FORM DESIGNER GUIDES - 3 OF 3

Bring in a form you already use

Open a form you already use in ServiceM8: what comes in, how to compare it,
Tidy a converted form and Apply a look, then download it and import it again.

You don't have to start again. Open a form you already use, and its questions, its rules
and its Word layout come in. Then tidy the page, give it a new look, and import it again.

The questions keep their names, so their field codes stay the same.

1. Export the form from ServiceM8

1. In ServiceM8, go to Settings, then Forms.
2. Press Open Form on the form you want.

3. In the Modify Form box, press Export Form at the bottom left, and save the file on

your computer.

4. Press Close. Don't press Save: nothing in ServiceM8 needs to change.
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Modify Form
Form Details

Form Name:

Badge Name:

Badge Requirement:

Form Template:

Form Questions
() New (=) Remove &
Start Form

Report - Report title

Report - Add a summary?

Report - Summary

Add photos?

Photo 1

Add caption to photo 1
Photo 1 caption

Take another photo? 2
Photo 2

Add caption to photo 2
Photo 2 caption

Take another photo? 3
Photo 3

Add caption to photo 3
Photo 3 caption

Take another phota? 4
Photo 4

Add caption to photo 4
Photo 4 caption

Take another photo? 5
Photo 5

Add caption to photo 5

Photo 5 caption

Export Form

Photo Report

PHOTO

Form is Optional

Custom - Use a custom template to produce the PDF

Select DOCX file Select Download Current Template

Template Details

4 Down ' Duplicate Question Details

Question:

Template Field
Code:

Additional Details:

Mandatory:
Question Type:
Multiple Choice 1:
Multiple Choice 2:
Multiple Choice 3:
Multiple Choice 4:
Multiple Choice 5:
Multiple Choice 6:
Multiple Choice 7:
Multiple Choice 8:

Multiple Choice 9:

Multiple Choice 10:

Conditions

Skip Question If:

The Modify Form box in ServiceM8. Export Form is at the bottom left.

Start Form

form_start_form

Form by WorkM8 Consulting © 2026

Multiple Choice
Proceed

Enter Option 2
Enter Option 3
Enter Option 4
Enter Option 5
Enter Option 6
Enter Option 7
Enter Option 8
Enter Option 9

Enter Option 10

Save

Close

A form from the ServiceM8 Form Store can't be opened in Form Designer. See the end of

this guide.

2. Open it in Form Designer

Press Open in the top bar. The My forms box shows the forms you saved, and an

Open... button for a file on your computer.
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My forms

All files here are stored directly inside your Sample Plumbing Co ServiceM8 account.

Job Completion Report
Saved 22 Sept 2026, 0:13 - 1 version

Open Versions Delete

Site Visit Report
Saved 22 Sept 2026, 0:13 - 1 version

E Open... Deleted forms

(. J

Open Versions Delete

My forms, with the Open... button.

Press Open... and pick the .sm8f file.

If a form is on the page already, Form Designer asks first. Press Save before, if you want

to keep the form on the page.

r 3
Replace the current form?

Opening a file replaces what is on the page now. Use Save first if you want to

keep it.

\ J

Replace the current form?

Press Openit.

3. Read what came in

The Form opened box says what came in, and what to check.
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Form opened

10 questions, their rules and the Word layout came in.

The page was rebuilt from the old Word file as well as it could be. Compare it
with the old form in Preview before you use it.

The questions are items at the end of the page, off the printed page. The page
prints their answers by field code where the old page did. The questions keep
their old order and names, so their field codes stay the same.

Please check:

e The old Word file uses field codes that no question fills:
form_next_question_2_yes, form_question_2_yes,
form_question_1_yes, form_question_1_no, form_question_4,
form_question, form_answer_2. No question fills them, so they always

Close

" J

printed empty, and they were left out.

Form opened: 10 questions, their rules and the Word layout came in.

« A form made in Form Designer comes back complete: the layout, the questions, the
rules and the pictures.

« Any other form: the questions and their rules come in, and the page is rebuilt from the

old Word file as well as it could be.

« The Please check list names anything that needs a look. In this example, the old Word
file had field codes that no question fills. They always printed empty, so they were left

out.

4.Compare it in Preview

Look at the page in Layout, then click Preview in the dock. Put the old PDF beside it and

compare them.
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E Form Designer ~ Workh8 Sample Design 1
&1
~ LAYOUT im}

H Heading

= Text

@ Answer sentences

Columns

B Table

Section
M Logo or image
= Divider line
[ Shape (box behind)
1 Space
= New page
~ QUESTIONS
B Text
= Text (Multi-Line)
@ Multiple Choice

Multiple Choice
(Multi-Answer)

Number

#

Date

Photo

B O

3

Signature

Nan I Rln (L Adsinla

10 questions  Draft saved on this computer

WM8 S| & New

HEADER - REPEATS ON EVERY PAGE

Open

=]
i= Questions & Preview >

elscation, iinely, ' dibcation; Lineds

«lacation.city» «location.states

WorkMs8

services

tion.post_codes

«location.phone_1»

Inspection Report

TABLE HEADING

SECTION | & NEXT STEP IS PROCEED

Question 1

Double-click to type

Question 4 Doub|

ck lo type

TABLE HEADING

Label Double-click to type

Label Double-click to type

This form was completed by «calculation.current_user_fullnames

P 10 question items off the page - show

The form as it came in, in Layout.

E Form Designer ~ WorkM8 Sample Design 1
]

D

Sample answers  Run the form

“« » » =

o 155

Pick answers to see what the finished form
shows. Nothing here is saved in the farm.

Next step Pf Hidden

Proceed v

Question 1 - Multiple Choice [ Hidden
YES v
Next question (2) - Multiple Choice
P Hidden

YES v

Question 3 - Multiple Choice [P Hidden

YES v

Question 4 - Number 2 Hidden

12

Question 5 - Skip if Greater than 10
P Hidden

Sample answer

Not asked with these answers, so it prints
empty.

Question 6 - Skip if Less than 10

P Hidden

Sample answer

Question 7 - Skip if Equal to 10
P Hidden

10 questions  Draft saved on this computer

WMS < (a4 New

. o
A Layout i= Questions >

«location.line1

Open

, «location. line2»

«location.city» «location.state» «location.post_code»

ork 8 «location.phone_1»
services
Inspection Report

TABLE HEADING

Question 1

Question 4

TABLE HEADING
Label
Label

This form was completed by «calculation.current_user fullnames

The same form in Preview, with sample answers.
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Save Standard

[ + Download

Form settings D
Click an item on the page to change it

= Apply alook...

B8 Tidy a converted form...

> Badge requirement None
> Page A4 - Portrait - Calibri 10 pt
> Tables Filled cells @

v

Header and footer Same on every page

v

Document details Not filled in

-

Test job details Not filled in

Form Designer v1.48

Save Standard

> I

Formsettings &, Workflow [} Navigator (I

Form settings
Click an item on the page to change it.

= Apply a look...

B Tidy a converted form...

> Badge requirement None
> Page A4 - Portrait - Calibri 10 pt
> Tables Filled cells ®

Header and footer Same on every page

Document details Not filled in

Test job details Not filled in

Form Designer v1.48
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5. Tidy the page

On the right, under Form settings, press Tidy a converted form....

r N

Tidy a converted form

For a form opened from ServiceM8. Only the printed page changes: the
questions, their order and their rules stay as they are. Undo takes it all back.

Job details table

1job detail line becomes one job details table

Questions into tables
Nothing to change

Yes [ No into ticks

Nothing to change

Section title bars

Nothing to change

Cancel

| 4

Tidy a converted form.

It offers up to five changes. Each one says how many items it would change:

« Job details table: job detail lines become one tidy table.

« Add a job details table: when the form has none, it adds Client, Site address, Job
number, Completed by and Date under the title.

« Questions into tables: labels and answers become table rows.
« Yes / No into ticks: Yes/No and Pass/Fail answers print as a tick, a cross or a dash.

« Section title bars: groups of questions become sections with a coloured title bar.

A change with Nothing to change is greyed out. Only the printed page changes: the

questions, their order and their rules stay as they are. Undo takes it all back.

Press Tidy.
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E Form Designer ~ WorkM8 Sample Design 1 Whg > S g New Open Save Standard [
&1

~ LAYOUT (i) - o . Form settings m
_ [ERECEY = Questions @ Preview > Click an item on the page to change it
H Heading

= Apply a look...

Text HEADER - REPEATS ON EVERY PAGE
B8 Tidy a converted form...

@

Answer sentences

WorkMs8

Columns services

> Badge requirement None

m
ot

> Page A4 - Portrait - Calibri 10 pt

i

Table Inspection Report
Tables Filled cells @

i Section
TABLE HEADING

v

Header and footer Same on every page

M Logo or image
SECTION = @ NEXT STEP IS PROCEED

= Document details Not filled in
= Divider line

Question 1 Double-click to type Test job details Not filled in

O Shape (box behind)

1 Space Question 4 Double-click to type

-
= New page TABLE HEADING

to type

~ QUESTIONS Label Double-clic

B et Label Double-click to type

Text (Multi-Line)
This form was completed by «calculation. current_user_fullnames
@ Multiple Choice
PI 10 question items off the page - show
Multiple Choice
(Multi-Answer)

Number

#

B Date
@ Photo

M Signature

Van T hia (hhlinla
10 questions  Draft saved on this computer Form Designer v1.48

The page after Tidy.

6.Give it alook

Press Apply a look... and pick one of the eight starter looks. Form Designer asks what to
copy: Colours and table style, Font, text size and margins, and Header and footer.

Form Designer - workm8consulting.com/help/form-designer Page 7 of 9



Apply a look

Copy the colours, fonts, header and footer of another form onto this one. The questions, rules and
page body stay as they are.

Job Completion Report -

.
Job

[ | .
Completion

Incident
Report

[ From a design file...

Inspection
Checklist

Authority to
Proceed

Job Safety
Analysis

@ | variation

Apply a look: the eight starter looks.

Photo Report

Vehicle Pre-
start Check

Cancel

The questions, the rules and the body of the page stay as they are. Use the same look on

all your forms, and they all match.

7.Save, download and import it

As in Build your first form, steps 10 and 11:

1. Press Save to keep the design in My forms.
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2. Press Download, then Download in the box.

3. In ServiceM8, go to Settings, then Forms, press Import Form and pick the file.

4. Fill in the new form on a test job and check the PDF before you use it for real.

Forms that can't be opened

Some forms are locked so that only the business that made them can change them.
Form Designer can't open those.

r N
That did not work
This form is protected. Only the business that made it can open it in Form
Designer.
" J

A locked form.

« A form locked outside Form Designer, for example a form from the ServiceM8 Form
Store.

o A form that another business made in Form Designer.

o A file over 4 MB.

If a form you need won't open, ask the business that made it for a copy you can change.
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