
 

Forms: Scoring and Advanced Workflow Options 

 

Form Elements that support scoring: 

Radio Buttons, Checkboxes, and Pulldown menus 

Adding Scoring: 

Add scoring by clicking on P for properties next to the element 

• Radio buttons: one answer must be worth 10 points, the others can be other values 

(sum does not have to equal 10 for all values) 

• Checkboxes: multiple answers can be selected, so sum of values must equal 10 points. 

Advanced options score, is based on all answer values selected, not just one. 

• Pulldown Menus (can work like a radio button or a check box, based on ‘Allow multi-

select). If don’t allow multi-select, works like radio button. If allow multi-select, works like 

checkbox. 

 

Advanced Workflow Options on individual elements: 

In properties, check Advanced Workflow Options to automatically move candidate to a 

different workflow status based on their score 

By default, the most important question is on top (knock-out applied to this question).  We won’t 

look at the knock-out questions after the first one if their workflow changes. If the workflow 

doesn’t change, the next knock-out question will apply.  

NOTE: When using Knockout or Knock In question scoring - which results in a status change for 

the respondent - be sure that you do not send the form to the applicant in later steps of the 

hiring process, after their status has already been changed any number of times.  

For example, if they have been advanced to the Interview step, then sent the form that contains 

a question with a knock in response that changes their status to Submit to Manager, they could 

actually be moved backward in the workflow.  Typically, forms with knockout or knock in 

questions should only be used in the application process or as a pre-interview form prior 

to the very first interview a candidate would be invited to.  

 

Notifications: 

Candidates rejected through ‘knock-out’ do not receive a rejection email. Their status is just 

changed to ‘Rejected’. You could then send out the rejection email later. 



 

A specific email template is used, if a candidate is moved to Submit to Hiring Manager. This 

email is sent to Hiring Manager 

Advanced Workflow Options on form level: 

We automatically weight the questions as they’re added. Double click to change the weight; you 

have to change the weight of all questions to equal 100%  

Weights are used to calculate the total score of the form. Multiply weight by the score you 

received, then times 10.   

 

Reviewing Scores: 

Scores are visible in the application record of the respondent, under the Forms section of the 

Application tab.   

 


