FORM DESIGNER GUIDES - 2 OF 3

Build your first form

Build a short Site Visit Report from a blank page: job details, a section,
six questions with two rules, a test run, then save, download and import it
into ServiceMS8.

This guide builds a short Site Visit Report from a blank page. It takes about 15 minutes.

Each step uses a part of the window from Find your way around.

Want a head start? Press New, then Starter templates, and pick one of the eight ready-

made forms. Each one is complete, and you can change any part of it.

1. Start a blank page

Press New in the top bar. Form Designer asks how to start.

r N

Start a form

O Bl

Blank page Starter templates

Start from scratch. Ready to customise. 8 templates.

Start a form.

Pick Blank page. The page says Your page is empty.
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B FormDesigner  Form rame o e Nw o Sme  sundas o

H

@

~ LAYOUT (i) - e . Form settings m
[ERECNEY = Questions @ Preview > Click an item on the page to change it

Heading

= Apply a look...
Text HEADER - REPEATS ON EVERY PAGE

Drag items here for the header, e.g. a logo, the report name or job number. B Tidy a converted form...
Answer sentences

> Badge requirement None

5 Columns Your page is empty

Drag items from the left onta this page, or click an item to add it Wrage A4 - Portrait - Calibri 10 pt

Table

Tables No style @

{1 Section

o

!

=

: > Header and footer Same on every page
Logo of image

= > Document details Not filled in
Divider line

Shape (box behind) Test job details No job fields

Space

New page

~ QUESTIONS

=

Text

Text (Multi-Line)

Multiple Choice

Multiple Choice
(Multi-Answer)

Number

B Date

@ Photo

I#

2.

Signature

A blank page, ready for items.

Name the form

In the top bar, type the Form hame: Site Visit Report . Then type a short Badge:
SVR .

3.

1.

Add a heading and the job details

In the list on the left, click Heading (in the Layout group). On the right, type Site
Visit Report in Text.

. Open the ServiceM8 group and click these details, one after another: Client name

(under Client), Job address (one line) and Job number (under Jobs), and Today's
date (under Job dates).

. Each detail shows a label and a field in «» marks. On the right, change the Label to a

short word, for example Client .

ServiceM8 fills these in from the job. Nobody has to type them.
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4. Add a section

Click Section in the Layout group. On the right, type The work in Title. The title prints
as a coloured bar.

HEADER - REPEATS ON EVERY PAG” e o
B [ Layout $= Questions ® Preview >

Site Visit Report

Client «job.company_name»

Site address «job.job_address_singleline»

Job number «job.generated_job_id»

Date «calculation.todays_date» =y o
\

SECTION

Drag items into this section.

The heading, four job details and the section.

A section holds items together. While the section is picked, the questions you click go
inside it. Their names then start with the section's name, for example The work - Work
carried out.

5. Add your questions

Click the section to pick it. Then, in the Questions group, click Text (Multi-Line). On the
right, type the question: Work carried out . Tick Mandatory, so it must be answered.
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The parts of a question:

» Question: what the technician is asked. The same words print on the PDF.
« Field code: where ServiceM8 puts the answer. Form Designer makes it for you.

« Additional details: a line shown under the question while the form is filled in.

Question (|}
Asked when the form is filled in, and shown on the
finished form.

Question

Work carried out

> Field code «form_the_work__work_carried_o...

> Additional details None

Mandatory
Question type

= Text (Multi-Line) v

(] Hidden (not printed)

> Ask only when Always asked
> Layout on the page Side by side
> Box behind None

The settings of a question.

« Mandatory: the question must be answered.

« Question type: change the type at any time.

« Hidden (not printed): asked, but left off the PDF.

« Ask only when: the rules for this question (step 6).

« Layout on the page: the label beside the answer, above it, or no label.

The question on the page has a toolbar on its top edge, to move, duplicate or delete it.
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The work i -0 ¥ 4 u]

[ Work carried out «form_the_work__work_carried_out» ]

The question on the page, with its toolbar.

Now pick the section again and add two more questions:

1. Yes / No (Multiple Choice): Job fully completed . Its answers are already YES and
NO.

2. Multiple Choice: Reason not finished . Under Choices, change Option 1to
Waiting on parts and Option2to Client not home . Press Add and type Other .
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Question (D
Asked when the form is filled in, and shown on the
finished form.

Question

Reason not finished
> Field code «form_the_work__reason_not_fini...
> Additional details None

(] Mandatory

Question type

® Multiple Choice v
Choices Add
Waiting on parts U
Client not home o
Other o

(] Hidden (not printed)

> Ask only when Always asked
> Layout on the page Side by side
> Box behind None

A Multiple Choice question and its three answers.

A choice question holds up to 10 answers. That is the most ServiceM8 takes.

6. Ask a question only when it applies
Reason not finished only makes sense when the job is not finished. Give it a rule.

1. Pick Reason not finished. On the right, open Ask only when.
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2. Press Add a rule.

3. Set Question to The work - Job fully completed, then is, then NO.

v Ask only when Job fully completed is NO
Question

The work - Job fully completed v

is v NO v

Remove rule

Add a rule

In ServiceM8: Skip Question If "The work - Job
fully completed” not equal to NO

A When it is skipped, its label still prints, with an
empty answer. To hide it too, put it in a section or
table row with the same rule, or make it Hidden.

The rule: Job fully completed is NO.

The grey line shows how ServiceM8 stores the rule: Skip Question If. You don't need to
think about it: write the rule as "show this when".

Add one more question in the section, Text: Please describe , with the rule Reason not
finished is Other.

Good to know:

« Arule can only use a question above it.

« A question holds up to 3 rules. With two or more, choose All rules are true or Any rule

is true.

« A section, and a row of a table, can have rules too. Then everything inside follows the

rule.
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7. Add a photo and a signature

Pick the section and add Photo: Photo of the work . Then press Esc, so nothing is
picked, and add Signature: Customer signature . It goes at the end of the page,

outside the section.

E Form Designer  Site Visit Report SVR - c New Open Save Standard (]

v LAYOUT u: HEADER - REPEATS ON EVERY PA75' r . o . Form setti"gs m
) T “NCREARP = Questions @ Preview ? Click an item on the page to change it
H  Heading Site Visit Report
= Apply a look...
= Text Client «job. company_nane» ERY
i B8 Tidy a converted form...
@ Answer sentences Site address «job. job_address_singleline»
. Job number «job.generated_job_id» > Badge requirement None
=2 Columns
Date «calculation. todays_date» > Page A4 - Portrait - Calibri 10 pt
B Table
R SECTION > Tables No style @
i Section
> Header and footer Same on every page
B Logo or image
Work carried out «form_the_work__work_carried_out»
Divider li > Document details Not filled in
i Ulvideriine Job fully completed
«form_the_work__job_fully_completed» . f
© Shape (box behind) > Test job details Not filled in
Reason not finished «form_the_work__reason_not_finished»
1 Space B .
Please describe «form_the_work__please_describe»
= New page Photo of the work
v QUESTIONS «image_form_the_work__photo_of_the_work_medium»
B2 Text
= Text (Multi-Line) Customer signature
@ Multiple Choice «image_form_customer_signatures
Multiple Choice
p!
(Multi-Answer)
# Number
B Date
@ Phota
M Signature
Von IRla o dbinia
6 questions  Draft saved on this computer Form Designer v1.48

The whole form in Layout.

8. Check the logic

Click Questions in the dock. Every question shows in the order it is asked.
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@ Form Designer  Site Visit Report SVR a5 o New Open Save Standard [
~ QUESTIONS (i) & . . Form settings (1)
B Layout (EENCEEILIEN) © Preview > Click an item on the page to change it

B Text

= Apply a look...

= Text (Multi-Line) §= List 2] Logic map Q Search questions
B8 Tidy a converted form...
Multiple Choice .
© P Questions
Multinle Ghoice In the order they are asked when the form is filled in. Click a question to change it. Double-click its name to change the > Badge requirement None
ul
F wording here
(Multi-Answer)
> Page Ad - Portrait - Calibri 10 pt
6 questions - 0 hidden - 2 with rules
# Number
. > Tables No style @
» Logic check: 1 thing to check
B Date
> Header and footer Same on every page
@ Photo v THE WORK 5
= 1 Work carried out » > Document details Not filled in
M Signature
® 2 Job fully completed > Test job details Not filled in
Yes [ No (Multiple
@ Choice) ® 3 Reason not finished &
(=] 4 Please describe &
&8 Photo gallery (up to
40 photos) = 5 Photo of the work
Proceed step #~ & Customer signature
P (Multiple Choice,
hidden)
Draft + put Form D 1.48

The Questions view of the new form.

The Logic check line looks at every rule. Click it to see what it found.

v Logic check: 1 thing to check

3 The work - Reason not finished (and 1 more question)
When it is skipped, its label still prints, with an empty answer. To hide it too, put it in a section or table row with the
same rule, or make it Hidden.

One thing to check.

Here it says that Reason not finished still prints its label when it is skipped. That is fine
for this form. To hide the label too, put the question in a section or a table row with the
same rule, or make it Hidden (not printed).

9. Try it, as the technician

Click Preview in the dock, then Run the form on the left. Answer each question as the
technician would. Answer YES to Job fully completed, and Reason not finished is
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skipped.

E Form Designer  Site Visit Report

D

Sample answers  Run the form

“« » » = @ 15s

Answer each question as the technician
would, or press play: each question then gets
its sample answer. Questions hidden by the
form's rules are skipped.

The work - Work carried out

Replaced the hot water unit.

The work - Job fully completed

(pick one) v}

Skip

Start again

6 questions  Draft saved on this computer

SVR An) (a4 New Open
. o
B Layout i= Questions >

Site Visit Report

Client «job.company_name»

Site address «job.job_address_singleline»
Job number «job.generated_job_id»
Date «wcalculation.todays_date»
Work carried out Replaced the hot water unit

Job fully completed

Reason not finished

Please describe
Photo of the werk

Customer signature

Run the form, part-way.

Save Standard ] * Download

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 No style @

> Header and footer Same on every page
> Document details Not filled in
> Test job details Not filled in

Form Designer v1.48

The page in the middle fills in as you go. The Workflow tab on the right shows the path:

what was asked and what was skipped.

10. Save it

Press Save in the top bar, then Save in the box.
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Save
Save to My forms
Kept in your ServiceM8 account, with its earlier
versions.
Close
\ S

Save to My forms.

The design is kept in My forms, in your own ServiceM8 account, with its earlier versions.
Open it again any time with Open.

M. Download it and import it into ServiceM8

Press Download in the top bar. Form Designer builds the form file.

d A
Your form is ready

6 guestions.

Form file
Site Visit Report.locked.sm8f

Download a .sm8f file for upload into your Sample
Plumbing Co ServiceM8 system. All forms are change

protected to prevent unauthorised use on non-Sample

Plumbing Co ServiceM8 systems.

Close

\ 4

Your form is ready.
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Press Download to save the file on your computer. Then import it into ServiceM8:

1. In ServiceM8, go to Settings, then Forms.
2. Press Import Form.

3. Press Select, pick the file, then press Import Form.

The Forms page in ServiceM8 settings, with the Import Form button.

Import Form (SM8F files only) X

File: Select file Select

Import Form

The Import Form box in ServiceM8.

The file name ends in .locked.sm8f. On the Standard plan every form is protected: it
can't be changed or exported inside ServiceM8, and it prints only in your own ServiceM8
account. To change it, open it in Form Designer, change it, download it and import it
again.

Before you use it for real, fill in the form on a test job and look at the PDF. ServiceM8
makes its own PDF, and a line can wrap a little differently from the Preview.
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