
 
 

Creating a Custom Questionnaire and 
Attaching a Questionnaire to a Process 
 
If you have Immigration Case Management (ICM) Administrative privileges, you can create custom 
questionnaires and attach them to existing processes. 

Creating a Custom Questionnaire 
To create a custom questionnaire: 

1.​ Click your username in the top right of the screen. 
2.​ Select Administrative Settings from the drop-down menu. 
3.​ Hover over the Templates tab. 
4.​ Select Custom Questions from the drop-down menu. 
5.​ Click Add Question in the upper right. 
6.​ Add Category, Description, and Question. 
7.​ Click Update Info in the upper or lower right to save. 
8.​ Repeat as necessary until you have added all your questions. 
9.​ In the Administrative Settings, hover over the Processes tab. 
10.​ Select Custom Questionnaires. 
11.​ Click Create Questionnaire. 
12.​ Type a name for the questionnaire. 
13.​ Define the questionnaire type. 
14.​ Click the plus icon. 
15.​ In the new model that appears, check the box next to every question to be included in ​

the questionnaire. 

Note: To rearrange the question order, click to highlight the question title, click the up or 
down arrow to move it, and click Update Sort Order to save. 

16.​ Click Update Info to save the questionnaire. 
 

Attaching a Questionnaire to a Process 
To add a questionnaire to a process: 

1.​ Click your username in the top right of the screen. 
2.​ Select Administrative Settings from the drop-down menu. 
3.​ Hover over the Processes tab. 
4.​ Select Custom Questionnaires. 
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5.​ Next to the Selected Process heading, select the desired process from the ​
drop-down menu. 

6.​ In the listing on the left side of the screen, click to highlight the desired questionnaire. 

Note: To add multiple questionnaires to a process, hold down the Ctrl key, click each 
questionnaire to add, and then release the Ctrl key. 

7.​ Click Select Required Questionnaires. 
8.​ The questionnaire(s) will now show an asterisk to indicate the attachment. 

 

Making a Questionnaire Visible to a Foreign National 
To enable a Foreign National (FN) to see a questionnaire, add it to the FN profile. 

1.​ Navigate to the FN profile. 
2.​ Hover over Processes Forms. 
3.​ Select Questionnaire. 
4.​ Scroll to the Custom Questionnaires area and click Add Questionnaire in the lower right. 
5.​ Click the checkbox for the specific questionnaire. 
6.​ Click Return to FN. 

Note: For the FN to see the questionnaire pages attached to the specified process, the 
process must be either the most recently created or marked as the Current Process. Data 
entered into Custom Questionnaires will not populate the form. 

 
 
More Training Available! 
Check out additional training resources available on our site, Connections. 
 
 

The information provided is intended as general guidance and is not intended to convey any tax, benefits, or legal advice. For 
information pertaining to your company and its specific facts and needs, please consult your own tax advisor or legal counsel. 
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