
Once you've created your intake questionnaire(s), you can add, edit and delete groups and
individual questions for each questionnaire from the Intake Settings page. 

To add and edit Questions and Groups for a questionnaire, click the Edit Questions button:

You can then use the Add Group and Add Question buttons to add question groups and individual
question. You must add at least one group, and each question must be assigned to a group. 

You must have at least one question group on your questionnaire. To add a group, click the Add
Group button and a popup modal will appear. Enter your Group name and click Save Group. Your
group is now saved. 
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To add an individual question, click Add Question and a popup modal will appear. Enter your
question title and detail, choose your answer field type, assign your question to a group, and
check the “Required?” box to make this a question that requires an answer. Click Save Question to
save your question.

To edit a question or group, click on the pencil icon next to the question or group name. Be sure to
click Save Question or Save Group when finished.

To reorder your questions or groups, use the arrows on the right hand side of your question and
group list.
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