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END USER ESSENTIALS 

For New GoFormz Users 

Comprehensive and hands-on, End-User Training is the core training that ensures your success with GoFormz.  

This course is designed for professionals planning to use GoFormz, whether from their computer or any mobile 

device. No prior knowledge of GoFormz is needed.  

 WHO SHOULD TAKE THIS COURSE? 

This course is designed for professionals planning to use GoFormz, whether from their computer or any mobile 

device. No prior knowledge of GoFormz is needed.  

This course will be presented in a classroom setting to provide demonstrations, hands-on exercises, and personal 

attention from the instructor as well as interaction with your peers.  

Recommended that you bring a computer and / or mobile device to the training for use with GoFormz. 

WHEN YOU COMPLETE THIS COURSE YOU WILL BE ABLE TO: 

• Use GoFormz from your computer and / or mobile devices to complete forms 

• Understand functionality and field types in GoFormz 

• Transfer forms to colleagues for completion / approval 

• Search and Tag Forms  

• Understand GoFormz workflow and automation  

PREREQUISITES: 

There are no prerequisites for this course. 
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END USER ESSENTIALS 

FOR: GoFormz Users 

Topics:  

Intro to GoFormz for New Users 

Mobile Application Download & Navigation  

Web Interface Navigation 

Discussion of GoFormz Functionality (workflow, email alerts, etc). 
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GoFormz Mobile Application 

Tap on the GoFormz Mobile App icon on your mobile device to see the app’s login screen. 

   

There are 3 things that you can do from this screen  log in, reset your password, or create a new 

account: 

Log in 

Enter the username and password in the fields provided, and tap the Login button. You will be taken to 

your account’s Dashboard. 

Reset your password 

If you forgot your password, simply tap the Forgot your password? Link, and submit your email. You 

will then receive an email that will guide you through the password reset process. 

Dashboard & Header 

The Dashboard is the first screen that you see when you log into your account. It is the launchpad from 

which you can access the app’s core functionality. 
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Let’s go over some of the controls in the Dashboard. 

• Templates button: This takes you to a screen that lists all 

templates available in your account. Tap one of these templates to 

create a new form. 

• Forms button: This takes you to a list of all your forms  including 

drafts, completed forms, and shared forms. Tap on a form name to 

open it in the form editor. 

• Notifications section: Updates from GoFormz and new events that 

occur in your account are displayed here. To remove a notification, 

swipe right on it, and tap the Remove button that appears. Swiping 

right on the ‘Notifications’ header provides the ability to clear all. 

• Recent Templates: A shortcut for creating forms using recently 

accessed templates. Simply tap the template name to create a new 

form. 

• Recent Forms: A shortcut for opening recently accessed forms. Tap a form to open it in the 

editor. 

Header & Main Menu 

The Header can be found at the top of each page in the app. It contains a search button and a standard 

“hamburger” menu button. 

 

Tap the search button to type in a string. You will see a list of templates and forms that contain that 

string in their name. 

Tap the menu button to see the main menu, which has a number of useful links: 

• Navigation buttons: The menu contains navigation buttons that take you to the 4 main pages in 

the app  Dashboard, Templates, Forms, and Settings 

• Take the Tour: Tap this button to get a quick walkthrough of the app. If you are new to the app, 

you may find this brief tutorial handy 

• Sync: Tap this button to sync the app to your GoFormz account. This will upload any completed 

forms, retrieve any changes to the templates, etc. The app automatically syncs every minute, 
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and a sync is also triggered by a form completion, so you shouldn’t have much of a need to use 

this button  but it’s there if you need it. 

Filling out a form 

Step 1. Select your template 

To fill out a form, you must first select the template that you 

want to use. A list of templates can be found in one of two 

locations: 

• The Recent Templates section on the dashboard lists the 

templates that you have accessed most recently. 

• The Templates page lists all templates (see below). 

 

Tap the desired template to create a new form and open it in 

the Form Editor. 

Step 2. Fill out the form 

You can view the form in one of two different modes: the Form 

View and the List View. 
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The image below shows the two views side by side. Note how the customer information section is 

displayed very differently in the two views. 

 

To toggle between the two views, tap the [...] button at the bottom of the form editor, and tap the 

desired view’s icon on the left side. 

Step 3. Complete the form 

Once you are done filling out the form, tap the [...] button at the bottom of the editor, and tap 

Complete to finish the form. If you are online, the app will immediately sync to your GoFormz account, 

uploading the completed form. If you are offline, the sync will happen as soon as you get online. 

 

If there are required fields that you have not filled in, you will see an error message telling you which 

fields were omitted. Dismiss the error message, fill in those fields, and try completing the form again. 
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When you successfully complete the form  the Complete button will change to a Reopen button (if you 

have this user permission), and all field background colors will disappear. You cannot edit a completed 

form. If you wish to edit it, you must reopen it first. 

 

 

Managing Forms 

In this section, we introduce basic form management tools. This includes browsing, filtering, editing, 

renaming, deleting, copying, and tagging your forms. 

Browsing your forms 

To browse your forms, navigate to the Forms page in the app. You can get here from the Dashboard, or 

from the main menu. 
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This screen lets you: 

• Filter your forms by category  Drafts, Completed forms, and Shared forms. 

• Sort your forms alphabetically (By Name), or by the last updated date/time starting from the 

most recent (By Date). 

• To edit a form, just tap the name of the form you wish to edit. 

• To perform an action on a form (e.g. copy, delete, tag, etc.), tap the action icon  to the 

right of the form’s name. This will open the Form Actions screen. 

Copy, Rename, Delete 

All of these actions are available from the Form Actions screen (if you have this user permission), which 

can be accessed in two ways: 

• Tap the icon next to your form name on the Forms screen, OR 

• Tap the icon in the [...] menu of the Form Editor. 
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Renaming: Tap the Rename icon, then type in the new name for the form, and tap Rename. By default, 

forms are named using the template name followed by today’s date and current time. If you have a 

different naming convention for your forms, you can change the name here. 

Deleting: Tap the Delete icon, then confirm by tapping the Delete button. 

Copying: Tap the Copy icon. A copy of the form will immediately appear in your Drafts, with the same 

name as the original form, followed by the word “COPY”. You will typically want to rename the copy. 

Editing your form 
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To edit a form, simply find your form in the Forms browser or on the Dashboard, and tap its name. To 

edit a form that has been completed, you will need to reopen it. This can be done by tapping the 

Reopen button in either the Form Actions screen or the [...] menu in the editor. 

Tagging forms 

A tag is a type of custom metadata that you can add to a form. Tagging your forms lets you filter them 

in the Forms tab of the GoFormz web interface. There, you can see the tag(s) associated with each 

form, and click on a tag name to view only the forms containing that tag. This can be very useful for 

organizing form data. 

To tag a form, navigate to its Form Actions screen and tap the Tags icon. You will see any existing tags 

for this form. To add a new tag, simply type it in and tap Add. Tap Close to dismiss the tagging 

interface. 

Sharing your Forms 

In this section, we go over the different ways that you can share your form with others. This includes 

emailing your form, generating a PDF, and transferring the form to another user in your account. All 

these actions are available on the Form Actions screen, which can be accessed in two ways: 

• Tap the icon next to your form name on the Forms screen, OR 

• Tap the icon in the [...] menu of the Form Editor. 
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Emailing your form 

Tap the Email icon on the Form Actions screen. You will see the email form, as shown below. The 

Subject line will automatically be filled in with the form’s name. 

 

 

Enter the email address(es) of the recipient(s) in the To field, which will auto populate if the address is 

stored in your device’s local address book. To type a note in the Body field, simply tap in the field and 

begin typing. If you want to send a copy of the email to yourself, select Send copy to me. When you are 

done, tap Send. 

The email will be sent to the email address(es) you provided, with a PDF of the form attached to the 

email. By default the From address of the email will have your name, and the email address no-

reply@goformz.com. Please note that both of these values can be edited from the ‘Settings’ tab using 

the web interface. 

Downloading a PDF 

Tap the Download PDF button on the Form Actions screen. You will see a selection of destinations, as 

shown below. You can open the form pdf in another app, message it to someone else’s device, upload 

it, print it, etc. (Note that your set of destinations may be different from what’s shown in the 

screenshot, depending on the apps you have installed on your device.) 

 

 

mailto:no-reply@goformz.com
mailto:no-reply@goformz.com
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Transferring to another user 

Many workflows involve several people filling out different sections of a form. The GoFormz Mobile 

App enables this workflow by allowing you to transfer a form draft to another user within your 

organization. Note that only Draft forms can be transferred  Completed forms cannot be transferred. 

To transfer a form to another user, navigate to the Form Actions screen, and tap the Transfer icon. 

• The Internet tab shows all users in your organization. 

• The Local Network tab shows all users on your WiFi network who are also members of your 

organization. If you don’t see your target user listed, you also have the option to add the user 

using their IP address. 

 

 

To make the transfer, simply tap the name of the user that should receive the form. The form will 

immediately disappear from your Drafts, and appear in the other user’s Drafts, allowing them to edit it 

as needed. 
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Changing your Settings 

To access your account and app settings, tap the menu button in the upper left, and select Settings. 

You can do the following here: 

• Edit your name, email, or phone number. Simply tap the 

Personal Info field that you want to edit, and start typing. 

• Toggle Local Network Transfer on and off to allow form 

transfer to other users 

• Change your password. Tap the Change Password button; 

then enter the current password and the new password 

twice. Next time you log into the app, you will need to use 

the new password. 

• Log out of the GoFormz Mobile App by tapping the Logout 

button. 

 

List View 

In the mobile app’s Form Editor, you can view the form in 

one of two different modes: Form View or List View. 

 

●  Form View is what you might expect - it looks just like your form but also 

includes any specific fields you have added to enable capturing data. 

●   List View is an organized list of those exact same fields but presented using 

sections and tabs for enhanced navigation. 

  

 

 

 

While both views work on either smartphones or tablets and you can switch between them at any 

time, Form View is typically preferred on a tablet where there is more room to view an entire form and 

List View is used on a smartphone where screens sizes tend to be smaller and a list may be easier to 

navigate. 
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The image below shows the customer information section in the list view.  

 List View 

   

  

To toggle between the two views in the mobile app’s Form Editor, tap the [  · · ·  ] button at the bottom 

of the form editor, and tap the desired view’s icon on the left side. It is important to understand 

that you will not lose any information when you toggle between the two views. Any changes you make 

in the List View will be reflected in the Form View, and vice versa. 

 

Searching for Forms - In the mobile app 

In the mobile app, navigate to the Forms page, which displays your forms. You have the following tools 

available to find the forms you are looking for: 
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●To view forms by form status, use the blue Draft, Completed, and Shared buttons along the top of the 

forms list. Shared forms are drafts that have been shared to a user group, but no individual in the 

group has claimed ownership. 

●To search on form name, click the  icon at the top, enter your search term in the field that 

appears, and tap Search. You will see a list of all forms that contain your search term in their name. 

Click on a form name to open it, or click the X icon in the search field to dismiss the search. 

●To sort your forms by Name or Date, click the By Name or By Date buttons at the top. 

  

Note that the search and filter tools in the mobile app are not as advanced as those in the web 

interface, because the primary purpose of the mobile app is to fill out forms -- not to search and review 

them. 
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Searching for Forms – Web Interface 

GoFormz provides a number of tools to make it easier to find the form(s) that you are looking for. 

These include filtering by form status, form tag, and form owner; searching by keyword; and sorting by 

various form attributes. 

In the web interface, navigate to the Forms Tab, which contains a list of all forms available to you. 

There are many different ways to filter this list. 

 
  

In the example above, the list is filtered by tag (Casa Palmera Care Center), owner (Jane Doe), form 

name (only forms with the substring “work order”), date (5/1/2016-5/31/2016), and form status 

(Draft). You can see this by looking at the Filters Applied area above the forms list, which lists all active 

filters. It is also sorted by the Last Updated column in descending time order -- you can see this from 

the down arrow next to the Last Updated column name. All this filtering narrows down the entire 

forms list to just two forms, showing the power of filters in helping you find exactly the forms that you 

need. 

  

In the remainder of this section, we review how to apply the various sorts, searches and filters shown 

in this example -- as well as how to clear your filters to go back to the full unfiltered forms list. 

Sorting 

You can sort the forms list by the Form Name or Last Updated columns. To do so, simply click on those 

column headers. The Form Name column will sort alphabetically, and the Last Updated column will 

sort in time order. Clicking the column header a second time will toggle between sorting in ascending 

and descending order. 
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Searching 

To find forms by name, use the search bar at the top. Enter your search term and hit Enter to see all 

forms that contain your search term in their name. 

 

Filtering 

Filter by time range using the Time Range dropdown in the header. This dropdown contains several 

canned date range options, as well as a Custom Date Range option which pops up a calendar and lets 

you select your own start and end dates. Once you make a selection, the forms list will update to show 

only forms that were last updated within the specified date range. 

 
  

 

All other filter operations are done using the  Filter button. Click this button to bring up the filter 

area shown below. 
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There are several filter choices here: 

●To filter by Form Status, click All, Draft or  Completed. This will display all forms, Draft forms 

only or Completed forms only, respectively. Forms labeled as Shared in the mobile app will appear with 

the Draft filter here. 

●To filter by Owner, click the textbox under Owner to see a dropdown containing all users and 

groups  in your organization’s GoFormz account. Select an owner from the dropdown, or start typing 

the owner’s name to filter the dropdown. 

●To filter by Tags, just click the tag name. You can only filter on one tag at a time -- you cannot select 

multiple tags. 

Once you are done selecting your filters, click the Apply Filter button at the top to apply the filters to 

the forms list -- or click Cancel to close the filter controls without applying them. 

Clearing your filters 

Use the Filters Applied section above the forms list to clear your filters. To clear all filters that are 

currently applied to your forms list, click the Clear All button. To clear an individual filter, mouse over 

that filter and click and click it. Both methods are highlighted below. 
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Web Form Editor 

With GoFormz, you can fill out forms on any device, including an Internet connected 

laptop or desktop computer. You do this via the Web Form Editor. The Web Form Editor 

allows you to: 

• Create a New Form or edit an existing form 

• Navigate and fill out your form 

• Complete or save the form 

• Transfer the Form to another user 

• Perform various other actions, including: printing, tagging, deleting, etc. 

  

 
  

Accessing the Web Form Editor differs depending on your permission level: 

• For many users, this is the only GoFormz web interface screen to which they 

have access. If you do not have permission to view Templates, Reports, or the 

Account Management console -- then you will see this screen immediately upon 

logging into GoFormz, and this will be your main web interface to your GoFormz 

account. 
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• If you have higher permission levels, you can open the Form Editor by navigating 

to the forms tab and clicking on any form name in the list or by clicking the New 

Form button on the upper-right. The form will open in the editor. 

  

Editor Modes 

The form will be displayed in the center of your screen, with toolbars at the top and left 

side. The editor has two basic modes: 

• Edit Mode (Draft Forms): In this mode, you can make changes to the form. Forms 

in Draft status can only be viewed in Edit Mode. 

• View Mode (Completed Forms): In this mode, you can view and navigate the 

form, as well as perform secondary actions like printing, tagging, etc. -- but you 

cannot edit (i.e. fill out) the form. 

  

To edit a field, simply click on it. Depending on the field, you will either see a cursor 

prompting you to start typing, or a control prompting you to select or enter data (e.g. a 

dropdown, date selector, signature field, etc.). 
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Editor Actions 

The Form Editor’s actions are divided between three areas -- the header, the sidebar, 

and the footer. We review each of these sections below. The available actions are 

slightly different depending on editor mode and form status, and we annotate these 

differences below in parentheses. 

  

Note that some actions may be unavailable to you, based on your permission levels  

Header: Primary Form Actions 

 
The editor’s header contains the name and last updated timestamp of the current form. 

It also contains the most frequently used form actions. The following buttons are 

available: 

•   Rename 

o To rename the form, click the pencil icon next to the form name, type in a 

new name, and hit Enter on your keyboard. 

•    Complete (Edit Mode) 

o Save this form, and change its status from Draft to Completed. 

•  Save (Edit Mode) 

o Save your changes. 

• Form Dropdown 

o Expand the Form dropdown to view additional options (see below). 

  

 

 

 

The following actions are available in the Form dropdown menu: 

http://support.goformz.com/customer/en/portal/articles/2483872-form-status


 

 

© 2016 GoFormz, Inc. All rights reserved. 12/16 

23 

• New Form - Create a new form from an existing template. You will see a dialog 

prompting you to select the template you want to use. Once you do, an empty 

form based on that template will open in the editor. 

• Switch Form - Open an existing form in the editor. You will see a dialog listing all 

forms available to you. The dialog lets you filter and search the form list to make 

it easier to find your form -- much like the Forms Tab does. Once you find and 

select your form, it will open in the editor. 

• Reopen - (View Mode) - Change the form’s status from Completed to Draft, and 

allow it to be edited again. 

• Duplicate - Create a copy of your form and save it under a different name. 

• Close - Close the form that is currently open in the editor. If the form has any 

unsaved changes, you will be asked if you want to save them. 

• Delete - Delete this form. 

  

Sidebar: Secondary Form Actions 

These actions are available via the sidebar on the left side of the Form Editor: 

•  Print 

o Send this form to a printer or another device. 

•  Transfer (Edit Mode) 

o Transfer the form to another user. 

•  Public Share (Edit Mode) 
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o Share this form to users outside of your account. 

•  Tags 

o Add tags to this form. Tags group similar forms together, making them 

easier to find later. 

•  Download PDF 

o Download a PDF of this form to your computer. Note that the PDF will 

reflect the state of the form when it was last saved. Any changes that you 

made to the form since your last save will not be reflected. 

  

Footer: Form Navigation 

 
  

The form’s footer contains all form navigation controls, like zooming and pagination: 

•  Select Page 

o This shows the page that you are on within the form -- in this case, page 1 

out of 2. To navigate to a different page, type in the page number and press 

Enter. 

•  Previous/Next Page 

o Navigate to the previous or next page in this form. 

•  Zoom Out/In 

o Zoom out or into the form in 10% increments. 
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•  Fit to page 

o Change zoom level so that the entire form page fits in your browser 

window. This is useful if you want to inspect the entire page at once, to 

make sure you didn’t miss anything. 

•  Fit to width 

o Change zoom level so that the form width matches your browser width. 

This is a useful zoom level for filling out the form. 
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	The email will be sent to the email address(es) you provided, with a PDF of the form attached to the email. By default the From address of the email will have your name, and the email address noreply@goformz.com. Please note that both of these values...
	Downloading a PDF
	Tap the Download PDF button on the Form Actions screen. You will see a selection of destinations, as shown below. You can open the form pdf in another app, message it to someone else’s device, upload it, print it, etc. (Note that your set of destinati...
	Transferring to another user
	Many workflows involve several people filling out different sections of a form. The GoFormz Mobile App enables this workflow by allowing you to transfer a form draft to another user within your organization. Note that only Draft forms can be transferr...
	To transfer a form to another user, navigate to the Form Actions screen, and tap the Transfer icon.
	 The Internet tab shows all users in your organization.
	 The Local Network tab shows all users on your WiFi network who are also members of your organization. If you don’t see your target user listed, you also have the option to add the user using their IP address.
	To make the transfer, simply tap the name of the user that should receive the form. The form will immediately disappear from your Drafts, and appear in the other user’s Drafts, allowing them to edit it as needed.
	Changing your Settings
	To access your account and app settings, tap the menu button in the upper left, and select Settings. You can do the following here:
	 Edit your name, email, or phone number. Simply tap the Personal Info field that you want to edit, and start typing.
	 Toggle Local Network Transfer on and off to allow form transfer to other users
	 Change your password. Tap the Change Password button; then enter the current password and the new password twice. Next time you log into the app, you will need to use the new password.
	 Log out of the GoFormz Mobile App by tapping the Logout button.
	List View In the mobile app’s Form Editor, you can view the form in one of two different modes: Form View or List View.  ●  Form View is what you might expect - it looks just like your form but also includes any specific fields you have added to enab...
	While both views work on either smartphones or tablets and you can switch between them at any time, Form View is typically preferred on a tablet where there is more room to view an entire form and List View is used on a smartphone where screens sizes ...
	List View
	To toggle between the two views in the mobile app’s Form Editor, tap the [         ] button at the bottom of the form editor, and tap the desired view’s icon on the left side. It is important to understand that you will not lose any information w...
	Searching for Forms - In the mobile app
	In the mobile app, navigate to the Forms page, which displays your forms. You have the following tools available to find the forms you are looking for:    ●To view forms by form status, use the blue Draft, Completed, and Shared buttons along the top o...
	Searching for Forms – Web Interface
	GoFormz provides a number of tools to make it easier to find the form(s) that you are looking for. These include filtering by form status, form tag, and form owner; searching by keyword; and sorting by various form attributes.
	In the web interface, navigate to the Forms Tab, which contains a list of all forms available to you. There are many different ways to filter this list.    In the example above, the list is filtered by tag (Casa Palmera Care Center), owner (Jane Doe),...
	Sorting
	You can sort the forms list by the Form Name or Last Updated columns. To do so, simply click on those column headers. The Form Name column will sort alphabetically, and the Last Updated column will sort in time order. Clicking the column header a seco...
	Searching
	To find forms by name, use the search bar at the top. Enter your search term and hit Enter to see all forms that contain your search term in their name.
	Filtering
	Filter by time range using the Time Range dropdown in the header. This dropdown contains several canned date range options, as well as a Custom Date Range option which pops up a calendar and lets you select your own start and end dates. Once you make ...
	All other filter operations are done using the  Filter button. Click this button to bring up the filter area shown below.    There are several filter choices here: ●To filter by Form Status, click All, Draft or  Completed. This will display all forms,...
	Clearing your filters
	Use the Filters Applied section above the forms list to clear your filters. To clear all filters that are currently applied to your forms list, click the Clear All button. To clear an individual filter, mouse over that filter and click and click it. B...
	Web Form Editor

