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BUILD ANY
FORM YOUR
CREW NEEDS
Drag in the fields, preview it on a phone, and add automations
that email the right people or open a task the moment a box gets
ticked. As simple or as detailed as the job calls for.

DRAG
Drop in any field

PREVIEW
See it on a phone

AUTOMATE
Emails and tasks on their own



PART 2 · THE BUILDER

CREATING
A FORM
Press Create Form on the Forms page and the builder
opens. Build a two-field sign-in sheet or a full hazard
assessment with photos, signatures and automations.
Same builder.

1 The builder 5 Preview it

2 Field elements 6 Form settings

3 Static and media 7 Element settings

4 Drag, drop, build 8 Logic and automations
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01
THE
BUILDER
FORM BUILDER ADMIN

Three panels, left to right.

01 Elements on the left: everything you can add, split into Fields and Static & Media, with
a search box.

02 Your form in the middle. It starts with Section 1; press Add Section for more.

03 Settings on the right: the form's settings, or the settings for whatever element you click.

04 Press Save top right when you're done.
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02
FIELD
ELEMENTS
ELEMENTS ADMIN

What your crew fills in.

01 Text, Textarea, Email and Number for typed answers.

02 Select, Radio, Checkbox, CheckList and Yes / No for
picking answers.

03 Date and Time.

04 Photo Capture and Signature straight from the phone.

05 Contact information and Predefined lists you set up once
in Option Lists.
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03
STATIC
AND MEDIA
ELEMENTS ADMIN

Info the crew sees but can't change.

01 Static Image, Static Text and PDF Attachment for
instructions, specs and procedures.

02 Calculation works out a number from other fields.

03 Divider, Container and 2 Columns to lay the form out.

04 Location, Weather and Attendees fill in from the job site
and crew.
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04
DRAG, DROP
AND BUILD
EDIT MODE ADMIN

What you drop in is what the crew gets.

01 Drag an element from the left into a section. It shows up
right away.

02 Give each section a title and a short note, like "Complete
before work begins".

03 Drag the handle on the left of a section to reorder it.

04 The pencil is Edit mode. The eye is Preview.

SUBTRADE · FORMS · PART 2 06



05
PREVIEW
IT
PREVIEW MODE ADMIN

See the form the way your crew will.

01 Press the eye to switch to Preview.

02 Pick Phone or Tablet.

03 Scroll and tap through it: location, checkboxes, photos and
all.

TIP

Preview before you deploy. If it's a pain to fill in on a phone, the
crew won't fill it in.

SUBTRADE · FORMS · PART 2 07



06
FORM
SETTINGS
SETTINGS ADMIN

Click an empty spot on the form to open its settings.

01 Form Name and Description.

02 Form Active turns the form on or off.

03 Allow users to duplicate submissions lets the crew copy
yesterday's form and just change what's new.

04 Public Access, Approval Settings and Signature Settings,
including whether a signature is required.
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07
ELEMENT
SETTINGS
SETTINGS ADMIN

Every element, section, column and container has its
own settings.

01 Label, Default Value, Placeholder and Help Text.

02 Required makes the crew answer it. Repeatable lets them
add it more than once.

03 Each field type has its own settings section. A Date field
gets Date Settings: fill in today's date automatically and
pick the date format.

04 The Field Name locks once a form has submissions, so
your data stays lined up.
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08
LOGIC AND
AUTOMATIONS
AUTOMATIONS ADMIN

Make the form do the follow-up for you.

01 Conditional Logic: press Add condition to show a field
only when another answer calls for it.

02 Automations run on Yes / No, Select, Radio and
Checkbox fields.

03 Send an email when an answer comes in, to a person or a
role like Project Manager, with a PDF copy attached.

04 Create an action on its own: a Hazard, Incident,
Observation, Task, Deficiency or Maintenance item.

EXAMPLE
Worker ticks "Working alone". The PM gets an
email right away with the form attached.
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UP NEXT · PART 3

FORMS IN
YOUR PROJECTS
Part 3 shows how to bring forms from your library into each job.
Want a hand building your first form? Send us an email and our
team will get back to you.

support@subtradesoftware.com
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