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Summary

Dispatch Scheduler. (See page 2 for details.)
doForms’ new Dispatch Scheduler provides a convenient interface to view and create dispatches. Dispatches can be viewed all at once or according to color-coded statuses, and
can be viewed per employee by day, week, or month. When creating dispatches, you may choose to send a dispatch to a mobile user, or to anyone with an email address.

Note: Dispatch Scheduler is a new feature being offered free of charge to all Dispatch customers until October 31, 2016. All accounts that signed up for
service after October 1, 2015 and pay for web portal access will continue to have access to Scheduler. All accounts established prior to October 1, 2015
that wish to use Scheduler after October 31, 2016 will be required to upgrade all web users based on the current pricing plan.

Dispatch to Email. (See page 7 for details.)
doForms’ new Dispatch to Email feature (part of doForms Dispatch) allows a user to pre-populate a form with data and then send it to anyone in the world with an email address.
Dispatch to Email is great for sending form-based invoices, quotes, proposals, etc. to people who don't have a doForms account or mobile license.

Dispatch to Email:
. Provides real-time notification when a form is emailed, opened, or completed by the recipient.
. Allows you to either send the email immediately or send it according to a set schedule.
. Supports Update Status action buttons.
. Supports an address book.
. Is integrated with the new Dispatch Scheduler.
. Uses the doForms credit plan.

Fill & Send. (See page 12 for details.)
doForms’ new Fill & Send feature (part of doForms Professional) allows a user to pre-populate a form with data and then send it to anyone in the world with an email address. Fill
& Send is great for sending form-based invoices, quotes, proposals, etc. to people who don’t have a doForms account or mobile license.

Fill & Send:
. Provides real-time notification when a form is opened and completed by the recipient.
. Provides the ability to sign the form using a stylus, mouse or finger.
. Data collected on the form can be accessed in back-end systems via Sync & Save.
. Provides the ability to send automated emails to multiple recipients upon completion.
. Uses the doForms credit plan. 1
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Dispatch Scheduler

doForms’ new Dispatch Scheduler provides a convenient interface to view and create dispatches. Dispatches can be viewed all at once or according to color-coded statuses,
and can be viewed per employee by day, week, or month. When creating dispatches, you may choose to send a dispatch to a mobile user, or to anyone with an email address.
Note: 1. If you don't want mobile users to have access to Dispatch Scheduler, you must modify their user permissions on the Manage Mobile Users screen. 2. Dispatches
scheduled through Dispatch Scheduler will show up in the standard Dispatch tab in the doForms portal; however, dispatches scheduled through the standard Dispatch tab in
the doForms portal will not appear in the Dispatch Scheduler.

= Dispatch Viewdata Build Manage My account Data products  Supy e Viewing dispatches
N
d@ forms _— Existing dispatches
;pa:ch — » Jobs can be viewed all at
/ . Mobile Units September 2016 < Today > |09/16/2016 & Day w All Jop once (All Jobs), or by
/ Sea 8:00 AM ‘ 9:00 AM ‘ 10:00 AM 11:00 AM ‘ 12:00 PM ‘ 1:00 PM ‘ 2:00 PM ‘ 3:00 PM ‘ 4:00 S CO-Ior-COded Statuses.
0 Launching Dispatch Scheduler o : : : : : : : : : il Click a status to only
= Main Received show dispatches with
Select Dispatch Scheduler from the Dispatch P ‘ Jll|  viewed that particular status.
menu, and the Scheduler window will appear. ; ; ; ; ; 2l Rejected :
- Elecirical oy Click the settings
Anthony : Il emaiea button @to modify
9 Viewing dispatches iNAD ' — color settings.
By default, existing =————fpf| o ‘ ‘ -
dispatches appear ~Blumbing
per employee, in rows Hoans
categorized by the | T :
mobile unit they are a stephanie ] senedules | Viewing dispatches
member of. = Dispatch to Email e . ..
Click an existing
dispatch (either in the
o All Jobs \. grid view or All Jobs
e Vlernq dlSDatCheS Nickname Record Name Dispatch Status \ VieW)' The diSpatCh
The DispatCh Anthony Home Inspection - English Scheduled 4 Wl” Open in. a
Scheduler prOVideS Anthony HVAC Service Order 2 Sent Sepa':ate WlndOW.,
many different views > Jon HVAC Service Order Scheduled a“OWIng you tO view
Of your existing Jon HVAC Service Qrder Sent the form _and dlSpatCh
dispatchesl The All Donna Home Inspection - English Qther headlng information.
Jobs view shows you Stephanie Home Inspection - English Scheduled
a sequential list of continued... 5

dispatches.
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e Viewing dispatches (all mobile users in a single day) 6 Viewing dispatches (single mobile user in a week)
To view all dispatches in a single day for all mobile users, select the Day button, and To view all dispatches in a week for a single mobile user, select the Week button, and then
then select a day (highlighted in red). Existing dispatches will be shown by mobile selecting the desired month (highlighted in red). Existing dispatches will be arranged in a
user, in rows categorized by their designated mobile unit (highlighted in green). grid form for that mobile user (highlighted in green).

Jobs . Jobs o

Mobile Units September 2016 I < Today > | 00162016 B I I Day I Week  Month  Agenda Mabile Units September 2016 < Today > |09M6/2016 E Day | Week | Month  Agenda
Search 8:00 AM ‘ 9:00 AM ‘ 10:00 AM ‘ 11:00 AM ‘ 12:00 PM ‘ 1:00 PM ‘ 2:00 PM ‘ 3:00 PM ‘ 4:00 PM ‘ 5:00 PM ‘ 5:00 Search Sun Sep/11 Mon Sepi12 Tue Sep/13 Wed Sep/14 Thu Sep/15 Fri Sepi1e Sat Sep/17
- hiain - Vain 8:00 AM
Administrator ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ Administrator 9:00 AM
» Electrical » Electrical
10:00 AM
Anthony Anthony i e
Sent
* HVAC » HVAC 11:00 AM
I HVAC Service Order Jon
Jon | schedules 12:00 PM
* Plumbing ~* Plumbing
1:00 PM
Donna Donna
Home Inspection - English :
Stephanie e Stephanie 2:00 PM
 Dispatch to Email + Dispatch to Email 8
2:00 PM HVAC Sarvice Order
Scheduled
4:00 PM
5:00 PM
6:00 PM
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Viewing dispatches (single mobile user in a month)

To view all dispatches in a month for a single mobile user, select the Month button,
and then selecting the desired month (highlighted in red). Existing dispatches will be
arranged in a grid form for that mobile user (highlighted in green).

Jobs

Dispatch

. o

Mobile Units September 2016 < Today > |09/M6/2016 =] Day Week Month Agenda
sunday Menday Tuesday Wednesday Thursday Friday Saturday
» Main 1 2 3
Administrator
= Electrical
4 8 9 10
Anthony Home Inspection - English
T
* HVAC
Jon 1 12 13 14 15 16 17
i sovesoom |
eE— .
Donna
18 19 20 21 22 23 24
Stephanie
= Dispatch to Email
25 26 27 28 29 30,

Viewing dispatches (single mobile user in a single day)

O

To view all dispatches in a month for a single mobile user, select the Agenda button, and

then selecting the desired day (highlighted in red). Existing dispatches will be arranged in a
grid form for that mobile user (highlighted in green).

Jobs

Mobile Units

72

earchn

w Iain
Administrator

- Electrical
Anthony

* HVAC

T

Jon

» Plumbing
Donna
Stephanie

» Dispatch to Email

September 2016 < Today > 00/16/2016 [ Day Week Month Agenda
Date Time Record Name
1 Thursday 10:30 AM - 1:30 PM (Jon) HVAC Service Order
Sep, 2016
ED 300 PM - 7.00 PM (Jon) HVAC Service Order

All Jobs
Nickname Record Name Dispatch Status

Jon HVAC Service Order Sent
Jon HVAC Service Order Scheduled

£ <

continued...
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@ Creating dispatches @ Creating dispatches
To create a new dispatch, either click the Dispatch button (highlighted in red), or click a A dispatch form will appear and default to Send to: Mobile (highlighted in red, below). If you
dispatch starting time for the mobile user you wish to send the dispatch to (highlighted in clicked a dispatch starting time in Step 9, your form header will pre-populate with the mobile
green). user’s Name, Mobile Number, Date of dispatch, and Start Time (highlighted in green,
below). If you clicked the Dispatch button in Step 9, these fields will not pre-populate, and
you will need to manually enter this information.

Jobs D] o=
Mobile Units September 2016 < Today = 09/16/2016 B Day Week Month Agenda d =
Search 8:00 AM ‘ 9:00 AM ‘ 10:00 AM | 11:00 AM ‘ 12:00 PM ‘ 1:00 PM ‘ 2:00 PM ‘ 3:00 PM ‘ 4:00 PM 5:00 PM ‘ 6:00 © ©f°rms
* Main Send to: JEmai\
RS ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ Mobile Group Mobile Number Name
[Hvac [o735551212 [=] N[ on
~ Electrical Project ~Form [Date
[Main Project \ [z] [esnriz01e
Anthony, Start Time Job Duration Repeat
ST [ 12:00 pm [1 nour -1 -] |
* Plumbing
ponna If you select the Send to: Email option instead (highlighted in red, below), the dispatch will
Stephanie change to an email format. Fill in the Email to, Subject line, and Body message
. . (highlighted in green, below).
* Dispatch to Email

d@forms 5:? 9
Send to: w:_'_,:MubnaI (5)Email I

Email to I
mary@amail com ||-@ g|
Email subject line

[Please fill aut this attached Contact Form |
Email body message

ack to me. Thanks!

oe

}jl\ﬂaw - Attached is the Contact Form we discussed yesterday. Please complete the form and then send
b

Project Form Date
[Main Project B [] [pon7r2016

Start Time Job Duration Repeat

[2005m T —

continued...
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Creating dispatches @ Creating dispatches

Select a Project and Form from their respective drop-down lists (highlighted in
red), and the selected form will appear (highlighted in green).

Click Save (highlighted in green) to save as a pending dispatch (mobile dispatch only).

Click Send to open a dialog box (highlighted in red). Click the Now button to send the dispatch
Pre-populate any form fields if desired. immediately. Click the Scheduled button to send the dispatch on the dispatch’s scheduled Date
according to a set time.

H o

Send Cancel

((jl@r)\\forms @

Sendto: (o) Mobie () Email i

d@orms‘

Mobile Group Mobile Number Name Send o D (i
[RVAC [-] [o7assaiziz [=] [Jon [=] WMobile (‘;roupg N Mobile Number
Project Form Date
Main Project El |Home Inspection - English |Z| |09107.’2016 ‘ ‘HVAC |Z| |9735551212
— - Project Form
Start Time Job Duration Repeat
[12:00 pm =] [1hour - -] ] =]|= ‘Mam Project |Z| |Home Inspection - English El 09/07/2Q1
Start Time Do you want to send the dispatch “Now” or "on date?
[12:00 pm
“N Scheduied
GeneraL HOME INSPECTORS, INC. [ ‘ \
Home Number Address
|seesie | GENERAL HOME INSPECTORS, INC.
Cily Al L Home Number
[Anytown uUs o [12345 | :
reREry—— [ e46-55-1212 [ 101 Main Strest
NIA Poor Fair Good Great Comment City State
Interior Walls @ ® ® @ ® I:l |AI'IYL°WN =d |1234'5
Interior Ceilings [© (@] O] () ® .
Interior Flooring ® @ @] ® @
Interior Lighting ® (@] ® ® @ . . . . . .
e @ ® ® @ o ] If you click the Scheduled button, the following dialog box will appear. Using the Time
Baors, Knobs and Locks O ® ® ® o drop-downs, select the time you wish to send out the dispatch. When you are done, click
Ceiling Fans [C (@] ® ® @ . . . . )
Stairs and Handrails & ® ® @ o [ the Schedule link (highlighted in red):
Smoke and CO Alarms ® ® ® @ (O]
Fireplaces @® ® (@] ® © ]
Kitchen
N/A Poor Fair Good Great Comment Time: 01 = - 00 - AM -
Cabinetry ® ® ® ® ® l:l
Ceiling O] @ ® ® @ Schedule [Cancel
Countertops ® @ @] ® @]
Dishwasher (O] @] @] @ ®
Doars (=) (=) (=) (?) (=)
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Dispatch to Email

@ doForms’ new Dispatch to Email feature (part of doForms Dispatch) allows a user to pre-populate a form with data and then send it to anyone in the world with an email address. Dispatch to Email is

great for sending form-based invoices, quotes, proposals, etc. to people who don’t have a doForms account or mobile license. In addition, Dispatch to Email provides real-time notification when a
form is emailed, opened, or completed by the recipient. When using Dispatch to Email, you may choose to send the email immediately or according to a set schedule. Note that, if you don't want
mobile users to have access to Dispatch to Email, you must modify their user permissions on the Manage Mobile Users screen.

Dispatch to Email:
» Provides real-time notification when a form is emailed, opened, or completed by the recipient.
» Allows you to either send the email immediately or send it according to a set schedule.
» Supports Update Status action buttons.
e Supports an address book.
» Isintegrated with the new Dispatch Scheduler.

g + Uses the doForms credit plan. 9

Pre-populating the selected form &&rorms o FOo
Launching Di h to Email - ol e
aunc g Dispatch to a After clicking the New button, the selected form ;:?.':m' @ 15 ol
1. Launch the doForms portal and click Dispatch. will open within a pop-up in the doForms portal
. (shown in the image, right). T
2. Select a Project and a Form. (3]
) o ) 1. Click the Email radio button.
3. Click the New button to open the form within a pop-up in the _ -
doForms portal (see “Pre-populating the selected form,” right). 2. Enter the email of the person you want to el I}
send the form to. Note that you may only torwan siaee i
enter one email address. For information on
‘N— using the address book, see “Using the Rerterame
d A : [ ] . . e Dispatch to Email address book” on the
o fOI‘mS Viewdata Build Manage My account Data products Support Chat Community
@ ) - next page. o o
| oy — I" T (3) 3. For information on entering the email’s =
Y subject and body text, as well as other
@] @) . S OS .
Fe St Dt Vew \D,w @ D D T E:O settings, see “Modifying Dispatch to Email Foms Phone umer
settings.” el Phane umier
4. Enter data into the form. In the sample prier's tcense Mumber
shown to the right, the user has entered sine
Jonathan Doe’s hame, contact information, o oo |
driver’s license information, etc. ‘! : '

continued... -
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H H H Address book
US'“g the D|SpatCh to Ema” address bOOk To add an email to the Dispatch to Email address book: R
The Dispatch to Email address book allows you to search for and select an email to 1. Click the Add button to open the Add email address window. Skt e s S
use for the Dispatch to Email. The address book also allows you to add, edit, and 2. Enter an email address in the Email field. -
delete email addresses. - 2] Add email address
3. Click the Save button. =hs
-fﬁ Email  fredjones@emsi.com
To open the Dispatch to Email address book and select an email: Sae Cancel
1. Click the address book icon to open the Address book (highlighted in red, below). By B
default, all email addresses will appear. St G
2. To select an email for Dispatch to Email, click an email and then click Select.
To edit an email address in the Dispatch to Email address book: Addres] Edit email address
. ) ) [
Address book , 1. Click the drop-down arrow for the email address you wish to e
edit. ==
=1 valeriep( / Sae  Cancel
2. Click the Edit button to open the Edit email address window. - Zpemeo
3. Modify the email address. |
4. Click the Save button. = i
i
=1 sallysmith@email.com
=tk -
Add Select Cancel
To search for and select an email in the Dispatch to
Email address book: @ ess book @ Address book
. " L To delete an email address from the Dispatch to Email address book:
1. Enter atext string to search for within the existing -
email addresses. In the example, right, the user is selectthe emai you wish o send 3 cispaten o 1. Click the drop-down arrow for the email address you wish to edit. Selectthe il you wish o send  dispatoh to
searching for all emails containing the string ‘ar’. e . ) _ _ _ _ e
9 9 9 — 2. Click the Edit button to open the Edit email address window. e =
2. Click the search button. In the example, right, the Sheantasea . .
search has resulted in five email addresses, each * mem@emalioon 3. Modify the email address. e
containing the string ‘ar’. 4. Click the Save button. - f?ﬁjﬁ“@f‘;‘ mew:wumnuueme
=ik ok f| concel |
3. To select an email for Dispatch to Email, click an - e |
email. o S e J
~ =I karen johnson@email.com A
4. Click the Select button. Add e Joarcd P Seket Cance

continued... 8
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Modifying Dispatch to Email settings

You can modify the default email options in the Dispatch to Email settings window, described below. Note that these
settings are specific to each published form.

To modify Dispatch to Email settings for a specific form, follow the steps below and refer to the top diagram, right. Note that the
bottom diagram, a sample email containing the form link, shows how each Dispatch to Email setting corresponds to its header

and message fields:

1. Click the Settings icon to open the Dispatch to email settings dialog box.

2. Enter text in the Set email alias field. When the recipient receives the email from you, your email address will appear in the From

i

field as:

nnnnn [do-not-reply@mydoforms.com], where nnnnn is the text you entered.

Example: U-Drive Car Rental [do-not-reply@mydoforms.com]

3. Select an Email subject. When the recipient receives the email from you, the email's Subject will appear as one of the following:
» Used form name: Select this option to use the doForms name of the form as the Subject.
» Used record name: Select this option to use fields from within the form to describe the Subject (e.g., CustName,

CustAddress, JobDate, etc.).
» Default: Enter text to have it appear by default as the Subject, each time this form is sent via Dispatch to Email.
» Custom: Select this option to enable the sender to enter a custom Subject, each time this form is sent via Dispatch to Email.

4. Select an Email message option:
« Default: Enter text to have it appear by default as the Email message, each time this form is sent via Dispatch to Email.

Dispatch to email settings o @ @
Save

Cancel

Set email alias k=
U-Drive Car Rental
"From" email address will display as "reports <do-not-reply@mydoforms.com="

Email subject

© Used form name
@ Used record name

@ Default - Your car rental form is attached
© Custom Add subject on form

m

Email message

@ Default : Dear John,
<BR> -
<B>Thanks</b> for your interest in renting a car from

@ Custom Add message on form
Form selection options

© Link

O lcon

Icon and link

© Click here button

@ Click here button and link

Other settings
["]Add "Powered by www.doForms.com”

Note that you may use HTML tags in order to break lines, boldface or italicize content, etc.

7. Click the Save button to save all changes.

* Custom: Select this option to enable the sender to enter a custom Email message, each time this form is sent via Dispatch :
. —} From: U-Drive Car Rental [do-not-reply @mydoforms,com] Sent: Wed 6/22/2016 3:46 PM
to Email. e R ——
. . . . Ce:
5. Select how you want to link to the form within the email: L » | Ssubject: Your car rental form s attached
* Link: Embeds a URL into the email. For example: https://rmd-dot-mydoforms-hrd.appspot. com/previewSubmit? Hi John.
r Thanks for your interest in renting a car from U-Drive Car Rentall Click the link below to open our
. R R R . » || cust rental agreement. (Note that you must use an Internet-connected browser to open the
+ Icon: Embeds an Open icon into the email. For example: OE Tﬁ » || G oreement)
« Icon and link: Embeds an Open icon and a URL into the email. For example: > Alfler. compieting he form, pleese;click the " Submit” bution at the top,of. the:agreement,;in arder. to
. *  https://rnd-dot-mydoforms-hrd.appspot.com/previewSubmit? send it back to us
e Click here button: Embeds a Click here button into the email. For example: Click here Do not hestitate to call with any questions.
- Click here button and link: Embeds a Click here button and a URL into the email. F lg; Clckrere e
Ic ere button and fink: Embeds a Clic ere button and a Into the emall. For example: https://md-dot-mydoforms-hrd.appspot.com/previewSubmit? David Smith
. . i dsmith@email.com | 212-555-1212 x999
6. Select Other settings that will appear at the bottom of the email. A
IC ere
—> R —
https:/frnd-dot-mydoforms-hrd. appspot. com/previewSubmit?

continued...
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Sending the email

After you have pre-populated the form with data, entered the recipient’s email address, and
entered any other email settings, you may either:

¢ Click the Send button (highlighted in red, right) to send the email immediately. Once
you click the Send button, the email is sent, and you will see the following confirmation
message:

Your form has been successfully submitted.

¢ Click the Schedule button (highlighted in green, right) to send the email according to a
set schedule (see below for information).

COIJ@\forms

Send to: (“) Mobile (&) Email

lJohnDoe@email com

& B

Dear John,

Dear John,

<BR>

<B=Thanks</b= for your interest in renting a car from U-Drive Car Rental. Click the link below to open our
ustomer rental agreement. (Note that you must use an Internet-connected browser to open the agreement.)

<BR>

|After completing the form, please click the "Send"” button at the top of the agreement, in order to send it back to

I_f\q
-
U-ORIVE CAR RENTAL

101 MAIN STREET
ANYTOWN, USA 54321
800-555-1212

70| @

Pages(z)

Caneel

-

To send the email according to a set schedule: P
After clicking the Schedule button, the Schedule Job window will open (see =
image, right).
1. Click in the Job Date field to open the calendar. Browse to the desired 12
date and click it. 19
2. Select an hour, minutes, and AM/PM. -
3. Click Schedule. You will see the following confirmation: e

June 2016 L]
Mo Tu We L Fr Sa
1 z 3 1
& 7 8 9 10 "
13 14 1 16 17 18
20 21 22 23 24 25
27 28 29 30
/ Cancel

V4

Dispatch has been scheduled.
[1Mew dispatch

Schedule Job
Job Date o

SchedulefjCancel

doForms v. 5.0 (September 20, 2016)

continued...
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Checking the status of a sent email, and

What the form recipient sees after clicking the form link .
Opening a returned form
After the email is sent, the recipient receives an email containing a link to the form. The recipient
clicks the link to open the form in a browser. DoForms posts each sent email into the Dispatch screen, allowing you to keep track of emails that have
been sent. The Dispatch screen also shows the statuses of sent emails, letting you know which forms have

If the form opens in a browser in a small mobile device (e.g., smartphone, iPad mini, etc.), the been opened or completed by the recipients. Finally, the Dispatch screen allows you to open returned

form will automatically open in Full Screen mode (shown in first image, below).

forms.
If the form opensin a desktop/laptop browser, orin a Ia}rge mobllt_a device (e.g., tablet) browser, To check the Status of & Sent email: [ ———————————————
the form will automatically open in Form mode (shown in second image, below). d@\fo,ms o
No matter which mode the form opens in, the recipient can toggle modes using the Full = tﬁgkng?sthztgﬁ':orms portal and e —
Screen/Form Mode button (highlighted in red, below). P : 7 _
The recipient can modify any field in the form. When they are finished entering data, they must 2. Select a Project and a Form. R - o e e
click/tap the Submit button (highlighted in green, below) to submit the completed form back to 3. The Status column shows the
the dispatcher. status of each form that has
To print the form, the recipient may click/tap the Print button (highlighted in pink, below), and been sent via Dispatch to Email.
then follow any on-screen printing instructions. In the example to the right, one
form has been Emailed, one
form has been Completed, and
one form has been Opened.
P dé\\ forms Dispatch B
-  3EE08O To open areturned form: Laasa
= 1. Click the drop-down .
Srapanes arrow for the form you 2 (o &
= wish to open. EoREe?
City
R — 2 Click Edit o open the
A N form. )
Zip
| Home Phone Number | Here i the form  was teing you abou. Piease fiin completely and submit back to me
< h m
Full Screen mode

in smartphone
browser

Note that Dispatch to Email utilizes the doForms credit plan:
¢ 1creditis deducted from the sender’s account each time a form is sent to an email address.

Form mode in laptop browser

¢ 1 creditis deducted from the sender’s account each time a form is returned to the sender from the email recipient.

Note: doForms plans are subject to change at any time.

11
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doForms’ new Fill & Send feature (part of doForms Professional) allows a user to pre-populate a form with data and then send it to anyone in the world with an email address.
Fill & Send is great for sending form-based invoices, quotes, proposals, etc. to people who don’t have a doForms account or mobile license. In addition, Fill & Send provides
real-time notification when a form is opened and completed by the recipient. Note that, if you don't want mobile users to have access to Fill & Send, you must modify their user

permissions on the Manage Mobile Users screen. Fill & Send:

« Provides real-time notification when a form is opened and completed by the recipient.

* Provides the ability to sign the form using a stylus, mouse or finger.

» Data collected on the form can be accessed in back-end systems via Sync & Save.
* Provides the ability to send automated emails to multiple recipients upon completion.

» Uses the doForms credit plan.

Launching Fill & Send
1.
2.
3.

?

=N
@forms

e

Launch the doForms portal and click View data.
Select a Project and a Form.

Click the Fill & Send button to open the form in the doForms
portal (see “Pre-populating the selected form,” right).

Dispatch Build Manage My account Data products Support Chat Community

Project
Main Project v EEp Vehicle Rental Agreement v | est0days v mp | view

Form Date range

W RECORD NAME [7] Aute-refresh display

S-S ERRLSISEN -

Seffings Data View n | F@asend JFormLink  Filter PDF Excel Map Help

Record_Name

o

Date_Created ~Status First_Name Middle_init Last_Name Address city

Pre-populating the
selected form

After clicking the Fill & Send button, the
selected form will open in the doForms
portal (shown in the image, right).

1. Enter: A) The email of the person
you want to send the form to. Note
that you may only enter one email
address. B) Subject of the email.
C) Email body text. For information
on modifying email settings, see
“Modifying Fill & Send settings” on
the next page.

2. Enter data into the form. In the
sample shown to the right, the user
has entered Jonathan Doe’s name,
contact information, driver’s license
information, etc.

PO

Fages{Z) Send  Canmcel

d@'orms

hoDoe@emad com |@

—~—
U-ORIVE CAR RENTAL

hicle Rental Agreement

hed is the car rental agreement we talked about |

.............

ANYTOWN, USA 34321
800-555-1212

-555-1212

continued...
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Modifying Fill & Send settings

You can modify the default email options in the Fill & Send settings window, described below. Note that these settings are
specific to each published form. o -
3

To modify Fill & Send settings for a specific form, follow the steps below and refer to the top diagram, right. Note that the bottom
diagram, a sample email containing the form link, shows how each Fill & Send setting corresponds to its header and message

fields:
Fill & Send settings o @ ®
1. Click the Settings icon to open the Fill & Send settings dialog box. e, Casc

| »

U-Drive Car Rental
“From™ email address will display as “repons <do-not-reply@mydoforms. com>"

2. Enter text in the Set email alias field. When the recipient receives the email from you, your email address will appear in the From
field as:

mn

Email subject

Used form name
Used record name

@ Default - Your car rental form s attached
Custom Add subject on form

Set email alias -
nnnnn [do-not-reply@mydoforms.com], where nnnnn is the text you entered.

il

Example: U-Drive Car Rental [do-not-reply@mydoforms.com]

Email message

3. Select an Email subject. When the recipient receives the email from you, the email’s Subject will appear as one of the following:
* Used form name: Select this option to use the doForms name of the form as the Subject.

» Used record name: Select this option to use fields from within the form to describe the Subject (e.g., CustName,
CustAddress, JobDate, etc.).

@ Default
Sincerely, <BR><p> =

Custom  Add message on Furm

Form selection options

» Default: Enter text to have it appear by default as the Subject, each time this form is sent via Fill & Send. e
+ Custom: Select this option to enable the sender to enter a custom Subject, each time this form is sent via Fill & Send. okt 00

@ Click here button and link

Other settings
L] Add "Powered by www doForms com” =

4. Select an Email message options:
« Default: Enter text to have it appear by default as the Email message, each time this form is sent via Fill & Send. Note that
you may use HTML tags in order to break lines, boldface or italicize content, etc.

M o

* Custom: Select this option to enable the sender to enter a custom Email message, each time this form is sent via Fill &
Send. —b From: U-Drive Car Rental [do-not-reply @mydoforms, com] Sent: Wed 6/22/2016 3:46 PM
Tor ——— - -
5. Select how you want to link to the form within the email: =
L p| Subject Your carrental formis attached
« Link: Embeds a URL into the email. For example: https://md-dot-mydoforms-hrd.appspot.com/previewSubmit? Hi John.
. . . . ) Thanks for your interest in renting a car from U-Drive Car Rentall Click the link below to open our
* Icon: Embeds an Open icon into the email. For example. rﬁ rﬁ e customer rental agreement. {Note that you must use an Internet-connected browser to open the
o Open agreement).
* Icon and link: Embeds an Open icon and a URL into the email. For example: https://rnd-dot-mydoforms-hrd.appspot.com/previewSubmit? After completing the form, please click the “Submit” button at the top of the agreement, in order to
send it back to us.
» Click here button: Embeds a Click here button into the email. For example: Click here . ) :
Do not hestitate to call with any questions.
» Click here button and link: Embeds a Click here button and a URL into the email. For example: | 1 o ooroms-hrd appspot compreviewSubmit? Sincerely.
David Smith
6. Select Other settings that will appear at the bottom of the email. dsmith@email com | 212-555-1212 %999
lick th b Il ch Click here
>
7. Click the Save button to save all ¢ anges. https:/frnd-dot-mydoforms-hrd.appspot. com/previewSubmit?

continued... 13
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Sending the email

After you have pre-populated the form with data, entered the
recipient’s email address, and entered any email settings,
click the Send button at the top of the form (highlighted in
image, right).

Once sent, you will see the following confirmation message:

Your form has been successfully submitied.

=
d@forms

[lohnCioe@emai com

Mehicke Rental Agreement |

[anached is the car rental agreement we talked about| ‘

‘-.,_J—‘-'_\’

U-ORIVE CAR RENTAL

800-355-1212

What the form recipient sees after
clicking the form link

After the email is sent, the recipient receives an email
containing a link to the form. The recipient clicks the link to
open the form in a browser.

If the form opens in a browser in a small mobile device
(e.g., smartphone, iPad mini, etc.), the form will
automatically open in Full Screen mode (shown in first
image, right).

If the form opens in a desktop/laptop browser, or in a large
mobile device (e.g., tablet) browser, the form will
automatically open in Form mode (shown in second image,
right).

No matter which mode the form opens in, the recipient can
toggle modes using the Full Screen/Form Mode button
(highlighted in red, right).

The recipient can modify any field in the form. When they

are finished entering data, they must click/tap the Submit

button (highlighted in green, right) to submit the completed
form back to the sender.

To print the form, the recipient may click/tap the Print
button (highlighted in pink, right), and then follow any on-
screen printing instructions.

D Yow by Godmats Toi 1
rrerer——m ox

< ¢ #
Back Forwerd Reosd Home  Stop.

& rd-dot-mydoforms-hrd.appspot.con C

..  OSEBDBO

Renter Name

Jonathan Do

Address

23 Brosdway, Aot 724
City

New York

State
N
Zip

o101

Home Phone Number

< h m

Full Screen mode
in smartphone
browser
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Checking the status of a sent email, and
Opening a returned form

DoForms posts each sent email into the View data screen, allowing you to keep track of emails that
have been sent. The View data screen also shows the statuses of sent forms, letting you know which
forms have been opened or completed by the recipients. Finally, the View data screen allows you to
open returned forms.

To check the status of a sent
email:

1. Launch the doForms portal
and click View data.

i ev——

VERRE A %XE
2. Select a Project and a Form.

3. The Status column shows the
status of each form that has
been sent via Fill & Send. In
the example, right, one form
has been Completed, and
one form has been Opened.

To open areturned form: -—\\
o@forms Oupatoh Viewcin Bud Manage Myacoount
1. Click the drop-down arrow for
the form you wish to open. ) m v ) = i) o (D (IR
2. Click Edit to open the form. Fe s Dm Vs
s v 5 oo

Form mode in laptop browser

Note that Fill & Send utilizes the doForms credit plan:

¢ 1creditis deducted from the sender’s account each time a form is sent to an email address.

» 1creditis deducted from the sender’s account each time a form is returned to the sender from the
email recipient.

Note: doForms plans are subject to change at any time.
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