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FormConnect Help 

1. Overview 

• FormConnect is an easy to use app for creating business forms on 
your iPhone. Its simple design allows you to customize the forms the 
way you want them to look.  

2. Viewing Forms 

• The main screen displays your forms. You can navigate through 
them by swiping up and down. Tap on a form to open it.  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3. Modify an Existing Form 

• Tap on the “Gear” icon in the lower right corner of the main 
screen.  
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• A pop-up window will display overlaying the forms. 

• Tap “Modify Form”. 
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• Select the form you wish to modify and select Rename, Clone or 
Delete. 
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4. Create a New Form 

• Tap on the New Form button to create one. You will then be 
prompted to enter a form name. 
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• A “New field” pop-up screen will display. 

• Select the field type (Text, Date, Check Box, etc.).  

Note: Some field types (GPS Location) are only available with the 
FormConnect Pro version.  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• Select the Field Characteristic (Text, Number, Currency, etc.).  

Note: Some field characteristics are only available with the 
FormConnect Pro app (Calculation, Linked Field). 
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• Enter the Field Name and configure the other field settings (font 
size, alignment, etc.). 

• Tap on the “Done” button when finished. 

   

Page �  of �9 45



• The new field will display on the screen. 

• To move the field, place your finger on the blue box and drag it to 
the location you desire.    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5. Edit/Add a Field 

• Tap on the “Paint brush” icon to open the editor. 
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• Tap on the field you wish to edit and the Edit Select Copy Delete 
menu bar displays. 

• Touch the Edit option to configure the field settings or tap on the 
(+) icon to add a new field.  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6. Field Types 

• There are 10 different field types to choose from when creating a 
form. 

• There are no limitations on how many fields you can create or how 
many pages the form can contain. 
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7.  Add/Remove Pages 

• Tap on the page icon !  to add or remove a page. 
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 8. Form Settings   

• To configure the Form Settings, open the form designer (paint 
brush icon) and tap on the gear icon. 
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9. Primary Fields 

• A form can have up to two primary fields. The purpose of the 
primary field is to be used for naming a record. 

Note: The first text field created during the design of the form is 
assigned as the primary field but it can be changed at anytime.  

Page �  of �16 45



10. Locking the Form Designer

• If you want to prevent other users from modifying the form, change 
the “Lock form designer on export” setting to ON. When the form 
is exported, the paint brush icon will be hidden, preventing 
someone from editing it. 
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11. Viewing Records

• Records are displayed on the record’s screen in alphabetical order. 
Tap on the record to view it. 

• A record can also be searched for by entering the name of the record 
or the content stored in a text field.  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12. Adding Records 

• Each time a form is filled out, a record gets created. 

• To add a new record, tap on the plus (+) button. 

Note: If the primary field (e.g., Trade Name) is not filled out, the record 
will display as Unnamed on the record screen.  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13. Cloning a Record  

• Cloning replicates an existing record and copies certain field values 
that have been configured under the setting “Copy field when 
cloning record”. 
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• Tap on the “Clone a Record” button  
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• The fields that were configured to be copied were replicated to the 
new form. 
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14. Deleting a Record 

• To delete a record, swipe right to left. 
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15. Exporting a Record/Form !  

• Tap on the Share (Arrow) button from the Record screen.  

• Select the record(s) to export.  

• Tap on the Export button.  

  
Note: The Export button can also be accessed from the data entry screen.
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• Select the File Format: FMC, PDF, CSV, XML or HTML 

• Choose the Export Delivery Method - Email, Dropbox, Box, 
OneDrive, Google Drive or Open In. 

Note: The FMC file format is for exporting/importing forms between 
two or more FormConnect users.  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16. Importing a Record/Form 

• Tap on the file attachment. It will display the FormConnect logo. 

• Select Open In - FormConnect. 

  

Note: A CSV or XML file can be imported into FormConnect if the form 
already exists and the fields match.  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17. Print Function

• The print function can be invoked by tapping on the “Arrow” button 
from the menu bar. 

• Make sure the record is checked before selecting the “Print” button. 

• Note: To view a list of Air Print supported printers, click on the 
following: http://www.apple.com/ipad/features/airprint.html  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18. Field Calculations (FormConnect Pro) 

• The Calculation field characteristic allows you to create formulas 
for calculating two or more fields.  

Note: The Calculation setting can only be defined during the 
creation of the field. 
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• Each field has a field ID (A1, A2, B1, B2) that displays when you 
highlight the calculated field. 

• The field IDs are numbered left to right.  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• When you edit the Calculation field, a formula bar displays. 

• Formulas use the following computation symbols (+ - * /).  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•  Formulas work when calculating both rows and columns. 

Note: Calculations only work with text and date fields. 
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19. Record Locking  

• A record can be locked to prevent changes from being made to it. 
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• A pop-up warning message will display when you tap on the Record 
Lock button. 
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• The “lock” symbol will display next to the record indicating that the 
record has been locked permanently. 
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20. GPS Field Type (FormConnect Pro) 

• A field type called “Location” will automatically input the GPS 
coordinates into a field.  

 

           

•
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• The GPS coordinates are invoked by tapping on the blue arrow to 
the right of the text box. 

• A map is also displayed above the GPS coordinates but this image 
can be shrunk down by making the field smaller vertically.  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• The GPS setting can be displayed in one of three formats: Decimal 
degrees; Degrees, minutes, seconds; and Degrees, decimal minutes. 
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21. Automatic Exporting (FormConnect Pro) 

• There is a form setting for automating the export of records. 
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• It can be configured for either Email or Dropbox. 

• You can specify the file format, default subject, message, email 
recipients and default Dropbox directory. 
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22. Photo Annotation 

• A photo can be annotated on by tapping on it to enlarge it. 

• Select from the color palette to draw on it. 
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23. Linking Fields (FormConnect Pro) 

• Two or more fields can be linked together so that data entered in 
one field will automatically update the second field. 

• When creating a new text field, there is an option to specify the 
field parameter as a “Linked Field”. 

• When editing the field, specify which field to link (E.g., Business 
Name on pg. 2 links to Site Name on pg. 1).  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• When editing the field, there is a Link to: pick list selector where you 
can choose which field to link (E.g., Business Name field on pg. 3 will 
be linked to the Site Name field on pg. 1). 
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• Entering the Site Name (Burbury) on pg. 1 automatically updates the 
Business Name (Burbury) on pg. 3. 
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24. Required Field (FormConnect Pro) 

• A required field is a field where data must be entered in order for 
the record to be saved. 

• There is a field setting where you can specify that the field is 
required. 

• There is  also an option to specify a minimum and maximum value. 
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25. iPhone/iPad Compatibility 

• Forms created on either the iPhone or iPad can be shared between 
the two devices assuming you have the FormConnect app installed 
on both of them. 

• The form will look identical on both the iPhone and the iPad but the 
user interface will look a little different as the screen size is much 
bigger on the iPad. 
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