edit questions including 

making field required, click “ Set 
Questions” located at top right of 

screen. 
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Step 5: To edit questions 

including making field re-
quired, click “ Edit” next to 

the question you want to 
edit. 

Step 6: After clicking 

“ edit”, then information 
will populate in form below 

the grid—make your up-
dates. 

Step 7: Once you make 

your updates in form, click 
“submit” to edit another 

question. 



Step 8: Once you are done 

making updates to your 
questions, click “Finish 

Questions” to go back to 
settings page. 

Step 9: Once back at the settings page, 

click “ Submit” to take you back to 
Form Library 

Step 10: Once back at form library, 

click “ select” to add updated form to 
canvas page. 

Step 11: Once back on canvas page, 

click “ save” and then “ back to page 
management” to take you back to page 

listing area. 



Step 12: Once back on page 

management area, click 
“ Export” to export your 

changes to live site.  

Step 13: A pop up window 

will appear asking you to 
“submit”  page. 



Step 14: A pop up reminder  

will appear asking you to 
confirm. Click “OK”. 

Once Export is success ful, 

you will notice a “ check 
mark” in the green box 

confirming changes are 
“ active”. 


