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Creating/Building a Form 
 
Before you can publish and use a form, you will need to use the Custom Form Builder Module to create the 
questionnaire/form first. To open this module you will need to have Super Admin or Admin level access. From the 
AccuCare Ribbon go to Setup  System  Custom Form Builder 
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Setup Custom Form Builder  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Add] button – allows you to 
create a new unpublished 
custom form. 

[Edit] button – allows you to 
edit existing custom forms that 
have not been published. 

[Create Copy] button – allows you to 
create a copy of either a published or 
an unpublished custom form  

[Delete] button – allows you 
to delete unpublished forms.  
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Setup Custom Form Builder  
 

 
  
 
 
 
 
 
 
                             

 

 

 

 

 

 

 

[Preview Report] button – 
gives a quick preview of the 
layout of the form. 

[Demo Form] button – is a 
“sandbox” that allow you to test 
how the form will look and behave 
during use after publishing.  

[Publish] button – will convert the created form to 
a usable and fillable form, which can administered 
from the Custom Forms module. 

[Archive] button – allows you to 
archive published forms. Archiving a 
published form will hide the form 
from view in the Custom Forms 
module. 

[Close] button – Close the 
module and returns you to 
the Main Menu. 
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Setup Custom Form Builder – Add Button  
 

        

 
                       

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

First line – Form Name – Create the name of form 
here. 

Second Line – Allows you to add demographic placeholders to 
the custom form along with other standard commands. (See 
next pages for more detail & explanation) 

Third Line – Allows for additional commands - For Example: 
Choosing fonts, Font Sizes, Left justified, Right Justified etc… (See 
next pages for more detail & explanation) 
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Second Line – [Insert Merge Fields] - Detailed Explanation 

 

 

 

 

 

 

 

 

 

 

Each of the choices above would give you a generic demographic placeholder. For 
Example, the Client First Name would look like this ##FirstName## on your creation. 

What this means:  There is a placeholder, which allows you to pull demographic 
information from the Client Intake Module.  (See Fig. 1A and 1B)  

Each of these choices can be added to your custom 
form builder. 

What this means:  These placeholders, allow you 
pull data from other locations with AccuCare.  (See 
Fig. 2A and 2B)  
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Here are some examples of what you will be able to add to the form when you require demographic information to 
appear on your form. 

Fig. 1A

 

 

Here is what it will look like after you publish and use the form for a client. When you use the published form the 
placeholders are replaced with client first and last name, date of birth, address and phone number pulled from client 
intake.  

Fig. 1B

 

Here is of the custom Data Fields: ((NEED TO ADD to this document))  
Assessment Date 
Date  
Location of service 
Referral Reasons 
Referral Source  
Service Requested  
User 
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Fig. 2A 

 

Fig. 3A 
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Third Line – [Font & Font Size] will give a list of five different fonts along with the ability to change the font size. 

 

  

 

 

 

 

 

 

 

 

 

Next to the Insert Merge Fields you will see the standard Toolbar you would find in most word processing programs. 

 

  

 

 

  

 

 

 

 

 

Suggestion: Create the form first using the same 
font and font size throughout.  Prior to publishing, 
go through the form and change the font and size 
on those areas you wish to change.  To change Font 
or Font size simply highlight the area you wish to 
change then go up to Font or Font Size to select.  

Undo 

Redo 

Cut 

Copy Paste 

Bold 

Italic 

Underline 
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On the third line after the font and font size, you will find another Toolbar to help you create your form. You do not 
need all of these items to create your form but we have included them to assist you with creating a new form.  

Overview of Third Line in Toolbar  

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This Toolbar will come in handy when you need to Cut, Copy, and Paste 
as well change the font to bold or Italic with an underline.   

Here are some shortcut key commands you can use as well: 

1) Crtl + X = Cut 

2) Crtl + C = Copy 

3) Crtl + V = Paste 

 

  

Area #1 – Covers  

1) Aligning Text to the Left  

2) Centering Text 

3) Aligning Text to the Right 

4) Aligning Text 

5) Removing Alignment  

 

Area #2 – Covers   

1) New Paragraph 

2) Indent Paragraphs 

3) Out dent Paragraphs 

4) Draws Horizontal Rule 

5) Bullet List 

6) Number list 

7) Insert Symbols 

8) Changes Font Color  

Area #3 – Covers  

1) Line Spacing  

2) Table Wizard 

3) Insert of Form Elements 
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Area #1 – Alignment of Text  

 

Alignment to the left 

 

 

Alignment to the center 

 

 

 

Alignment to the right 

 

 

 

    Alignment back to justified 

 

 

 

Removes any of the Alignments shown  
above  
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Area #2 – Paragraphs and Lists 

  

Creates a new paragraph by placing a space  
between paragraphs. 
 
 
 

 
 
Indents the paragraph by moving the entire  
paragraph in. 
 
 
 
 
 

 
 
Out dents the paragraph to the opposite direction. 
This moves the entire paragraph back to previous 
position. 
 
 
 

 
 
Horizontal Rule – draws a line to help separate 
sections. 
 
 
 

 
 
Bullet option allows you to create bullet  
statement within the form. 
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Number List allows you to create a numbered  
list. 
 
 
 
 
 
 
 
 
 

   
 
Insert Symbol – you have the ability to add  
symbols to your typed statements or instructions. 
 
 
 
 
 
 
 

    
 
Foreground Color allows you to change colors on your form to  
help emphasize key points. 
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Area #3 – Insert Line Spacing, Tables and Form Elements 

  

  
 
Line spacing allows you to highlight an area then set the spacing.  
 
 
          
              

 

 

 

  

 

 

                                       

Inserting Tables allows you to create a table in your form. 
 
When you open the Table icon select the number of  
rows and columns to create your grid. 
 

In this example, I chose a 3 X 8 blocked grid. 
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Insert Form Elements icon allows you to add check boxes, radio buttons, 
selection boxes, text boxes and text areas to your form. 
  

Instructions:  

When you select Insert Checkbox your given the checkbox 
properties  dialog box.  
 
a. Click the radio button for New Group to create a group name for a  

list of disabilities. This will be our first one.   

 
b. Decide what text you want to be displayed next the checkbox. 
 
c. Give each checkbox a DB value (for example, I am using DCB1 since I plan to create a couple of check boxes for this 
group)  

 

d. For the next entry I selected Existing Group to add the next item to my list and I want to keep everything within the 
same group. 
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e. Let’s do one more so you can see the pattern. 

 

 

When I have completed creating my checkbox list it should look something like this: 
 

 

 

 

 

 

 

 

 

After publishing your form you will able to use the checkboxes: 
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Insert Form Elements allows you to add check boxes, radio buttons, 
 selection boxes, text boxes and text areas to your form. 
  

Instructions:  

When you select Insert Radio your given the Radio 
Properties  dialog box.  
 
 a. Click the radio box for New Group since we are creating a 
 decision type of response. 
 
b. Decide what type of decision you would like to ask that requires  
an either / or type of decision. 
 

 

 

 

 

  

 

  

 
For example I need to know if the person 
being asked the following question agrees, 
disagrees or not sure 

In your opinion - Do you agree or 
disagree with this statement:   
 
Client's should be given the choice of 
inpatient treatment when admitted for 

treatment by their doctor? 
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Once you have created the text and DB Value for each radio button, it should look similar to the example below. 

 

 

 

 

Insert Form Elements allows you to add check boxes, radio buttons, 
 selection boxes, text boxes and text areas to your form. 
 

Instructions:  

When you select Insert Select your given the Insert Select dialog box.  
This dialog box allows you create a picklist of choices. 
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Under Add/Remove Options:  

Use the + sign to create your pick list 

Under Properties:  

Create Field Name, Type in a Width, Height and Size. 
Decide if you will allow multiple or one choice.  
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Follow this three steps process when creating your pick list using the Insert Select. 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Step #2 

 Under Properties, create a Field Name for this pick list. 
Choose Width, Height and Size then decide if you are going 
to allow for multiple choices. 

 

Step #1 

 Click the + under Add/Remove Options –   Click the + the number of times to 

match the list of item for this pick list. As you can see I have click it 5 times to get 
Option1 thru Option5  
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Here is what it looks like right after I created the pick list.  

Note:  Above the pick list I typed in ‘Physical Exam- What areas need to be checked’ 

 

 

 

 

 

 

 

 

Step #3 

 Now go back to Add / Remove Options and change each option you created with the Text 
you would like to see on the pick list. You can also change the DB Value to give it more 
meaning. 
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Insert Form Elements allows you to add check boxes, radio buttons, 
 selection boxes, text boxes and text areas to your form. 
  

Instructions:  

When you select Insert Textboxt your given the Insert Textbox Properties 
dialog box. 
 
In this example:  
1)  I created a DB Name of Question1.  
2) Then I pasted the following statement for Default  
Value - Number of days in the past 30 days that the client has  
used alcohol? 
3)  I tried using the default number of pixels of 200 but found it would cut off some of my text so tried 400 pixels. You 
will need play around with this to ensure everything fits. 
 
 (Note: there is a limit of 900 to 1000 pixels. It will run off the screen so you are liimited to around 900 to 1000 pixels. I 
would suggest using the Insert Text Area option if you need more space for a response.) 
 
 

 
 
What is looks like after creating the text box: 
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Instructions:  

When you select Insert Text Area your given the Insert Text Area  
properties dialog box. 
 

 

In this example:  
1)  I created a DB Name of Statement1.  
2) Then I pasted a saved statement  with a couple of lines from a text file.  
3)  I tried using the default number of pixels of 200 for both width and height but found it to cut off some of my text so I 
tried 300 pixels width and 250 pixels height.  You will need play around with this to ensure everything fits. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Here is screen shot of the pasted text in a Text Area box 
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Using Published Forms 
 

Once a form has been created and published forms can be open by clicking this Icon  
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To pull up a published custom form you must 
first select a client. 

Next – Click on the [Add] button 
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The Custom Forms dialog box will gray out and a new dialog 
box will come to the front called Create New Form. 

I have selected:  Emergency Contact and Medical Information for a Child  

  

Click the [Create New Form] button to open the form. 
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Here is a screen shot of the form prior to filling in the information: 
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Here is a screen shot of the form after filling in the information: 

 

 

Once the form has 
been filled out click on 
the [Save] button. You 
can always come back 
to this form to edit.  
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Whenever you look up a client in Custom Forms, you will be able to see all the forms created for that client. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[Add] button – Brings up a list 
of published forms. 

[Edit] button – Allows the user 
to go back to the fillable form 
to make changes. 

[Delete] button – The selected 
form can be deleted but the 
user must have the proper 
security level to perform this 
task. 

[Preview] button – Gives 
the user a preview of how 
the form will look if printed 
.out 

[File and Sign] button – will send a copy 
of the form to Chart Management and 
allows you and the client to sign the 
document electronically. 

[Print] button – Allows you 
to print out the form. 

[Export to Excel] button – 
will allow you to pull all 
the inputted data from a 
selected form. 

 

[Close] button – closes 
the Custom Forms 
Module. 
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 Tips & Considerations 
 

 

Tips & Considerations for the Custom Form Builder 

 

 When inserting a form element please keep in mind that inserting checkboxes is best utilized when you have an 

answer that can have multiple selections. If your answer to the question should only have one selection made 

then it is best to insert radio buttons.  

 

 

 When creating multiple selections (radio and/or checkboxes) that are given for a specific question it is best to 

create a grouping for each set of either radio or checkboxes and to tie each radio or checkbox to that same 

group when creating the button.  
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 It is important to create a proper DB value when creating form elements as this will tie into the ‘Export to Excel’ 

feature once the form is published and has been completed for a given client. Be as specific as possible when 

naming your DB values as it pertains to the given question or answers available for selection. Being specific with 

each form element created will in turn make your output to excel easy to read and understand after a form has 

been added for a given client. 

 

 

 

 Please keep in mind that you cannot completely copy and paste a completed form from a PDF or Word 

document into the Custom Form Builder. The form must be recreated utilizing the tools provided in the Custom 

Form Builder. Form elements created in other applications WILL NOT carry over into the Custom Form Builder.  

 

 

 Please keep in mind that once you publish a form within the Custom Forms Builder that you CANNOT delete or 

edit that form.  
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 Archiving a published form will remove the form for available selection when selecting the ‘Add’ button under 

the ‘Custom Forms’ module for any given client. 
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 If you must make edits to a published form within the Custom Forms Builder it is best to first select the 

published form and then select ‘Create Copy’. Then you would provide the new form with a new name and 

make your necessary edits to the form and once completed/reviewed you could publish that form. You would 

then want to archive the old, published form.  
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 It is best practice to first select ‘Demo Form’ and ‘Preview Report’ within the Custom Form Builder prior to 

publishing the form. This will ensure all questions/answers are aligned properly prior to publishing the form.  
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 When inserting a select box from within the form element menu it is important that when adding options for the 

select box to make sure the display text and DB value are the same or similar in verbiage. This way when the 

form is published the available selection when selected will match up with the database value that is displayed 

on the export to excel for that form. 

 

 

 

 When creating a select box from within the form element menu it is important to remember that you must 

provide a Field Name (spaces are not allowed), width, height, and size. For example, if you created a select box 

with 4 available options it would be best to size the select box as: 

 

Width: 100 pixels 

Height: 100 pixels 

Size: 100 
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 When creating radio buttons that belongs to the same ‘Group’ it is important to keep in mind that one of the 

radio button values must be set as the default. This way once the form is published one of the radio button 

values will automatically be selected. 
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 When inserting a table within the Custom Form Builder it is important to keep in mind that each cell will 

automatically be adjusted once you start typing within the cell. The table’s horizontal length will automatically 

adjust itself. IMPORTANT: please keep in mind that if the table body extends horizontally past the printable 

area that you will be unable to save the form and thus must remove content from the non-printable region 

prior to saving. Below is an illustration showing a textbox that extends past the printable region of the form 

and cannot be saved: 
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 If you ever make a mistake and accidentally delete text or form elements or make any immediate changes that 

you did not intend you then have the option to select the ‘Undo’ button the revert the last changes you made 

within the form.  
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 Inserting Merge Fields will automatically merge specific data pulled from ‘Client Intake’ into the form that is tied 

to a specific client. Keep in mind, that if a merge field does not display data for a specific client then that is most 

likely due to the fact that this data was not originally enter into ‘Client Intake’ for that specific client.  

 
 

 

 

 If you are unable to remove a form element that was accidentally created then you may need to select the 

‘Undo’ button to put your form back in a previous state.  
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Tips & Considerations for Custom Forms (non-administrative side of the house) 

 

 Please keep in mind when exporting form data to excel that you must first select a form and then select a date 

range for data that you would like to view. This export will show you data for ALL clients that have completed 

said custom form.  
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 Administrators whom need access to create and publish custom forms must first have the following value set to 

‘Allowed Areas’ within the ‘Customized’ tab for said user profile:  

 
Setup -> Custom Form Builder 
 
 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.myaccucare.com/


Module Name: Custom Form Builder and Publishing Guide  Document Number CFB-1 

    Version Number: 9.8.10.6 

 

AccuCare is powered by Orion Healthcare Technology, Inc. 
Toll Free: 800.324.7966 Email: info@orionhealthcare.com 
                      www.myaccucare.com 

 Clinicians or counselors whom need access to add a published form to a specific client in the database must first 

have the following value set to ‘Allowed Areas’ within the ‘Customized’ tab for said user profile:  

 
Custom Forms 
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