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Converting forms from previous versions: Forms
you created with Version 2 of TheFormTool will
work fine with Version 3. But they’ll work a little
faster if you convert them to the new format. To
convert an old form, click + Check Form on
TheFormTool tab.
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One-Page Cheat Sheet

For those who are driven to get started right now, without filler or fluff:

1.

2.

Install TheFormTool T L

Right-click the TheFormToolPRO.zip file you downloaded and choose Properties. If L s
you see an Unblock button, click it to unblock the file, then click Apply, OK. e

Double-click the same TheFormToolPRO.zip file to see the files it contains.

Double-click the TheFormToolPRO.docm file to install the program.

Activate it. Go to the new TheFormTool tab in Microsoft Word, click % Options, e
License code, and enter the registered name and license code we emailed to you. Or : :
retrieve your license code by logging into your account at www.theformtool.com. R

Quick Tip: Watch our videos instead of Steps 3 and 4:
www.theformtool.com/video-demonstration-of-theformtool

Create a form
Open a document or form you’ve used in the past, and save a copy wherever you like to store forms.

Older Files: If you’re starting with an older document (created
in Word 2003 or earlier), be sure to save it in one of Word’s
new formats (.docx or .dotx) with the Maintain Compatibility
checkbox UNCHECKED.

Add a Questionnaire at the bottom of the form by clicking BB Questionnaire, =k Create on TheFormTool tab.

Type questions in the Question column and a short label for each question in the Label column, like so:

‘ TheFormTool (c) 2016 Snapdone, Inc. ‘

Label Question | Answer !
Signer What’s the name of the signer?
DOB What's the birthdate of the signer?

Add Fields to the form by placing the cursor wherever a Field is needed and clicking ¥s Field on TheFormTool tab.
The result will look something like this:

My name is {Signer}. | was born on {DOB}.

Signed:

{SIGNER}

Save and close the finished form.

Use your new smart form to create a document

Open the form you created in Step 3. Type answers in the Questionnaire and click == Fill on TheFormTool tab.
Done!

For later: This manual and the Quick-Start Guide are available at www.theformtool.com, along with videos,
program support, and forums where you can ask questions, report problems, make suggestions, and exchange tips
with the authors and other users of TheFormTool.
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Foreword

Although this is a manual that focuses exclusively on forms — how to make them more
intelligent, more productive and more useful — this Expert Guide is really all about people.

It's written to help three groups in particular: a form’s audience, its author and its user.

First of all, of course, are the Readers, the form’s ultimate audience, those seeking information.
In the final analysis, TheFormTool is ultimately about clients and their opposition; companies
and customers; judges and court officials; regulators and special interest groups; knowledge
worker and information user media and the general public. We hope TheFormTool will
improve communication between you and everyone you hope to influence with the written

word, whether digital or paper.

This guide is written from the perspective of the Form Author, the expert who wishes to expand
the influence of his or her expertise by making it easier for others to complete a complex form
quickly, accurately and as expertly as would the Author merely by answering a few questions.
TheFormTool allows the expert Author to lay out the exact circumstances where “A” is
appropriate, the exceptions where “B” or “C” should apply, and the gray areas where “A”
should be modified but not replaced. Since forms are by definition useful in repetitive similar-
but-not-identical circumstances, the number of alternatives for consideration and inclusion are

finite and therefore manageable by software.

Finally, TheFormTool is designed to make a real difference to Form Users, the men and women
tasked with merging current information into pre-created documents that can at once be
simplistic and complex, literal and figurative, static and dynamic. TheFormTool works so well
because it uses technology to make the dynamically complex alternatives built into a form
simple enough to be exactly, accurately and quickly replicable by non-experts. The expert
determines the outcome he or she intends; then the non-expert furnishes the input in one-fifth

the time otherwise required.

As your use of TheFormTool expands, watch your productivity increase while your costs
decrease. Our customers report an average three times increase in productivity and a 100%
decrease in errors, for a 20% reduction in total costs, compared to their previous document

assembly technology.
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Installing TheFormTool

Step 1: Is the File Blocked?

TheFamTeolPRD.zip Properties = ]

Windows sometimes blocks downloaded files to protect you from viruses. S et

TheFuemTadFRD

Right-click the TheFormToolPRO.zip file you downloaded and choose Properties. If
you see an Unblock button, click it to unblock the file, then click Apply, OK.

Step 2: Open the Installation File

Open the file you downloaded to see its contents. Double-click on the TheFormToolPRO.docm file. (Depending
on your computer’s configuration, you might not see the .docm at the end of the filename.)

Step 3: Security Warnings?

Depending on Windows and Microsoft Word settings, you may need to respond to one or more security
warnings before installation can proceed.

If you see this ... If you see this ...

@ H S s Dowseral.0a.dotm [Compa
HOME  INSERT  DESIGN  PAGELAVOUT

2 [Calion (Boay IR
B T U -oakex x° A

ENCES  MAILINGS  REVIEW  VIEW  DOXSERA  Si-

| AaBbCcDc AaBbCCD  AaBbCcDC | L

TNomal | Menu  TNoSpac.. 5| Edting

BDoxserd Installation

. you're
If you see this ... almast done!

You're almost done. Click Yes to the license Follow the on-screen instructions to respond to
agreement, then OK to install. your computer’s security warnings.

You can reread the license agreement later by clicking % Options, License agreement.
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Step 4: Close and Reopen Word

Close Microsoft Word completely, including all open documents. When you reopen Microsoft Word, you'll
find a new tab on Word'’s ribbon menu labeled TheFormTool. Click that tab to reveal TheFormTool commands.

- Document, '“'nrd
Home Insert Design Layout References Mailings Review
g é 1 ) Reset g C) %% SavefLoad == Remove B Questionnaire ~ E_] Field & Fetcher o Check~ e Help
= *2 2 Blanks = Peek Mext 4+ Up @ Smart Answer 3= List i, Attn Mark [#Sources~ | ) About
Start  Fill  Attn Fetch  Refresh Add -
*Petrify s Peek Off 4 Down == Row,Calumn = ‘ Condition t] Tools~ ¢ Options =
Form Answers Series Form Author's Tools

If TheFormTool tab does not appear, try restarting your computer. If that doesn’t work, please contact us at
www.theformtool.com/resources so we can help get you started.

Step 5: Enter License Code

To activate TheFormTool, click %+ Options, License code and enter the registered name and license code we
emailed to you. If you need to buy a license, visit www.theformtool.com. If you’ve lost your license code,
check your emailed receipt or log into your account at www.theformtool.com (click the Log In button in top
right corner).

Step 6: Sharing Information on a Network

If you own multiple licenses for TheFormTool, see Sharing Information on page 134.

Step 7: Updates

Check for updates periodically at TheFormTool website To be notified when updates are available, subscribe to
our newsletter at www.theformtool.com/newsletter.

The Basics

What’s It Do?

Think of the process of filling in a form as a series of questions and answers. The form author asks a question
(“What's the name of the Grantor?”), and the form user answers the question (“Gretel Purcell”).

TheFormTool makes it easy for the form author to ask a series of questions, and easy for form users to answer
those questions.

Creating a Basic Form

We'll turn this document into a form. Tf you'd like to My name is Abigail Bentley. | was born on April 17, 1960.

work along with this example, begin by typing or Signed:
COpyil’lg the text shown here into a blank document. ABIGAIL BENTLEY

TheFormTool PRO - Expert Guide (Version 3.1) Page 3


https://www.theformtool.com/resources
https://www.theformtool.com/
https://www.theformtool.com/
https://www.theformtool.com/doxsera/updates/
https://www.theformtool.com/newsletter/

Step 1: Create the Questionnaire [HEE

Click e= Questionnaire, ¥ Create on TheFormTool tab to add a Questionnaire to the end of the form.

TheFormTool (c) 2011-2016 snandone, Inc.

Question \ Answer

Meet the Questionnaire! Take a moment to get familiar with the three-column layout of the Question-
naire. Once you're comfortable with the Label/Question/Answer pattern, guru status is within reach.

In this example, we need to ask the form user for the signer’s name and birthdate. Type the two questions
in the Questionnaire, including a short label for each.

TheFormTool (20112016 snapdone, Inc. |

Label Question | Answer !
Signer What’s the name of the signer?
DOB What's the birthdate of the signer?

Adding Rows to the Questionnaire

When first creating the Questionnaire, add rows just as you would
in any other Word table — by pressing Tab when your cursor is in
the table’s last cell.

Later on, TheFormTool “locks” the Questionnaire so form users
can’t accidentally alter it. But you can still add rows by clicking
c— Row/Column, ¥ Add.

Omit space characters in Labels. For example, SignerName and Signer_Name are both okay, but don’t use
Signer Name with a space in the middle. Also avoid special characters like brackets, slashes, and braces.
But don’t worry too much — if you try to use a character that’s not allowed, TheFormTool will automatically
remove it for you during Step 2 below. The v Check Form command (page 132) also catches labeling
problems and is a great tool for every form author’s belt.

Step 2: Add Fields to the Form rj':j

In the body of the form, add Fields wherever answers need My name is Abigail Bentley. | was born on

to be inserted. For example, this form needs three Fields. April 17, 1960.
Signed:

ABIGAIL BENTLEY

My name is Abigail Bentley. | was born on

Select Abigail Bentley and click ¥s Field (yes, it’s the friendly April 17, 1960

Field Bunny) to open the Field screen. Signed:

ABIGAIL BENTLEY
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All the questions in the Questionnaire are listed here, using Questionnare =&l L
the labels you provided. In this example, there are only two, - |
Signer and DOB. Select Signer. —

Various Field types and formats can be selected on the right
side of the screen. In this example, the default is correct
(Text, FreeForm).

Click OK to finish.

Formatting Fields. The “format” choices above actually change the text of a Field rather than using
Word’s font formatting feature — from abc to ABC, for example. But you can also apply any type of font
formatting to a Field, using Word’s ordinary formatting commands — bold, underline, font, small caps,
color, etc.

My name is {Signer}. | was born on April 17,

Notice that the Field you added shows up as a gray 1950

bracketed item: {Signer}. Signed:

ABIGAIL BENTLEY

My name is {Signer}. | was born on April 17,

Select April 17, 1960 and click ¥s Field to add the second Field. 1960

Use the same steps as above, but this time choose the DOB

Signed:
label and the Date type.

ABIGAIL BENTLEY

Finally, select ABIGAIL BENTLEY and click % Field to add the | MY "ame is {Signer}.  was born on {DOB.

last Field. For this Field choose the Signer label and

Signed:
UPPERCASE format.

ABIGAIL BENTLEY

After adding all three Fields, the finished form looks like | MY "2me is {Signer}. | was born on {DOB}.

this. The first Field uses Text, FreeForm, the second uses Signed:
Date, and the third uses Text, UPPERCASE.

Save the finished form wherever you like to keep your {SIGNER}

forms. (Consider saving your forms as templates instead of
documents. See Documents Versus Templates on page 7.)
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Meet the Brackets. The gray bracketed items above ({Signer}, {DOB}, and {SIGNER}) will become a
familiar sight. They mark where each answer in the Questionnaire belongs in the finished document.
Once the novelty wears off, you'll find yourself comfortably deleting, copying, and pasting these
bracketed items just as you do other text, sometimes saving a few clicks by copying a Field rather than
creating it from scratch.

Using a Basic Form ﬁ

Open a form and click E start to move to the Questionnaire. Answer the questions, like so:

‘ TheFormTool (c) 2016 Snapdone, Inc.

Question ‘ Answer
Signer What's the name of the signer? Horace Blixt
DOB What's the birthdate of the signer? \ 5/23/72 /

Then click =% Fill to fill in the form. Done!

My name is Horace Blixt. | was born on May 23, 1972.

Signed:

HORACE BLIXT

Turning Old Files Into New Forms

Old File Formats

You're using a recent version of Microsoft Word now, but some of your old documents and forms might
have been created with earlier versions. It's important to convert those old files to the new format so all
TheFormTool features are available.

Does it need to be converted?

= Purchase and Sale Agreement.doc [Compatibility Mode] - Word
Home Insert Design Layout References Mailings Review View Doxserd
g & 1 ) Reset @ C) % Save/Load == Remove = MEMuestionnaire - E‘:J Field & Fetcher o Check~ e‘ Help
- =5 2 Blanks = Peck Next + Up Srart Answer  := List I Attn Mark L‘,Sources' ﬂAbout
Start  Fill  Attn Fetch  Refresh _
ﬁpetrif'y ~— Peek Off ¥ Down ¥- Row/Column ~ ‘ Condition tl Tools~ e Options ~
Farm Answers Series Farm Author's Tools

Look at the top of the Word screen. If you see [Compatibility Mode], the form needs to be converted.
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Converting an old file

Open your old document or template in Word. Depending on what version of Word you use:

i word 2007

IE Word 2010 and later

. Click the 5 Office button (the round button

in the top left corner), then click Save As.

. In the Save as type box, choose Word

Document (.docx) or Word Template (.dotx).

. Near the bottom of the screen, make sure the

Maintain compatibility with Word 97-2003

1.
2.

. Near the bottom of the screen, make sure the

Click File, Save As.

In the Save as type box, choose Word
Document (.docx) or Word Template (.dotx).

Maintain compatibility with previous versions
of Word checkbox is UNCHECKED.

checkbox is UNCHECKED. 4. Click Save.

4. Click Save. 5. If you still see [Compatibility Mode] at the top

of the screen, click File, Info, Convert.

Documents Versus Templates

As you create forms, you can save them as documents (files that end with .docx) or templates (files that
end with .dotx). TheFormTool works fine with both types of files, but saving forms as templates does have
one important advantage: When form users double-click a template to open it, Word creates a new unsaved
document based on that template. This makes it impossible for the form user to accidentally overwrite the
original form — when they click Save, they are prompted to save their brand new document elsewhere.

As the form author, you will sometimes need to revise the original form. Instead of double-clicking the
template to open it, right-click and choose Open. This opens the form itself, rather than creating a new
document, so you can make changes and save the revised form.

Creating Smarter Forms

TheFormTool builds intelligence right into the form, automatically including or removing optional text,
changing pronouns and plurals, converting date and number formats, performing math calculations, and

more. A single click by the form user can change the entire landscape of the finished document.

In the realm of form creation, different types of questions call for different types of answers. You might ask for
a yes/no response (“Is the signer a U.S. citizen?”), or you might want to offer choices (“In which of these
counties is the property located?”), or you might ask for a series of items with a single question (“List all the
shareholders.”).

Smart Answers &

TheFormTool provides several types of answers, making it easy for form users to respond correctly and
intuitively to every question. To turn a regular answer into a Smart Answer, first put the cursor in an answer
box.
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TheFormTool (c) 2011-2016 Snapdone, Inc.
These are answer boxes —

Label

Question \ Answer

one box for the Buyer

_ question, and another for

To change the answer type for a particular question in the Questionnaire, put the cursor in its answer box and
click % Smart Answer to open the Smart Answer screen.

Buyer Buyer’s name

Seller Seller’'s name

the Seller question.

TabS acCross the top Of the ] Text ]Qropdown | Yes/No | Checkboxes | Derived
screen allow you to choose & Single text box
one of five answer types. { Series of text boxes

™ with pronoun

Text Answers

Each answer in the Questionnaire begins as a Text answer and stays that way unless you alter it. Text
answers are appropriate for questions like: “What's the signer’s name?” “What's the ID number?” “What
was the date of the injury?” “What's the amount due?”

Single/Series

Select Single text box when you are asking for a ! o e e chedsos et
single piece of info (“Who are you?”). st s

I~ with pronoun
Select Series of text boxes to ask for several S
pieces of info (“What are the names of the Sl - coie o et bes T Lk et Series e o G
shareholders?”).

How many items in a series? When using a series answer, the
form author need not specify the number of items. By default, the
answer will be created with room for three items, but the form
user can click ¥ Add to create additional slots as needed.

Linked series: If the form includes another series TS | ropdema| Yam e | chiscitone | Bactrnd |

 Singhe text bex

answer, you have the Option Of hnklng thlS & Series of tert by Unkcta 8 preceemg Senes snawer araGnd | Gemees 7]
answer to it: select Link to a preceding series

answer or a Grid, and select the other answer.

For example, the first question in your form
might ask for a list of directors (a series answer).
The second question could be a linked answer
asking for each director’s email address.

1T Srigdona, e

Note: linked answers are “old technology.” You will usually want to use Grids instead (page 14).
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With Pronoun

To include a pronoun box alongside a Text 5 [l ) e et

W Singhe taxt bex

answer, select With pronoun. \<~mﬂf.mwm
W with pronoun

The pronoun box allows the form user to select a

pronoun to go along with their answer: he, she,
it, or they. The form author can make use of this Frecerts ™
info throughout the form, using Pronoun Fields

(page 23).

112040201 Eraebor [ o Cancel

Dropdown Answers

Dropdown answers present the form user with several choices in a dropdown list. The question “What's
your favorite color?” could present a dropdown list of red, green, blue, and yellow. The question “What
direction will you travel?” could present a dropdown list of north, south, east, and west.

Single/Series

@ Singhe dropdiwn

single piece of info (“On what continent do you  sones ot o
live?”). G [

I™ Mliow user to write in 8 Sifarent respanse

Select Single dropdown when you are asking for a Text fropdoun | ex o | checkhores | erned |

The drepdown box allows users o
Africe. select one of several chowces.
Ararctics
Asi

8
Ausstralia
Eure

To copy and
paste, press
Chri+C and
Crrisir.

1T Srigdona, e

Select Series of dropdowns to ask for several Tt Dot | ea/ia | Chackiioess| Derted |

pieces of info (“On what continents have you e
1iVed?ll)' Souren far deapdown chowes: | troed hees 7]

I™ Aliow user to write in 8 Sifarent respanse

- Senes of dropdowns [ Link to 2 preceding Series angwer or 3 Grid

Seversl dropdown boxes sre
nduded n & sngle answer, so
UBEE CAN Qive & sarias of
respondas to the quastan. Lach
drop ne. 1

Type can choice
par

To copy and
paste, press
Chri+C and
Crrisir.

1T Srigdona, e
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Linked series: If the form includes another series TR er s e aestonis]
answer, you have the option of linking this e

answer to it: select Link to a preceding series
answer or a Grid, and select the other answer.

& Senes of dro ¥ Link to @ preceding Series angwer or 3 Grid

[Toedtes 3]

I™ Allow user to writs in & Sfferant raspance

ron far drapdemn choicost

For example, the first question in your form -
might ask for a list of directors (a series answer). Ty con chc g
The second question could be a linked answer
that asks in which continent each director

resides. =

k ol
paste, press
Chri+C and
Chrieh,

1T Srigdona, e

Note: linked answers are “old technology.” You will usually want to use Grids instead (page 14).

Source for Dropdown Choices

The list of choices in the dropdown box is drawn from one of four sources.

Source = typed here Text BRropdown | Yes/No | Checkboxes | Deriyed |

7 Singhe dropdown

 Senes of dropdowns

Senirca for ‘W| [e—p— -

™ Allow user to write in & Sfferent raspance

The list of choices is typed right into the Smart
Answer screen. Each choice is on a separate line.

You may rearrange items using Ctrl+C, Ctrl+X,
and Ctrl+P to copy, cut, and paste.

B 55
Chri+C and
Chrieh,

Click abc to sort items alphabetically.

The drepdown box allows users o
select one of several chowces.

m—|
Source = another answer = Dot/ SN | o | e e
. . i~ Series of dropdowns
If the form includes another series answer, you — o 5
have the option of using it as a source. I Ao varto e i e s

For example, the first question in your form
might ask for a list of people who are officers (a
series answer). The second question could ask
who is the Treasurer, with a dropdown listing
the people identified in the previous answer.

e Brigdona, e

[Tax cancel |
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Source = Master List = et it | st | et
@ Singhe dropdown
. i~ Senes of dropdowns
If you have created any Master Lists (page 119), el o T ]
you may select one as a source. 1 A S s

=7 —
For example, a law office might have a Master

List of member attorneys. A form could ask for T drssdomn box slows vers o
the name of the attorney signing this document

with a Dropdown answer listing all the attorneys
in that Master List.

Master Lst.

g
)

1EF 0N Grigedata, e on

Allow User to Write in a Different Response

When Allow user to write in a different response is el Bt bl
checkmarked, users have the option of typing  seres o dapdouns
their own response instead of selecting one from e Aok 3
the dropdown list.
sl
JEFET-20N Trig-bend, ins [ oK Cancel

Yes/No Answers

Yes/No answers allow the form user to respond yes or no (and sometimes n/a).

Single/Series

Select Single Yes/No when you are asking for a e T | rckbores | ooryed|
single yes/no response (“Is the property for e o o' o vt S e s 7
Sale?”)' I Inchude 'N/A' choice
i =
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Text | propdown  Yes/No | Checkboxes | Deriyed |

If the form includes another series answer, you ;

have the option to choose Series of Yes/No’s S o s syt e [ e Bl
linked to a preceding series answer or a Grid. Thi/ e

asks for a yes/no response regarding each item in
the other answer.

For example, the first question in your form

might ask for a list of properties (a series

answer). The second could ask whether each of

those properties is zoned for commercial use (a

series of Yes/No’s). —

Note: Creating a series of Yes/No’s this way is “old technology.” You will usually want to use Grids

instead (page 14).

Include ‘N/A’ Choice

Text | propdown  Yes/No | Checkboxes | Deriyed |

When Include ‘N/A’ choice is checkmarked, users ; _
have the option of responding n/a instead of yes S e i s S oo 19
or no. (N/A stands for “not applicable.”) AR

e Brigdona, e

Checkboxes Answers

Text | propdown | Yes/Ho Checkbaxes | Deriyed |

Checkboxes answers allow the form user to check or =i
uncheck a series of labeled checkboxes. B

[EX}

The series of checkboxes is drawn from one of three
sources: typed here, another answer, or Master List. See
page 10 for details about the four sources.

1T Srigdona, e =3 Cancel

Derived Answers

Derived answers automatically process other answers to create new answers without any further input
from the form user. For example, if another answer provides the signer’s birthdate, then a Derived answer

could perform a calculation to determine the signer’s age.
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Freeform

In a Freeform Derived answer, the answer box 4?"‘*'””“‘_'_“""’"“""“““"" pete
becomes the form author’s private workspace to s

perform complex calculations behind the scenes.

This is useful for:

Conditions based on the results of math
formulae, date offsets, or other Conditions.
Given a person’s birthdate, a Derived answer
can use date and math functions to calculate
the person’s age. That age can then be used as
the basis for conditional text in the form that —— o e |
refers to the person as either an adult or a

minor.

Improved readability. If the complexity of a particular passage makes a form difficult to read, it
can be tucked away in a Derived answer out of the form user’s view.

Faster processing. Use a Derived answer to perform complex calculations once instead of
repeatedly. For example, given a list of shareholders and the number of shares held by each,
TheFormTool is able to determine the name of the largest shareholder. If that name appears many
times in the form, put the calculation in a Derived answer with the label LargestSH, then use
{LargestSH} Fields wherever needed in the form, rather than repeating the whole calculation each
time the name occurs.

Use any combination of text, Fields, Lists, and Conditions in the answer box of a freeform Derived
answer. Lesson 16 on page 93 uses a whole bunch of Derived answers.

Freeform linked: If the form includes a series Tt i ey e St T ARERA

Linik to & pracading Series angmes or 8 Grid

answer, you have the option of linking this

answer to it: select Link to a preceding series
answer or a Grid, and select the other answer.

You can even chain-link answers. For example,
the first question in your form might ask for a list
of children (a series answer). The second
question could be a linked answer that asks for
each child’s birthdate (a linked series). And the
third question could be a derived answer that i s o] e |

uses the second answer to calculate each child’s
age (linked Derived).

Note: linked answers are “old technology.” You will usually want to use Grids instead (page 14).
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Series of Answers

You can also create a Derived answer that is a el i
series of other answers. Think of it as a bucket '
into which you toss other answers to create a
new series. The other answers may themselves be
series answers, and you may filter them to
include only some of the items they contain.

The resulting Derived series can be sorted
alphabetically, numerically, or by date.

Derived series answers are enormously powerful
and flexible. See Lesson 13 on page 79. np— L] o |

Hiding Derived Answers

Since Derived answers work automatically in the background, they should be hidden from form
users to avoid confusion: after you've finished creating the form, click =——= Row/Column,

"% Show/Hide to hide all Derived answers. If you need to revise the form later, click the same button
again to make everything visible.

Grids

Grids appear under the main Questionnaire and supplement it. They are composed of a whole collection
of linked series answers, with each answer occupying a column.

TheFormTool (c)2011-2016 snapdone, Inc.

Question Answer
DateSign Date of signing? 12/29/2012
List all the parties:
Name Street City State ZIP
Grid Terry Porter 555 Main Street Seattle Washington 98101
Garth Blinth 123 Sycamore Lane Chicago Illinois 50103
Eva Roette 868 Meridian Drive Houston Texas 76023

To add a Grid, click B Questionnaire, = Grid, ¥ Add, and enter the number of columns desired. (Up to
63 columns are allowed, but you would have to use a very small font!)

To remove a Grid, put the cursor anywhere in the Grid and click B8 Questionnaire, = Grid, = Remove. Or
rearrange the order of multiple Grids by placing the cursor in one and clicking B8 Questionnaire, ¥ Grid,
#& Move Up or ¥ Move Down.

Grids can contain Smart Answers. When you apply a Smart Answer in a Grid, you are choosing a Smart
Answer for an entire column. To add a Smart Answer, put the cursor anywhere in the desired column and
click % Smart Answer. You will see that some options in the Smart Answer screen are not available for
Grids. For example, the first column of a Grid can only be a Text or Dropdown answer.

Converting linked answers to Grids. Linked answers are “old technology” and are generally inferior to
Grids. If you previously created a linked answer and have now decided you’d like to use a Grid instead,
TheFormTool can automatically perform that conversion for you. Put the cursor in the answer box of the

series answer to which other answers are linked, and click il Tools, E= Convert to Grid. The series answer

TheFormTool PRO - Expert Guide (Version 3.1) Page 14



and its linked answers are removed from the top part of the Questionnaire, and a brand new Grid is
created.

To practice with Grids, see Lesson 12 on page 71.

Default Answers

To save typing for the form user, provide default answers whenever practical. For example, if your office
is in Washington State, you can partially pre-fill the Questionnaire with this answer. The form user can
always type a different state if necessary.

\ TheFormTool (c 2016 snandone. Inc.

Question \ An. wer
SigName What's the signer’s name?
SigState What's the signer’s state of residence? Washington

Several types of Fields are available when creating forms. Each type has its own set of formatting options, so a
single answer in the Questionnaire can be used many different ways throughout the form. To insert a Field in a
form, put the cursor in the document where the Field belongs and click s Field.

Text Fields

Text Fields are the most common. — alaleh
Choose FreeForm to capitalize text exactly as it was DOB il
typed in the Questionnaire, or one of the other formats : ;”m

to enforce a particular type of capitalization: First s ot

capital, Title Case, lowercase, or UPPERCASE. W TiaEs:

" lowercase

" UPPERCASE

I Blank line

E oK Cancel

(¢ 2011-201 Snapdone, Inc,
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Number Fields

Nmbr Fields can be formatted as numerals with or
without commas and with various numbers of decimal
places, as ordinals (1st, 2nd, 3rd ...), or as upper- or
lowercase words (one, Two, THREE), ordinal words
(first, second, third), or dollar amounts in several

formats (Three Dollars and 38 Cents). /

Number Fields can be further automated with math
functions. Click Math to open the Math screen (page 87).

Questionnaire |

=]

 Text " Pronoun

Nmbr " sing/Plural

-

" Date

) el

@ Defined

1,000 (no decimals)

1,000 (no decimals)

1000 (no decimals)

1,000.1 (exactly 1 decimal)

1000.1 (exactly 1 decimal)

1,000.10 (exactly 2 decimals)
1000.10 (exactly 2 decimals)

1000.1 ... (flexible decimals)

1,000.1 ... (flexible decimals)

1,000th

1,000TH

one thousand

One Thousand

ONE THOUSAND

one thousandth

One Thousandth

ONE THOUSANDTH

one thousand and 10/100

One Thousand and 10/100

ONE THOUSAND AND 10/100

one thousand and 10/100ths

One Thousand and 10/100ths

ONE THOUSAND AND 10/100ths

one thousand dollars and 10 cents
One Thousand Dollars and 10 Cents
ONE THOUSAND DOLLARS AND 10 CENTS
one thousand dollars and ten cents
One Thousand Dollars and Ten Cents
ONE THOUSAND DOLLARS AND TEN CENTS

International number formats. Number formats shown in this
screen always use periods for decimals and commas for digit
grouping (for example, 1,000.00). But when the form is Filled,
punctuation will be reversed when necessary to conform to your
computer operating system settings (for example, 1.000,00).

Date Fields

Date Format

Date Fields can also be formatted many ways, using
both words and numbers. You may even choose to
display only a portion of the date that’s typed into
a Questionnaire, like the name of the month or day
of the week.

Date Offset

Questiennaire |

o]

Signer

 Text

" Nmbr

Date

Format | offset | Function |

@ Defined format

May 1, 2010 -

MAY 1, 2010
Monday, May 1, 2010

MONDAY, MAY 1, 2010

1 May 2010

1 MAY 2010

Monday, 1 May 2010

MONDAY, 1 MAY 2010

1st day of May, 2010

1ST DAY OF MAY, 2010

1st day of May in the year 2010
15T DAY OF MAY IN THE YEAR 2010
5/1/2010

05/01/2010

2010-05-01

1/5/2010

01/05/2010

2010-05-01

May

MAY

1st

15T

2010

Monday

MONDAY

Date Fields can be further manipulated with Date
Offsets. Click Offset to open the Date Offset screen.

Questionnaire

=]

Signer
DOB

™ Text

" Nmbr

&+ Date

Offset | Function

P S, |

TheFormTool PRO - Expert Guide (Version 3.1)
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In this screen, related dates can be calculated from Fixed | variable |

a date typed iI‘l the Questiomaire by the form user. Fixed offsets use I:he;umber of weeks you provide here
For example, the Questionnaire mlght ask for a minus v | oo 2 i‘ ............... weeks =

trial date, and the form could calculate several
other dates, such as a meeting scheduled two
weeks before trial, or a phone call scheduled for
the weekday preceding trial.

Date Offsets are built one sentence at a time. Click
" to add another sentence, or X to remove the last oc | cancel |

(&) 201-2ME Snapdone, Inc.,
one.

Lesson 1 Lesson 1 Lesson 1

Lesson 1: Fixed Date Offset
¢ Date Field (page 16)

Given a trial date, this form calculates two related

dates.
¢ Date Offset (page 16)
18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B8 Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

Your trial date is Tuesday, April 25, 2017. Interrogatory answers must be filed 20
business days before trial, on March 28, 2017. Please have your draft answers to
me no later than the preceding Friday, March 24, 2017.

TheFormTool (c) 2011-2016 snandone, Inc.

Q Question Answer

TrialDate What's the trial date?
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Lesson 1 Lesson 1

Lesson 1
2 Add a basic Field a Select Tuesday, April 25,2017 and click ¥s Field

b Select the TrialDate answer
C Select the Date Field type
d Select the Monday, May 1, 2010 format and click OK

Questionnaire F Sﬂ

TrialDate

Your trial date is Tuesday, April 25, 2017. Interrogatory
answers mus led 20 business days before tri
March 28, 2 lease have your draft answers t0
no later than the preceding Friday, March 24, 2017.

Eormat | offset | Function |

{* Defined format

Monday, May 1, 2010 =

Custom format

e

I Blank line

| cancel

() 201-2016 Snapdone, Inc.

e Add the first a Select March 28, 2017 and click ¥s Field
Date Offset Field b Select the TrialDate answer
C Select the Date Field type
d Click Offset to open the Date Offset screen
e Select the offset minus 20 business days
f Read the description to make sure it’s correct, then click OK to close the
Date Offset screen and OK again to close the Field screen
R i ; Quastiunnaira} Fﬂﬂ et
Your trial date is {TrialDate}. Interrogatory -
answers must be filed 20 business days before @ Date
trial, on March 28, 2017. Please have your draft Eormet | it | Functon |
answers no Iater tl‘\c\n +tha nraradina Cridawv C Dif:ye‘:,f:u -
March 17. Eixed | variable | £ Costom format
Fixed offset number of busine: ou provide here ,_7

Start with the supplied date and subtract 20 business days (not
counting weekends and holidays).

¥ Blank line

i cancel

() 20112016 Snapdane, Inc

OK | Cancel ‘
(=) 20M-2016 Snapdone, Inc.

Date Offsets are built one sentence at a time. Most require only one sentence like the one above, but the
one below uses two sentences to come up with the Friday preceding the day 20 business days before trial.
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Lesson 1

/8 Add the second
Date Offset Field

>0 0O QO 6 T o

Read the description to

Your trial date is {TrialDate}. Interrogatory
answers must be filed 20 business days before
trial, on {TrialDate (offset}. Please have your draft
answers to me no later than the preceding Friday,
March 24, 2017.

Lesson 1
Select March 24, 2017 and click ¥s Field

Select the TrialDate answer

Fixed ]!ariable

Lesson 1

Select the Date Field type

Click Offset to open the Date Offset screen

Select the offset minus 20 business days for the first sentence
Click “&* to add a second sentence

Select the offset go to preceding Friday for the second sentence

make sure it’s correct, then click OK to close the

Date Offset screen and OK again to close the Field screen

e ol <]

Questionnaire }

" Text
" Nmbr

% Date

Eormat | Offget | Function |
& Defined fol
May 1, 20 -

. Custom format
| S

d

ay of the week you provide here

e supplied date and subtract 20 business days (not
felends and holidays).

|

Blank line

Cancel

Fixed hle |
sets use the
|go to j preceding

j |Fﬁday

d&

016 Snapdane, Inc.

-

Start with the supplied date and subtract 20 business days (not
counting weekends and holidays). Then go to the preceding
Friday.

[z]) 2011-2016 Snapdone, Inc.

x|

OK | Cancel ‘

ne, Inc.

OK | Cancel ‘

=THE PAYOFF =
The form user answers just one question, and the form calculates all three dates.

Your trial date is Wednesday, July 12, 2017.
Interrogatory answers must be filed 20 business
days before trial, on June 13, 2017. Please have
your draft answers to me no later than the
preceding Friday, June 9, 2017.

TheFormTool () 2011-2016 Snapdone,
Label Question Answer
TrialDate | What’s the trial date? 7/12/2017
Lesson 1 Lesson 1

Lesson 1

TheFormTool PRO - Expert Guide (Version 3.1)
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Lesson 2 Lesson 2 Lesson 2

Lesson 2: Variable Date Offset

¢ Number Field (page 16) Given a commencement date and length of term, this
e Date Field (page 16) form calculates a termination date.

¢ Date Offset (page 16)

18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

Lessor leases the Premises to Lessee for a Term of 3 years, beginning on
March 11, 2017, and ending on March 11, 2020.

TheFormTool (c)2011-2016 snapdone, Inc.

Date What is the lease commencement date?

Q Label Question Answer

Term How many years long is the term?
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Lesson 2 Lesson 2 Lesson 2
2 Add basic Fields a Select 3 and click ¥ Field
b Select the Term answer
Cc Select the Nmbr Field type and click OK
d Select March 11, 2017 and click ¥s Field
e Select the Date answer
f Select the Date Field type and click OK

Lessor leases the Premises to Lessee for a Term of
3 years, beginning on March 11, 2017, and ending

ch 11, 2020. d

' S -
Questionnaire | l; J il " Text Questionnaire | F S il

Dat:
ate * Nmbr " Text

 Date  Nmbr

Format IMEH" | Spras

Format | offset | Function |
& Defined
* Definad format

I May 1, 2010 -I
" Custom format

[ d vy

1,000 (no decimals)

" Custom

¥ Blank line

Cancel |

(6] 2011201 Snapdone, Inc.

(6 20112006

Lessor leases the Premises to Lessee for a Term of

{Term} years, beginning on {Date}, and ending on
March 11, 2020.
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Lesson 2 Lesson 2 Lesson 2
e Add Date Offset Field @ Select March 11, 2020 and click ¥s Field

Select the Date answer

Select the Date Field type

Click Offset to open the Date Offset screen

Click the Variable tab

Select the offset plus Term years, click OK to close the Date Offset screen,
and OK again to close the Field screen

- ® QO 6 T

Questionnaire | ’1 ﬂﬂ
Date

Lessor leases the Premises to Lessee for a Term of Term

" Text

" Nmbr

* Date

{Term} years, beginning on }, and ending on @) Format | grfget | Function |
March 11, 2020. 4 @ Defined for
Fixed Variable ] May 1, 20 -

Variable offsets get the number of years from the Questionnaire " Custom format

plus j | Term ~ |} years j
Start ¢upplied date and add { ears (if the -
starting e is Feb. 29 and the ending d = not a leap year,

X|

go to Feb. 28).

¥ Blank line

If we knew how many years to add, we’d use the Fixed

tab. Since the number of years will be provided by the ”mﬁ
form user, we use the Variable tab instead. r
() 2011-2016 Snapdone, Inc. I oK | Cancel ‘
==THE PAYOFF =

Two responses in the Questionnaire are used to calculate a third item in the finished document.

TheFormTool () 2011-2016 snapdone, Inc. Lessor leases the Premises to Lessee
Question Answer for a Term of 5 years, beglnnlng on
A el August 6, 2017, and ending on
i ?
Date What is the lease commencement date? 8/6/2017 August 6, 2022.
Term How many years long is the term? 5
Lesson 2 Lesson 2 Lesson 2

Date Function

TheFormTool includes several date functions that Questionnaire =G =]
are not offsets: FirstDate, LastDate, Now, and others ~  dime
To use one of these functions, click Function to

open the Math screen (as in Lesson 16 on page 93).

You may assign both a function and an offset to a Date Field. The offset will be applied to the result of
the function.
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Pronoun Fields (Got Grammar?)

uestionnaire | Q) #

Qu } (ol Pronoun
I — P

[ —

Pronoun Fields automatically choose the proper

word based on a Pronoun answer — words like C pate
he/she and him/her. They also automate gender :”'”“‘
* Defined
words like husband/wife, son/daughter, and [Helshe | TiThey =]
. | He|ShelIt|They |
testator/testatrix. Him e | It | Them
rI—H‘sII ‘Hlal"sw\lelts | Theirs
If you don’t see the Pronoun option in this o | by g | e | Gur
Mine | Mine I_Mme | Ours
screen, add a pronoun to this answer box e T | 202 | S0
Man | Woman | Person | People
(page 9) . PS‘I;.H‘|rhIIZJSE.|AJ|gI\|"1It':’rI\‘T|S;Z‘?’|\r\qdr.\ e,

Bay | Girl | Child | Children
Father | Mother | Parent | Parents
Testator | Testatrix | Testator | Testators

v Abbreviate ¥ Blank line

//E oK Cancel

(<) 2011-2016 Snapdane, Inc.

The Abbreviate checkbox has no effect on finished documents, but improves form readability by
shortening four-part Fields (like he/she/it/they or husband/wife/spouse/spouses) to show only two parts
(he/she or husband/wife). If you prefer to see all four parts displayed, uncheck this checkbox.

As you create Pronoun Fields, select Title Case for | =Qlel . s
pronouns at the beginning of a sentence, C Nmbr ¢ Sing/plural
lowercase for pronouns in the middle of a ~ - ome

Format

sentence, or UPPERCASE when needed.

* Defined

He | She | It | They =
n I @ Title Case

" lowercase

" UPPERCASE

" cuctam

Singular/Plural Fields

Sing/Plural Fields automatically choose the proper — =lald ... —_
word depending on (1) which pronoun is selected in DOB £ pote CEen
a Pronoun answer; or (2) how many items appear in i
a series answer. (o -]
If you don’t see the Sing/Plural option in this e
screen, change this question’s answer to a l‘E(EhZNﬂENhSD ;;'n”éiu‘lfa?)
Pronoun answer or series answer. ’N‘ ((hg.;p‘hmpl snauan
y's | ies'
Word pairs like is/are and was/were are great whena__ s
specific word is needed, but the options shown here el ———
and described below are flexible enough to be used & ok | coe
in lots of different situations. (120028 S e
|'s (shows s when pronoun is plural): Use this Field to tack an s onto The defendant{s} allege{s} as
the end of any word (usually a noun) when the answer is plural — for follows...
example, after defendant in this form.
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s| (shows s when pronoun is singular): Use this Field to tack an s onto
the end of any word (usually a verb) when the answer is singular — for
example, after allege in this form.

| es (shows es when pronoun is plural): Use this Field to tack an es onto | When the contract breach{es}
the end of any word (usually a noun) when the answer is plural — for reachfes} a value of...
example, after breach in this form.

es| (shows es when pronoun is singular): Use this Field to tack an es
onto the end of any word (usually a verb) when the answer is singular
— for example, after reach in this form.

y|ies: Use this Field at the end of words that end with Y, as shown here. | These facts are agreed upon by the
above-named part{ies}.

s|’ (singular/plural possessive): Use this Field at the end of a word to The defendant{s}{’s} rights have
form a possessive. The example shown here uses two Singular/Plural been violated.

Fields — the first shows an s when the pronoun is plural, and the second
shows either ’ or ’s. This results in The defendant’s rights when there is
one defendant, or The defendants’ rights for multiple defendants.

y’s|ies’: Use this Field at the end of words that end with Y to form a The above-named part{ies’} rights
possessive, as shown here. have been violated.
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Lesson 3 Lesson 3

Lesson 3

Lesson 3:
e Text-with-Pronoun answer (page 9)
¢ Dropdown answer (page 9)

¢ Pronoun Field (page 23)

Pronouns and Plurals

¢ Singular/Plural Field (page 23)

Using only a few questions, you’ll fully automate a
paragraph to produce perfect grammar in all
situations.

This deceptively short sample form is chock full of opportunities to try out Pronoun answers, Pronoun

Fields, and Singular/Plural Fields. When we’re done, the form will adapt to every possible combination of

plaintiff(s) and defendant(s) — whomever and whatever — with automatic and flawless grammatical shifts.

{8 Create the
Questionnaire

b Fill in the Questionnaire as shown

a Type or copy/paste this paragraph into a blank document
e Click B8 Questionnaire, # Create to add a Questionnaire

Bob Lobb (“Plaintiff”) hereby requests that the Court grant his motion and rule

against AAA Company (“Defendant”). The Defendant has produced no evidence,
dso it should be required to pay Plaintiff’s attorney fees.

TheFormTool (c)2011-2016 snapdone, Inc.

Question Answer
Client Name of client?
ClientParty What party is the client?
Opponent Name of opponent?
OppParty What party is the opponent?

Smart Answers

Client

b Checkmark With pronoun and click OK

C Do the same for the Opponent answer box

TheFormTool (c)2011-2016 snapdone, Inc.

Question Answer

Name of client?

ClientParty

What party is the client?

Opponent

Name of opponent?

OppParty

What party is the oppon

Text | Dropdown | Yos/Na | Chackbaxes | Bariged |

" Series of text bowes

 Single text bax

el e

ox Canes!
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Lesson 3 Lesson 3 Lesson 3

e¥ Create dropdown a Put the cursor in the ClientParty answer box and click ¥ Smart Answer
Smart Answers b Click the Dropdown Field type
C Select the typed here source
d Type Plaintiff and Defendant on separate lines and click OK
e Do the same for the OppParty answer box

TheFormTool (c)2011-2016 snapdone, Inc.

Question Answer

Client Name of client? [??][??]

ClientParty | What party is the client?
Opponent Name of opponent? [??]1[??]

OppParty What party is the opponent? r

"8 Add basic Fields

e 2ma s Snapons, e g% Cancel |

Q

Select Bob Lobb and click ¥s Field, select the Client answer, and click OK

b Select Plaintiff and click ¥s Field, select the ClientParty answer, and click
OK (twice)

C Select AAA Company and click ¥s Field, select the Opponent answer, and

click OK

d Select Defendant and click ¥s Field, select the OppParty answer, and click
OK (twice)

Bob Lobb (”P!§intif ") her%quests that ourt grant his motion and
(IID

rule against AAA Company fendant”). The Defendant has produced
e’o it should be required to pay Plaintiff’s attorney fees.

no evid

{Client} (“{ClientParty}”) hereby requests that the Court grant his motion

and rule against {Opponent} (“{OppParty}”). The {OppParty} has produced
no evidence, so it should be required to pay {ClientParty}’s attorney fees.
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Lesson 3 Lesson 3 Lesson 3

¥ Add a pronoun a Select his and click ¥s Field
for the client b Select the Client answer
Cc Select the Pronoun Field type
d Select the format His|Her|lts| Their
e Select lowercase and click OK

QL= 1 Fﬂﬂ  Text * Pronoun
{Client} (“{ClientParty}”) hereby requests that the Cour e u (R
grant his motion and rule against {Opponent} Onerary

pParty}”). The {OppParty} has produced no
ence, so it should be required to pay {ClientParty}’
attorney fees.

His | Her | Its | Their =

" Title Case

¥ lowercase

" UPPERCASE
Custom

The word his in the original
document is a pronoun

related to the Client answer. W abbreviate ¥ Blank ine
(2] 20112016 Snapdone, Inc.
S¥ Add a pronoun a Select it and click ¥s Field
for the opponent b Select the Opponent answer

C Select the Pronoun Field type
d Select the format He|She|It| They
e Select lowercase and click OK

Questionnaire | ’Eﬂﬂ

Client
ClientPart:

{Client} (“{ClientParty}”) hereby requests that the Coul
grant fhis|her} motion and rule against {Opponent}
(“{OppParty}”). The {OppParty} has produced no
evidence, so it should be required to pay {ClientPa

attorn#&

" Text * Pronoun
N " Sing/Plural

He | She | 1t | They =

" Title Case
& lowercase
" UPPERCASE
Custom
R
The word it in the original
document is a pronoun related

tO the Opponent answer. ¥ Abbreviate [ Blank line

Cancel

(2] 20112016 Snapdone, Inc.

We want this form to give flawless results when our client is a married couple too. Note the differences in
these two phrases:

Bertrand Loopin (“Plaintiff”) hereby requests...
Bertrand and Agnes Loopin (“Plaintiffs”) hereby request...

When there is one client, an s appears at the end of the verb requests. When there are two clients, an s
appears at the end of the noun Plaintiffs. We'll use singular/plural Fields to handle this requirement.
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Lesson 3

72 Adda
singular/plural Field

Lesson 3 Lesson 3
a Put the cursor immediately after {ClientParty} and click ¥s Field

b Select the Client answer

c Select the Sing/Plural Field type

d Select the format |s (shows s when pronoun is plural)

e Select lowercase and click OK

grant {his|her}

{Client} (“{ClientParty}’) hereby requests that the Cour
h and rule against {Opponent

Questionnaire
" Pronoun

ClientParty
Opponent
OppParty

(“{OppParty}”). OppParty} has produced no
evidence, so {he|she} should be required to pay
{ClientParty}'s attorney fees.

@ Sing/Plural
nE!

|s (shows s when pror =

" Title Case

The shows s when pronoun is
plural Field is usually used at the
end of a noun.

% lowercase
" UPPERCASE
Custom

¥ Blank line

| cancel

() 2012016 Snapdone, Inc.

-3 Add a second
singular/plural Field

a Select the {s} Field you just created and copy it with Ctrl+C
b Put the cursor between {ClientParty} and ’s then paste with Ctrl+V

and rule against
evidence, so {he

{Client} (“{ClientParty

") hereby requests that the Co rant fhis|her} motion
nent} (“{OppParty}”’). The {Oppﬁ\as produced no

should be required to pay {ClientParty}’s attorney fees.

N Add a third
singular/plural Field

a Select the s at the end of requests and click ¥s Field
b Select the Client answer
c Select the Sing/Plural Field type

d Select the format s| (shows s when pronoun is singular)

e Select lowercase and click OK

Questicnnaire 1

{Client} (“{ClientParty}{s}’) hereby requests that the
Court grant fhis|her} motion and rul inst
{Opponent} (“{OppParty}”’). The {Op v} has
produced no evidence, so fhe|she} should be required
to pay {ClientParty}{s}'s attorney fees.

ClientParty
Opponent
OppParty

" Pronoun

% Sing/Plural

s| (shows s when pror =

 Title Case

The shows s when pronoun is
singular Field is usually used at
the end of a verb.

* lowercase

* UPPERCASE
Custom

[¥ Blank line

1 cancel

() 20H-2016 Snapdone, Inc.
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Lesson 3 Lesson 3 Lesson 3

il0] Add three more a Use the methods from Steps 7 and 8 to add singular/plural Fields after
each {OppParty} Field (you will select Opponent instead of Client in the

singular/plural Fields
Field screen)

Select has and click ¥s Field
Select the Opponent answer
Select the Sing/Plural Field type

Select the format Has|Have

- ® O 6 T

Select lowercase and click OK

Questionnaire } F Sﬂ

Client
ClientPart;

 Text " Pronoun

{Client} (“{ClientParty}s}’) hereby request{s} that the
Court grant fhis|her} motion and rule against
{Opponent} (“{OppParty}’). The {OppParty} has
produced no evide o {he|she} s be re d Hos | Fove
to pay {ClientParty attorney fees? e

" Nmbr @ Sing/Plural

¥ lowercase

" UPPERCASE
Custom

¥ Blank line

| cancel

() 2012016 Snapdone, Inc.

Almost done! Notice the ’s near the end of the form: pay {ClientParty}{s}’s attorney fees. When there is
only one client, proper spelling requires an apostrophe and an s. But when there are two clients, only the
apostrophe is required. We’ll add one more singular/plural Field to handle this quandary.

1%8 Add the last a Select both the apostrophe and the s and click ¥s Field
singular/plural field b Select the Client answer
c Select the Sing/Plural Field type
d Select the format ’s|’ (singular/plural possessive)

e Select lowercase and click OK

uestionnaire e O #
{Client} (“{ClientParty}{s}’) hereby request{s} that the | o EEVEY

Court grant {his|her} motion and rule against Opponert
{Opponent} (“{OppParty}Hs}”). The {OppParty}{s}
{has|have} produced no evidence, so {he|she} should | o o

required to pay {ClientParty}{s}’s attorney fees. ¢ Tite Case
& lowercase
ngPPERCASE

—

" Text " Pronoun

* Sing/Plural

¥ Blank line

Cancel

[0] 20112016 Snapdone, Inc.
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Lesson 3 Lesson 3 Lesson 3

The form is complete. Be reassured that this is an unusually high concentration of Fields. Most forms you
create will not contain 15 Fields in 2 sentences — this example was contrived to pack lots of stuff into a
small space just to give you a good workout.

{Client} (“{ClientParty}{s}”) hereby request{s} that the Court grant fhis|her} motion and rule
against {Opponent} (“{OppParty}s}’). The {OppParty}{s} {has|have} produced no evidence,
so f{he|she} should be required to pay {ClientParty}{s}{’s} attorney fees.

Readability. You may have noticed that the five {s} Fields are visually indistinguishable, even though they
give different results —two add s when the Client is plural, one adds s when the Client is singular, and two
add s when the Opponent is plural. TheFormTool abbreviates Fields this way to keep the form readable,
but you can always see the full details of any Field (and make changes if needed) by placing the cursor in
the Field and clicking s Field.

=THE PAYOFF =

Now that you’ve taken such care building this superbly intelligent form, look at how much time it saves the
form user. The charts below show the end result when the Questionnaire is filled in several different ways.

Client

TheFormTool

Question

Name of client?

(c) 2011-2016 Snapdone, Inc.

Answer

Betty Fisk [she]

ClientParty

What party is the client?

Plaintiff

Opponent

Name of opponent?

AAA Company [it]

OppParty

What party is the opponent?

Defendant

Client

TheFormTool

Question

Name of client?

(c) 2011-2016 Snapdone, Inc.

Answer

Generics, Inc. [it]

ClientParty

What party is the client?

Defendant

Opponent

Name of opponent?

Bob and Kay Roe [they]

OppParty

What party is the opponent?

Plaintiff

TheFormTool

Question

(c) 2011-2016 Snapdone, Inc.

Answer

Client Name of client? John Does #1 through
38 [they]

ClientParty | What party is the client? Plaintiff

Opponent Name of opponent? Herb Chappe [he]

OppParty What party is the opponent? | Defendant

Lesson 3

Lesson 3

»

What if the client/defendant is a company and the opponent/plaintiff is a married couple?

»

Here the client/plaintiff is a whole mess of people, and the opponent/defendant is one person.

Note (1) how very little info is asked of the form user; and (2) the impeccably letter-perfect end results.

Here the client/plaintiff is a human and the opponent/defendant is a business entity.

Betty Fisk (“Plaintiff”) hereby
requests that the Court grant her
motion and rule against AAA
Company (“Defendant”). The
Defendant has produced no
evidence, so it should be required
to pay Plaintiff’s attorney fees.

Generics, Inc. (“Defendant”)
hereby requests that the Court
grant its motion and rule against
Bob and Kay Roe (“Plaintiffs”). The
Plaintiffs have produced no
evidence, so they should be
required to pay Defendant’s
attorney fees.

John Does #1 through 38
(“Plaintiffs”) hereby request that
the Court grant their motion and
rule against Herb Chappe
(“Defendant”). The Defendant has
produced no evidence, so he
should be required to pay
Plaintiffs’ attorney fees.

Lesson 3
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Count Fields

Questionnaire ¢ Count

Count Fields refer to the number of items in a series
answer (“The company has three shareholders” or “I
have one child”).

" singular/Plural " Pronoun

Eermat_Lmath |
efined
1,000 (no decimals) -
1,000 (no decimals)
[ 1000 (no decimals)
1,000.1 (exactly 1 decimal)
1000.1 (exactly 1 decimal)

1,000.10 {exactly 2 decimals)
1000.10 (exactly 2 decimals)
1000.1 ... (flexible decimals)
1,000.1 ... {flexible decimals)
1,000th

1,000TH

one thousand

One Thousand

ONE THOUSAND

one thousandth

One Thousandth

ONE THOUSANDTH

one thousand and 10/100
—— One Thousand and 10/100
ONE THOUSAND AND 10/100
one thousand and 10/100ths
One Thousand and 10/100ths

If you don’t see the Count option in this screen,
change the answer for this question to a series Lt | subls | tem |

Include all items in the |

answer.

Count Fields can be formatted as numbers, words, or
ordinals, in upper- or lowercase.

Count Fields can be further automated with math

functions. Click Math to open the Math screen ONE THOUSAND AND 10/100ths
One Thousand Dollars and 10 Cents
(page 87). one thousand dollars and ren cents

One Thousand Dollars and Ten Cents
ONE THOUSAND DOLLARS AND TEN CENTS

Fields for Series Answers

When a Field is inserted for a series answer, three T = Q)] e
additional choices appear: . - Ei”g“'la""'”“‘ 5
Format Mﬁthl
List inserts a Field that gives the total number of items gozm=
. 1,000 {no decimals) -
in the answer. -
Custom
. .
The Field shown here gives the total number of people ot | s | e |
in the Shareholders series answer. el el S erals
W Blank line
"] oK Cancel
(&) 20142016 Snapdane, Inc.
Sublist allows you to specify a subset of items from the ST S JEY Y R,

" Singular/Plural

series provided by the form user.

Format Imath |

The Field shown here counts the number of people in @ Defined
1,000 (no decimals) -
the Shareholders answer who are named Vanderbilt. o

e

List Sublist | 1tem |

Only include items where:

| {shareholders}

Lelled

‘ contains

this text:

| vanderbi |

v Blank line

Cancel

[6)2011-2016 Snapdane, Inc.

and/or
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Item inserts a particular item in the series — the first
item, last item, 8th item, etc. You can also select an
item that meets particular criteria: the first item in a
series of names that contains John; the 2nd item in a
series of numbers that’s more than 100; the last item in
a series of dates that’s earlier than 1/1/2000; etc.

The Field shown here provides the name of the First
person in the Shareholders answer who is designated
President in the Officers answer.

Custom Field Formats

Questionnaire abe| G| #

Officers

List | Sublist “EWI Eid [ [E

First - | item ¥ in sublist where ()
\ {Officers} j

President
[ Vice President

item chosen is

* any of these
& [] Secretary

-
none of these O Treasurer

and/or

@ Text
" Mmbr
" Date " Sequencez
Format
{+ FreeForm
" First capital
" Title Case
" lowercase

" UPPERCASE

W Blank line

Cancel

(2 2011-20% Snapdone, Inc.

On rare occasions, you may want to create your own custom Field format. For example, plurals of most
words can be created with the built-in Singular/Plural Fields described above, but you could also create
your own custom Singular/Plural Fields for unusual word pairs like index|indices or cactus|cacti.

To create a custom Field, select Custom and edit the
contents of the box.

This example shows a custom Singular/Plural Field, but

you may also create custom formats for other Field types.

Modifying Fields

Questionnaire ] ﬂgﬂ

-
List | sublist | 1tem | \

Include all items in the list

 Count

* Singular/Flural

" Defined

[eree 1

-
-

= Custom

cactus|cacti

W Blank line

Cancel

{6 20112016 Snapdane, Ine.

You can go back and make changes to an existing Field at any time. Just put the cursor in the Field and

click ¥s Field to return to the Field building screen.

Conditions #

Conditional Text

Conditions are the intelligent worker bees of the form world. The form author makes some decisions
about how a form should work, then adds Conditions to automatically implement those decisions each

time the form is used.

Use Conditions to include or exclude text depending on the form user’s response to a question in the
Questionnaire. The conditional text can be a word, phrase, paragraph, or even multiple paragraphs or
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pages. Lots of Conditions throughout the form can be tied to one answer in the Questionnaire, causing the
tinished document to change dramatically based on a single mouse click by the form user.

For example, consider this form. My name is {Signer}. My spouse’s name is {Spouse}.

If the signer is not married, then the second sentence
should be removed. In other words, the second
sentence is conditional, depending on whether or not
the answer to the Spouse question is empty.

TheFormTool (c)2011-2016 snapdone, Inc.

Label Question Answer

Signer What's the signer’s name?

Spouse What's the signer’s spouse’s
name? (Leave blank if unmarried.)

To accomplish that, you would: e il -]
Signer : — | ek _'J
1. Select the conditional text (the second sentence). e —— [ 2]
2. Click & Condition and choose the conditions under
which the sentence should be included.
[ 2020 Smaprdeoto, boc. 2 el ﬂ

Lesson 4 Lesson 4

Lesson 4

In this form, you want different language to appearin
Lesson 4: Conditions the finished document, depending on the user’s

answers in the Questionnaire.

18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, "I Create to add a Questionnaire
b Fill in the Questionnaire as shown

My name is Terry Vance. My spouse’s name is Gena Vance.

TheFormTool (c)2011-2016 snapdone, Inc.

Label Question Answer
Signer What's the signer’s name?
Spouse What's the signer’s spouse’s name?

(Leave blank if unmarried.)

TheFormTool PRO - Expert Guide (Version 3.1) Page 33




Lesson 4 Lesson 4 Lesson 4

p Add Fields Select Terry Vance

click ¥s Field, select the Signer answer, and click OK

Select Gena Vance

e T o

click ¥s Field, select the Spouse answer, and click OK

(o]

Type an alternate sentence at the end of the paragraph: | am not married.

My name is Terry Vance. My spouse’s name is Gena Vance.

© After My name is {Signer}. My spouse’s name is {Spouse}. | am not married.
E¥ Add the first a Select the second sentence (including the space at the end) and click
Condition & Condition

b Select the Spouse answer

C Select the condition is not empty and click OK

Show the selected tet if:

My name is {Signer}. My spouse’s o 3 j
name is - | am not married.

This Condition shows the

selected text if the Spouse

answer is not empty.

and/or
1] 20209 St b, 2 el lﬂ
‘8 Add an opposing a Select the last sentence and click # Condition
Condition b Select the Spouse answer

Cc Select the condition is empty and click OK

Show the selected text if:
Questi

=«

Sign.
Spuuse empty

My name is {Signer}. {if:My spouse’s
name is {Spouse}. }| am not married.

Ledled

This Condition shows the
selected text if the Spouse
answer is empty.

] Z-20% S, brc,
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Lesson 4 Lesson 4 Lesson 4

=THE PAYOFF =
When a Spouse is typed, the result looks like this:

TheFormTool  (c) 2011-2016 snapdone, Inc. My name is Betty Miller.
Label Question " Answer My spouse’s name is
Signer What’s the signer’s name? Betty Miller » lenemelidiller.
Spouse What’s the signer’s spouse’s name? Jerome Miller
(Leave blank if unmarried.)

And when the Spouse answer is left empty, the result looks like this:

TheFormTool (c) 2011-2016 snapdone, Inc. My name is Betty Miller.

Label Question \ Answer | am not married.

»

Signer What's the signer’s name? Betty Miller

Spouse What's the signer’s spouse’s name?
(Leave blank if unmarried.)

Lesson 4 Lesson 4 Lesson 4

Condition Markers

Take a close look at the markers (colored red here) that bracket this conditional sentence:
{if:My spouse’s name is {Spouse}. |

f\ v J\

Begin Condition Marker Conditional Text End-of-Condition Marker

Everything between the markers is removed from the finished document unless the Condition is true. To
review (or make changes to) the Condition, put the cursor in the beginning marker and click & Condition.

Conditions Are Flexible. If you later change your mind about the
material within a Condition, feel free to edit it. Type or copy new material
between the two markers, or move the markers themselves — there’s no
need to recreate the Condition from scratch. To remove a Condition, be
sure to delete both the beginning marker and its corresponding end
marker.

Nested Conditions

Conditions can be nested inside other Conditions, but not overlapped. That means the innermost end-of-
Condition marker marks the end of the innermost Condition.

{if:l live in {if:{City}, }{State}. |

/ ” \ ™

Outer Condition Inner Condition End of Inner Condition End of Outer Condition
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If the outer Condition is false, all of its contents are removed from the finished document — including the
entire inner Condition, regardless of whether the inner Condition is true or false.

Conditions and Answer Types

The appearance of the Condition screen varies depending on what type of answer is selected.

Conditions based on Text answers can depend on all

Show the selected tet if:

sorts of criteria. The one shown here checks to see if the - j
answer is empty, but you can create Conditions that
check whether an answer starts with Fred, ends with x,
contains pop, or equals Lilith; whether it's a number less
than 38 or more than 16, whether it’s a date earlier or
later than May 11, 2012; whether it’s alphabetically before
possum or after flan. Take a minute to experiment with
the two dropdown boxes to see the endless possibilities. ]

1] 20209 St b, 2 el ﬂ
You can even compare two answers. In this example, the Shop e o
selected text will be included in the finished document o Z
only if the answer to the Payment question is less thanthe | ™™ - =
answer to the Minimum question.

and/or

[RE e a—— EI b
Conditions based on Text-with-Pronoun answers ShoR 18 poxd e .
include all the possibilities of Text answers shown above, SR P
plus additional options that appear when pronoun is P
checkmarked.
In this example, the selected text will be included
in the finished document only if the Seller is an it (a
corporate entity, rather than an individual).

and/or
61 201120% St b, Somedd ﬂ
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Conditions based on series answers present all sorts of
possibilities, depending on whether List, Sublist, or ltem is
chosen.

List: This Condition depends on the total number of

Show the selected tet if:

Lt | sublist | ttem |

items in the Shareholders answer. S ittt b

The selected text will be included in the finished
document only if there is exactly 1 shareholder.

Sublist: This Condition looks at a Sublist of items in the
Officers answer: only the items that are checkmarked.

The selected text will be included in the finished
document only if more than 2 items in the answer are
checkmarked.

Item: This Condition depends on the contents of a
particular item in the Addresses answer.

The selected text will be included in the finished
document only if the First address contains Idaho.

Conditions based on Dropdown answers depend on the
choice that is made.

In this example, the selected text will be included in the
finished document only if Cremation is chosen in the
Funeral answer.

Show the selected tet if:

List Sublist |jeem |

Cnly include items where:

Show the selected tet if:

Questionnasre | o G

Show the selected tet if:

Questionnasre | o G
| ynerwi |

contains [ exa aly vt v -_‘-iirrm:

1) 20120 S, b, Cancal

* Number of items is | marethan «|[ 2 ~]-=

T Chosen:

6] TN-20 St bre,

6] TN-20 St bre,

itam chosenis  © any of these © none of these
IO Bunal

(@] cremston |

6] TN-20 St bre,
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Master List columns: S el

Questionnasre |

o e =
If the answer uses a Master List (page 119) as the source ____’m

of its choices, you can select any column of the Master
List to be used in the Condition.

In this example, the selected text will be included in the
finished document only if an email address for the
selected architect is provided in the Email column of the
Master List of architects.

|G

Conditions based on Yes/No answers depend on the

Ledlel

and/ar
R ——— i I Cancel

~S
form user’s response. : 3
In this example, the selected text will be included in the
finished document only if the answer to the IsCitizen
question is Yes.

1) 0128 T, b, | ok I b

Modifying or Removing Conditions
You can go back and modify an existing Condition at e sl
any time. Just put the cursor in the {if: marker and click e — T j

& Condition to return to the Condition building screen.

While in this screen, you can click X to remove the
Condition from the form, leaving its contents intact. In
other words, click % to remove the {if: marker from the
beginning of the conditional text and the } marker from
the end of the conditional text without removing
anything between the markers.

Compound Conditions (a/k/a Boolean Conditions)

161 TOTV20% S, b, Cane x

A single Condition may depend on multiple criteria.

Example 1: The sentence You qualify for free shipping might be used only when (1) the total order is

over $100; AND (2) the shipping address is in Oregon.

Example 2: The sentence Please call us at your earliest convenience to avoid debt collection proceedings
might be used only when (1) the account is more than 3 months overdue; OR (2) the amount due is

greater than $1,000.
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The AND and OR above are sometimes called Boolean operators. TheFormTool includes three Boolean
operators:

AND: For the Condition to be true, both parts must be true.
OR: For the Condition to be true, one or both parts must be true.

XOR (exclusive or): For the Condition to be true, exactly one part must be true, and the other false.

Lesson 5 Lesson 5 Lesson 5

Lesson 5: This AND That In this form, Oregon residents qualify for free
e Compound Condition (page 38) shipping on orders over $100.

18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

Your order totaling 5 will be shipped to ___. You qualify for free shipping!

d TheFormTool (c)2011-2016 snapdone, Inc.

Label Question Answer
OrderTotal What's the total order amount?
w ShipAddr What’s the shipping address?
y2 Add Fields a Select the first blank line

® click ¥s Field, select the OrderTotal answer, and click OK
b Select the second blank line
® click ¥s Field, select the ShipAddr answer, and click OK

<® Before > Your order totaling 5 will be shipped to ___. You qualify for free shipping!

m Your order totaling S{OrderTotal} will be shipped to {ShipAddr}. You qualify for
free shipping!
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Lesson 5 Lesson 5 Lesson 5

¢ Add the compound
Condition

Select the second sentence and click & Condition
Select the OrderTotal answer

d

b

C Select the condition is more than 100

d Click and/or to add a second part to the condition
e

The top part of the screen shows a second part of the condition has been
added, connected with AND. Select the second part.

Select the ShipAddr answer

g Select the condition contains Oregon and click OK

—

{CrderTotal] is more than 100
AND

| 8] il
x| # o o

Your order totaling ${OrderTotal} will
be shipped to {ShipAddr}. You qualify
for free shipping!

A
[GrderTatal] i mare than 106

F| #| kles)
x| ®f ] o
Questionnaire | [+ &

|
)

| =
| Shipaddr this
| r
- 10

Show the selected tet if: =
Guestisnnaire [“ \?\_l

[0 e !

andfor

S e | 03 I Canzel |

==THE PAYOFF =

The second sentence only appears in the finished document when the total order is more than $100 AND
the shipping address is in Oregon.

TheFormTool () 2011-2016 Snapdone, Inc. Your order totaling $75
Question Answer Wi” be shipped tO 111
i B
Total What's the total order amount? 75 LRI ST S,
Oregon 88888.
Addr What’s the shipping address? 111 Main Street, Bend,
Oregon 88888

TheFormTool (c) 2011-2016 snapdone, Inc. Your order totaling $250
Question Answer will be shipped to 111
Total What’s the total order amount? 250 Main Street, Bend,
Oregon 88888. You
Addr What’s the shipping address? 111 Main Street, Bend, qualify for free shipping!
Oregon 88888

Lesson 5 Lesson 5 Lesson 5
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Compound Conditions can be extraordinarily complex, with any
number of parts connected with AND, OR, and XOR. To manage all those i {_.\f' (T )
parts, use the buttons in the top-right part of the screen:

Add or remove parts with 4 and X. x @ (1- )

Move the selected part up or down with & @.

Control the order in which parts are evaluated by () adding or
() removing parentheses.

Parentheses in Compound Conditions

Remember back in math class when you learned that (1 + 2) x 3 is different than 1 + (2 x 3)? The
parentheses control the order of operations. So the first statement results in 9, while the second statement

results in 7.

Well, parentheses are just as important in compound Conditions. For example, suppose we wanted to find
everyone with a first name of either Jon or John, and a last name of Smith. This statement would work
perfectly, finding John Smith and Jon Smith:

({FirstName} is John OR {FirstName} is Jon) AND {LastName} is Smith

But this statement would fail, finding John Jones, John Adams, John Smith, and Jon Smith:
{FirstName} is John OR ({FirstName} is Jon AND {LastName} is Smith)

Use parentheses to control the order of operations in compound Conditions whenever there’s any

potential for error.
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Lesson 6 Lesson 6 Lesson 6

Lesson 6:
This OR That AND the Other Thing This Payment Due notice uses a stern tone for large
* Yes/No answer (page 11) or late balances, unless the client is a Preferred
e Compound Condition (page 38) Customer.
e Parentheses in Conditions (page 41)
18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

action. The total amount due is S . Please submit a minimum payment of
d half that amount at your earliest convenience.

Please submit the total amount due within two weeks or we will commence legal

TheFormTool (c) 2011-2016 snandone, Inc.

Question Answer
TotalDue What's the total amount due?
Over90 Is the last payment over 90 days old?
d IsPC Is this a Preferred Customer?
yA Create Smart a Put the cursor in the Over90 answer box
Answers ® Click “® Smart Answer

b Select Yes/No and click OK
¢ Do the same for the IsPC answer box

Leot | Dropdown  Yes/Mo | Chackhaxes | Dariyed |

W Single Yaa/ho

‘ TheFormTool () 2011-2016 Snapdone &

™ Inslude ‘WA chaice

Label \ Question Answer
TotalDue | What's the total amount due? a = Eampl |
Over90 Is the last payment over 90 days old? dropdonn b alows the use

IsPC Is this a Preferred Customer?
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Lesson 6 Lesson 6 Lesson 6

c¥ Add a Field a Select the blank line
® click ¥s Field, select the TotalDue answer, and click OK

Please submit the total amount due within two weeks or we will commence

legal action. The total amount due is $ ‘< Please submit a minimum

payment of half that amount aty rliest convenience.

m Please submit the total amount due within two weeks or we will commence
legal action. The total amount due is S{TotalDue}. Please submit a minimum

payment of half that amount at your earliest convenience.

The first sentence threatens legal action. It should appear only if the balance due is very large or very late
(over $1,000 or over 90 days) AND the client is not one of our Preferred Customers.

‘8 Add the first a Select the first sentence (including the space at the end) and click
& Condition

Select the condition TotalDue is more than 1000

Condition

Click and/or to add a second part to the condition
Select the condition Over90 is Yes for the second part
Click “&* to add a third part to the condition

Select the condition IsPC is No for the third part
Select the AND operator

Select OR to change the operator

e S M QO O T

Don’t close this screen yet — more to come in the next step

{Overao} is Yes

AND
{1sPC} is N ~ XOR

Please submit the total amount due
within two weeks or we will

co nce legal action. The total
gt due is $S{TotalDue}. Please
submit a minimum payment of half

that amount at your earliest
convenience.

Show the selected text if: =
Questinris [+ &
IsPC

| Cvers0 this number:

6] TN-20 St bre,
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Lesson 6 Lesson 6 Lesson 6

We need to ensure that the three parts of the compound Condition are evaluated in the proper sequence.
We want to determine whether or not:

({TotalDue} is more than 1000 OR {Over90} is Yes) AND {IsPC} is No
Note the placement of the parentheses above. They tell us that the first two parts will be evaluated first.

(Is the total due more than $1,000 OR the last payment older than 90 days?) If the answer to that is true
AND the third part is true (not a Preferred Customer), then the whole Condition is true.

3 Add parentheses a Select the first part of the condition
Click ( to add a left parenthesis

A red border warns that we don’t yet have a pair of parentheses

b
C
d Select the second part of the condition
e

Click ) to add a right parenthesis, and click OK

[ 0t

The last sentence in the form should appear whenever the first sentence does not: when either (a) the
balance due is small or not very late, or (b) the Client is a Preferred Customer.

({TotalDue} is less than $1,000.01 OR {Over90} is No) OR {IsPC} is Yes
The odd figure $1,000.01 is used so that a balance of exactly $1,000 will be included in this Condition.
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Lesson 6 Lesson 6 Lesson 6

Add the a Select the last sentence and click # Condition
second Condition b Use the methods from Steps 4 and 5 to create this condition (note the
parentheses):
( {TotalDue} is less than 1000.01
OR
{Over90} is No )
OR
{IsPC} is Yes
c Click OK
T (Totaltue] s less than 1000.01 = ﬁ] _IJJ
{if:Please submit the total amount x| ® |
due within two weeks or we will 5
commence legal action. JThe total =]
amount due is ${TotalDue}. Please
submit a minimum payment of half
that amount at your earliest
qenience.
6] 2H20% S, b £ Cancol | X

==THE PAYOFF =

The form produces two distinct outcomes. If the balance due is large or late and the client is not a
Preferred Customer:

| TheFormTool (c)2011-2016 snapdone, inc. Please submit the total
Label | Question Ser amount due within two weeks
or we will commence legal

TotalDue | What’s the total amount due? 8,500 X
action. The total amount due
Over90 Is the last payment over 90 days old? | yes is $8,500
: .
IsPC Is this a Preferred Customer? no

In all other circumstances:

| TheFormTool (c) 2011-2016 snapdone, Inc. The total amount due is
Label ‘ Question Answer $8,500. Please Submit d
minimum payment of half

TotalDue | What’s the total amount due? 8,500 X
that amount at your earliest
Over90 Is the last payment over 90 days old? | yes convenience.
IsPC Is this a Preferred Customer? yes
Lesson 6 Lesson 6 Lesson 6

Nested Conditions

Conditions can be nested inside other Conditions. You might create an agreement form in which
Article III is optional, contained within one great big Condition. Within that article, several paragraphs
might also be conditional, either as a group or individually. And within each of those paragraphs other
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Conditions might be used to select particular sentences or words. There is no limit to how deeply
Conditions may be nested.

Special Conditions

Conditional A/An

Consider this form. The owner is a {CompanyState}
corporation.

If the state is Texas, the resulting document looks like this — The owner is a Texas corporation.

no problems.

SN

But if the state is Idaho, the resulting document looks like The Owner@ho corporation.
this. Problem! The a should be an.

To solve this problem, select the a in the form, click
. . Make this a conditional a/an,
‘ Condltlon, and Cth Yes. depending on the word that follows it?

The form now includes a conditional {a} code. When the Com ispfa}
form is Filled, the {a} will become either a or an, as needed. {CompanyState} corporation.

Conditional Period

Consider this form. The name of the company is
{CompanyName}.

If the company is Acme, the resulting document looks like The name of the company is
this — no problems. Acme.

But if the company is Acme, Inc. the resulting document The na the company is
looks like this. Problem! There are two periods at theend | ACME,
of the sentence.

To solve this problem, select the period in the form, click
oas . Make this a conditional pericd, depending
‘ condltlon, and Cth Yes. on whether it is preceded by a period?
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The form now includes a conditional {.} code. When the
form is Filled, the {.} will disappear if it is preceded by a
period, so there will never be two periods at the end of the
sentence.

= n
{CompanyNa .

ame of the company is

}

Conditional Row in Table

When a form includes tables, you may want to remove an
entire table row under certain conditions. For example, in this
form the Tax and Subtotal rows should be removed when tax is
equal to 0.

Your purchases are:

Item Price

Widgets

Gadgets

SUBTOTAL: {SubtotalAmount}
Tax {TaxAmount}
TOTAL: {TotalAmount}

Thank you for shopping with us.

To make the Subtotal row conditional, put the cursor anywhere
in that row (but don’t select any text), click # Condition, and
click Yes to open the Condition screen.

Make this whole row conditional?

Yes Mo
Note that, unlike other Conditions that determine /y -]
when text will be included, this Condition e j
determines when the selected row will be removed. -
In this example, the selected row will be removed
when TaxAmount is this number: 0.
1) 0128 T, b, EI R |
When OK is clicked, a RemoveRow Condition is added to the Your purchases are:
form. Item Price
Widgets
Thingies
SUBTOTAL:
{if:[RemoveRow]}
Tax
TOTAL:
Thank you for shopping with us.
TheFormTool PRO - Expert Guide (Version 3.1) Page 47




. . ... Y h :
In this example, the Tax row is also conditional, so we would ourpurchases are

add the same Condition to it. (Or just copy the first Condition Item Price
and paste it into the Tax row.) Widgets

Thingies

SUBTOTAL:

{if:[RemoveRow]}

Tax {if[RemoveRow]}

TOTAL:

Thank you for shopping with us.

Unlike other Conditions that are fully processed during = Fill,
conditional rows are merely marked for deletion and are not

Rows and/or sections in this docurnent are marked for removal.

I‘emOVed from the document unﬁl lt iS flnalized Wlth ﬁ Petrify When the document is finalized, click Petrify to remaove them.
(page 115). A message notifies form users of this requirement
at the end of & Fill. oK

Conditional Section in Document

When a form is divided into sections using Word’s Section Break feature, you may want to remove an
entire section under certain conditions.

To make a whole section conditional, put the cursor anywhere in that

section (but not in a table, and don’t select any text) and click Make this whole section conditional?
& Condition. Click Yes to open the Condition screen, and create the
Condition as you ordinarily would. Like the conditional rows = -

described above, this Condition determines whether the selected
section will be removed. A RemoveSection marker is added to the
form, similar to the RemoveRow marker described above.

Like conditional rows, conditional sections are merely marked for deletion during &= Fill and are not
removed from the document until it is finalized with 2 Petrify.

Telescoping Parentheses

This special condition is designed especially for legal pleading captions. It produces a flexible vertical
stack of parentheses separating the two halves of a caption.

{PItfName}, i)

As shown here, create a 3x1 Word table
with a very narrow middle column, and
with border lines turned off (a dotted line
is shown here for clarity). Type alone
parenthesis ) in the middle column, select | {RspName]},
it, click & Condition, and click Yes.

Case No. {CaseNum}

{PleadTitle}

Respondent.

When the form is Filled, parenthesis will
telescope to precisely fill the center
column.
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The Difference Between a Field and a List

When inserting info from a series answer into a form, it makes a big difference whether you click ¥s Field
or i= List. Fields retrieve info about the series (e.g., the number of shareholders) or a particular item in the
series (e.g., the name of the largest shareholder); and Lists retrieve a set of items from the List (e.g., the
name of each shareholder). Since Lists can retrieve multiple items, the options for arranging those items
are extensive (or, to be more precise: infinite).

| have three children: Sue, Tom, and

For example, to turn this sentence into a form, you would create a Mary

Questionnaire with just one question, using a Text series answer

(page 8).

| TheFormTool (c) 2016 snapdone, Inc.

Question \ Answer

Kids List all the children. [??]
[?7]
[??]

| have {#} children: Sue, Tom, and

Then you’d insert a Field to retrieve the number of children (info Mary

about the series).

| have {#} children: {List@®:{Kids@®X}|,

And you’d insert a List to retrieve the names of the children (a set of {Kids®X}| and {Kids@X}}

items from the series).

Inserting a List

To insert a List in a form (shareholders, signers, children, B
executors, etc.), click i= List.

Select the desired answer, choose a built-in List format, and
click OK. The formats are described below.

Only series answers are included in the List screen. If the B S ——
answer you want does not appear, it is not a series

answer (Textbox series, Dropdown series, Yes/No series,
Checkboxes, Derived series, or Grid).

[5)2011-2016 Snispdone, inc.

The built-in List formats are: Griselda Pugh, Horace Blixt, Eunice

. ) . Brimley and Bertrand Guff
Tic, Tac and Toe creates a narrative List separated by commas,

without a comma before the last item.
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Tic, Tac, and Toe creates a narrative List separated by commas, | Griselda Pugh, Horace Blixt, Eunice

with a comma before the last item. Brimley, and Bertrand Guff

Tic; Tac; and Toe creates a narrative List separated by Griselda Pugh; Horace Blixt; Eunice

semicolons. Brimley; and Bertrand Guff

The [repeating paragraphs] format repeats a paragraph for each | Sample paragraph about Griselda Pugh.
item in a List. Sample paragraph about Horace Blixt.

Sample paragraph about Eunice Brimley.

Sample paragraph about Bertrand Guff.

uestionnaire abs|

Choose [table format] to arrange items in a Word
table.

Appearance

[table format] -

Columns: 3 i‘

[+ One item per row

Choose the number of Columns in the table.

v Lines

If One item per row is checked, each List item appears
in the left column, and the remaining columns can be |

I¥ Headings in first row

¥ Totals in last row

List | sublist

used for other info.

e all items in the list

The Lines checkbox determines whether border lines
appear in the table.

Preview

Headingl |Heading? |Heading3
Itemi
Ttem2
Item3

TDTA” - =

y 4

Checkmark Headings in first row to include headings
for each column in the table.

Rlanic =55 cancel
Checkmark Totals in last row to create an additional e
row under the List items that automatically generates /

totals for each column. See a preview of your choices here.

After adding a table-formatted List to a form, you can further customize the table — type your own
headings, remove totals from columns where they don’t apply, add shading or other formatting, etc.
In fact, you can customize any of the List formats to fit your exact needs.

Number Dots? You might be wondering about the circled num-
bers that show up in List structures: {List@®:{Kids@®X}|, {Kids@X}|
and {Kids@®X}}. They indicate the layer of a List or Field. Mostly
you'll see @, but if you start nesting Lists inside other Lists you'll
see @, ®, and maybe more. See page 54 for more about layers.

Three Clauses in Every List

Every List contains three clauses separated by markers (the markers are colored red below):

{List@®:{Kids@®X}|, {Kids@®X}| and {Kids@®X}}
— ——\ -~ y,

First Clause Middle Clause Last Clause
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The three clauses give flexibility when crafting Lists. For example, in the List shown above, the middle
clause includes a comma, and the last clause includes and. With four kids, the resulting List looks like this:
Andy, Betty, Carl and Debra. (There are two commas, because the middle clause appears twice, because
there are two middle kids.)

Look at two more sample Lists below, and their results for four kids. Notice that the middle clause
appears twice in each sample, because there are two middle kids.

This custom List ... ... creates this finished product

{List:My firstborn child is {Kids#X}|, the next My firstborn child is Andy, the next oldest
oldest is {Kids#X}|, and the youngest is is Betty, the next oldest is Carl, and the

{Kids#X}}. youngest is Debra.
The remainder of my estate is divided as The remainder of my estate is divided as
follows: follows:

{List:One equal share to {Kids#X}|; One equal share to Andy;

One equal share to {Kids#X}|; and One equal share to Betty;

One equal share to {Kids#X}}. One equal share to Carl; and

One equal share to Debra.

Lesson 7 Lesson 7 Lesson 7

Lesson 7: Lists
This form uses a series answer three different ways:

e Text series answer (page 8 .
(page 8) two types of Lists and as a source for another

¢ Dropdown answer (page 9)

answer.
o List (page 49)
18 Create the a Type or copy/paste this text into a blank document
Questionnaire * Click B Questionnaire, "I Create to add a Questionnaire

b Fill in the Questionnaire as shown

The following shareholders attended the meeting: Gretel Murphy and Derek Wiley. The
shareholders unanimously elected Gretel Murphy as President of the Company.

Shareholders:

d Gretel Murphy

Derek Wiley

TheFormTool (c) 2011-2016 snandone, Inc.
Label Question Answer

Shareholders List all the shareholders.

n President Who is the president of the company?

TheFormTool PRO - Expert Guide (Version 3.1) Page 51



Lesson 7 Lesson 7 Lesson 7

y2 Create Smart a Put the cursor in the Shareholders answer box and click “& Smart Answer
Answers b Select Series of text boxes and click OK
C Put the cursor in the President answer box and click “# Smart Answer
d Click the Dropdown answer type
e Select the source another answer, Shareholders and click OK

Text | Dropdown | Yos/Na | Chackbaxes | Bariged |

TheFormTool (c) 2011-2016 snandone, | Rl

= Series of text bowes [

Question a Answer I~ s i

Shareholders List all the shareholders.

d
Lot Dropdown | Yes/Ma | Chackhaxas | Dariyed |

President Who is the president of
the company?

c¥ Add a Field a Select Gretel Murphy in the second sentence

® click ¥s Field, select the President answer, and click OK

The following shareholders attended the meeting: Gretel Murphy and Derek
Wiley. The shareholders unanimously elected Gretel Murphy as President of
the Company.

- The following shareholders attended the meeting: Gretel Murphy and Derek
@ After Wiley. The shareholders unanimously elected {President} as President of the

Company.
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Lesson 7 Lesson 7 Lesson 7
‘8 Add the first List a Select Gretel Murphy and Derek Wiley and click := List
b Select the Shareholders answer

Cc Select the Tic, Tac and Toe appearance and click OK

Questionnaire | abe O
Appearance

The follo@areholders attended RIECEERS ——
the meeting: Gretel Murphy and d drﬁpt I
Derek Wiley. The shareholders

unanimously elected {President} as

President of the Company.

List | sublist |

Include all items in the list

Blank
M e oK Cancel

[2) 2011-2016 Snapdone, Inc.

L3 Add the second List @ Select the signature block and click := List
b Select the Shareholders answer

C Select the [repeating paragraphs] appearance and click OK

Questionnaire 1 FS

The following shareholders attended the meeting: SR frpesranes

{Shareholders®X}}. The shareholders unanimously
elected {President} as President of the Company.

{List®:{Shareholders®X}|, {Shareholders®X}| an{y;} o sraritel |

Shareholders: The following shareholders attended the meeting:
{List®:{Shareholders®X}|, {Shareholders®X}| and

Q {Shareholders®X}}. The shareholders unanimously

elected {President} as President of the Company.

Gretel Murphy

Shareholders:

(3' Before\ Derek Wiley {List@®:Sample paragraph about
{Shareholders@®X}.
| [ditto]]| [ditto]}

E’) After )

Cancel

Snapdone, Inc.

In the [repeating paragraphs] List appearance, [ditto] indicates that the contents of the first clause are
duplicated in the middle clause, and duplicated again in the last clause. So any changes made in the first
clause are reflected in the middle and last clauses. This is handy when you want every item in the List to be

treated identically.
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¥ Customize

the second List

Lesson 7

Lesson 7

Lesson 7

a Replace Sample paragraph about with a blank line followed by a hard

return (Enter)
b Delete the period

Share&rs:

{List®:Sample paragraph about {Shareholders@®X}.
| [ditto] | [ditto]}

{List®:

Shareholders:

{Shareholders@®X}
|[ditto] | [ditto]}

Label

Shareholders

==THE PAYOFF =

TheFormTool () 2011-2015

Question

List all the
shareholders.

Answer

Roger Billings
Esther Graves
Bea Lester

»

Note that the shareholder names only need to be typed once, but appear twice in the form. And the form
user selected the president in a dropdown box containing shareholder names, so the president’s name was
used three times in the form but only typed once.

The following shareholders attended the meeting:
Roger Billings, Esther Graves and Bea Lester.

The shareholders unanimously elected Esther
Graves as President of the Company.

Shareholders:

President Who is the president | Esther Graves
of the company?
After typing shareholder names in the first answer and Roger Billings

moving the cursor to the second answer box, a flag appears
above the cursor, reminding the form user to click Refresh to
update list. After clicking Refresh, the names from the first
answer are selectable in the second answer’s dropdown box.

Esther Graves

List Layers

Lesson 7

Lesson 7

Bea Lester

Lesson 7

A List can be nested inside another List (which may itself be nested inside another List, up to 10 layers
deep). To keep track of nested Lists and the Fields and Conditions they contain, TheFormTool uses 0 ®©
indicators. You will most commonly see @s in your forms, but other numbers will appear in rare
situations where nested Lists occur. If you ever add an item Field outside a List (unusual, but possible), it
will be tagged with a @.
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Here a List of shareholders (layer @) creates a paragraph | {List®:Shareholder {Shareholders@®X]} votes to
for each shareholder. Within each paragraph, a List of approve the following directors:

directors (layer @) is nested. {List®:{Directors®X}|, {Directors®X}| and
{Directors®X}}.

I[ditto][ditto]}

When working within nested Lists, note the layer selector Questionairs [

button that appears in many screens. You can ignore it Shareholders . gmtb S
almost always. But in rare circumstances (like the lesson Format

below), you will click this button to refer to info from an ::-::‘H

outer layer while you're working within a nested layer.  Teie Case

List | Sublist Item | " lowercase
Current  «| item " UPPERCASE

W Blank line

E oK Cancel

(6] 20112016 Snapdone, Inc.

Lesson 8 Lesson 8 Lesson 8

Lesson 8: List Layers
¢ Grid (page 14)
¢ Dropdown answer (page 9) This form uses nested Lists to create a hierarchy of
e Date Field (page 16) signatures from a Grid.
¢ Sublist (page 67)
e List layers (page 54)

Consider this signature block:

Signed this ___ day of .
[name of buyer]

By:

[signer], [title]

We should put the Buyer signature in a List, so the form will be able to handle multiple Buyers. And what if
one of the Buyers has several parties signing for it? They can be handled with a nested List.
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Lesson 8 Lesson 8 Lesson 8

18 Create the a Type or copy/paste the signature block into a blank document
Questionnaire * Click B8 Questionnaire, ¥ Create to add a Questionnaire
and a Grid b Fill in the Questionnaire as shown
e Click B8 Questionnaire, =& Grid, L Add, and choose 2 columns
Q Signed this ____ day of .

[name of buyer]

By:

[signer], [title]

TheFormTool (c) 2011-2016 snapdone, Inc.

Question Answer

SignDate Date of signing

Every Grid has four parts: [instructions]
Overall instructions that apply to the eW['abe” [label] [label] [label]
A label for each column (Field names) /[heading] [heading] |[heading] ([[heading]

—ﬂ

A heading for each column (instructions for user)

Answer boxes where the form user responds

2 Fill in the Grid a Fill in the Grid and its instructions as shown

List the Buyer(s) first, then any people/entities signing for Buyer(s):
Name Parent
' Name of Buyer or signer If signing for a Buyer, which one?
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Lesson 8 Lesson 8 Lesson 8

E} Create a Smart a Put the cursor anywhere in the Parent column of the Grid and click
Answer &9 Smart Answer

b Click the Dropdown answer type

Cc Select the source another answer, Name and click OK

Lot Dropdown | Yes/Ma | Chackhaxas | Dariyed |

Name Parent for rcodonn choicas: | EERERAR =] R B
Name of Buyer or signe| If signing for a Buyer, which one? st o e n & difereet d

This is an unusual arrangement, but it works well for this situation. Each
entity in the left column might have a “parent” entity. In each row of the
right column, we provide a dropdown answer that offers all of the names in
the left column as its choices.

concal |

el 20 LR S ax

‘8 Add a date Field a Select the text that will be replaced with a date Field and click ¥s Field
b Select the SignDate answer
C Select the Date Field type
d Select the 1st day of May, 2010 format and click OK

Questionnaire } F S ﬂ

Name
Parent

" Text

Signed this | day of ) .

© Nmbr

+ Date

Format }gffsat} Function |

% Defined format

1st day of May, 2010  ~
‘Custom format

P

¥ Blank line

1 cancel

(5) 2011-2016 Snapdane, Inc
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Lesson 8

3 Add a Sublist

Lesson 8

a Select the signature block and click := List
b Select the Name answer
C Click Sublist

d Choose to only include items where {Pare

Lesson 8

nt} is empty

e Select [repeating paragraphs] appearance and click OK

By:

[signer], [title]

QSigned this {SignDate}. Questionnaire

[name of buyer]

Appearance

\ [repeating paragraphs] j

List Sublist

Only include items where:

| tparent}

[ is

dl empty

This outermost Sublist
(layer @) only includes
entities from the Grid who
do not have a “parent.” So
it includes the Buyer(s)
without including any
parties signing on behalf
of the Buyer(s).

— |

() 2011-2015 Snapdane, Inc.

¥ Customize
the Sublist

a Delete Sample paragraph about

b Replace the period with two hard returns (press Enter twice)

| [ditto]] [ditto]}

Signed this {Si‘te'}.

{Sublist®:Sample paragraph about {Name@®X}.

{Sublist®:{Nam

l[dittol[ditto]}

Signed this {SignDate}.

{ ( After >—

e®X}

The outer List (layer @) will repeat once for each Buyer {Name®X}. Within each iteration, we’ll create a
nested List (layer @®) that repeats once for each of the current Buyer’s signers.
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Lesson 8 Lesson 8 Lesson 8

Y& Add a nested Sublist a Putthe cursor where signers’ names should appear (the line above the
[ditto]s) and click :i= List

Select the Name answer

Select [repeating paragraphs] appearance

Click Sublist

Choose to only include items where {Parent} is this text: {Name}
Select the Current item

Click ® to change the layer

>0 0O QO 6 T

Click @ to use the name from layer @
Click OK

Doxsera - List

Field refers to which List Layer?
Appearance

0 (ignore all Layers)
r[repaating paragraphs] j

Questionnaire }

Questionnaire

Q{Sublist@:{Name{

|[ditto]l[dittol} @]

List Sublist I

Only include items where:

| {Parent}

||s

© |l

List Sublist
Only include items where:

| this text:
| tName} ~|[eurrent |
d | {Parent}

1%

v F_"i | this text:
et | | ¥ i [ Hame? ~J[curnc <]

=

|©) i

Blank
and/or " fine ﬁﬂ

(¢ 2011-207 Snapdane, Ine.

To help explain why we chose layer @ above, suppose we have two buyers and three signers:

Name Parent

Name of Buyer or signer If signing for a Buyer, which one?
Acme, Inc.

Smith Co.

Alan Acme Acme, Inc.

Bernice Smith Smith Co.

Claudia Smith Smith Co.

The outer List (layer @) is a list of buyers. It will repeat twice: once for buyer Acme, Inc. and once for buyer
Smith Co. For each buyer there is an inner List (layer @) of signers.

The first time through the outer List, buyer Acme, Inc. is named, and the inner List consists of all the
people whose parent is Acme, Inc. (the current buyer in layer ©).

The second time through the outer List, buyer Smith Co. is named, and the inner List consists of all the
people whose parent is Smith, Co. (the current buyer in layer @).

In both cases, the inner list of signers is determined by looking to see who is a child of the current buyer in

layer ©.
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Lesson 8 Lesson 8 Lesson 8

-3 Customize the
nested Sublist

a Replace Sample paragraph about with By: followed by a

hard return (Enter) and a Tab
b Delete the period

Signed this {SignDate}.

Signed this {SignDate}.

{Sublist®:{Name @®X}
{Sublist®:{N X}

{Sublist®:By:

{Sublist®:Sample paragraph about {Nam%.

| [ditto]] [ditto]}
| [ditto]] [ditto]}

{Name®X}
|[ditto]| [ditto]}
| [ditto]] [ditto]}

(Os

efore (@ atter
=THE PAYOFF =
Nested lists create a flexible hierarchy of signatures from a single Grid.
Doxserd (20112016 Signed this 17th day of February,
2017.
Answer
SignDate | Date of signing? 2/17/2017 Acme, Inc.
List the Buyer(s) first, then any people/entities signing for Buyer(s): » By:
MName Parent Alan Acme
Name of Buyer or signer |if signing for another entity, for
il Smith Co.
Acme, Inc. [77]
Smith Co. [27] By:
Alan Acme Acme, Inc. Bernice Smith
Bernice Smith Smith Co. By:
Claudia Smith Smith Co. Claudia Smith
C Lesson 8 Lesson 8 Lesson 8

Linked Answers in Lists

Every List is based on a particular series answer in the Questionnaire. But when customizing Lists, you
can include Fields that refer to any answer, not just the original series answer. And you'll get even more
mileage out of answers that are linked to the original series.
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Lesson 9 Lesson 9 Lesson 9

Lesson 9:

List with

e Text series answer (page 8)

Linked Answer

e Linked answer (page 8) and birthdates).
e List (page 49)

This form gathers and presents related data (names

e Current item Field (page 63)
18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

Q

| leave the remainder of my estate to my children: Andy (born January 1, 1991),
Betty (born February 2, 1992), Carl (born March 3, 1993) and Debra (born April 4,
1994).

TheFormTool (c)2011-2016 snapdone, Inc.

Question Answer
Kids List the will maker’s children.
DOB What's each child’s date of birth?

y2 Create Smart

Answers

Select Series of text boxes and click OK

Select Series of text boxes

Checkmark Link to a preceding series answer or a Grid

a
b
c
d
e
f

Select the Kids answer and click OK

Text | Dropdown | Yos/Na | Chackbaxes | Bariged |

TheFormTool (c) 2011-2016 snandone. 1|8

Question a Answer

List the will maker’s
children.

d
Text | Dropdown | Yos/Na | Chackbaxes | Bariged |

DOB

Put the cursor in the Kids answer box and click % Smart Answer

Put the cursor in the DOB answer box and click &% Smart Answer

7 Single text bax
What's each child’s date £ Sarise of test buas._/ ¥ Link o proceding Suvies snemac e Geid. [0l ]
of birth? d d
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Lesson 9

8 Add a List

Lesson 9

Lesson 9
a Select the kids and dates that will be replaced with a List and click := List

b Select the Kids answer

Cc Select the Tic, Tac, and Toe appearance and click OK

| leave the re

er of my estate to
my children: A orn January 1,
1991), Betty (born February 2, 1992),
Carl (born March 3, 1993) and Debra

(born April 4, 1994).

Questionnaire 1

e G
Appearance

Tic, Tac, and Toe j
[~ Separate paragraphs

List | sublist |

Include all items in the list

Even when creating a custom List, you always use
one of the predefined List appearances as a
starting point. In this case, the closest match is Tic,
Tac, and Toe.

[¢ Blank [~

Cancel

line

() 2011-2016 Snapdane, Inc.

/8 Customize the List

with additional text

< ( After >

a In each of the three clauses, type (born ___) after the {Kids®X} Field

Ile e remainder of Q’tate to my children: {List@®:{Kids@®X}|,
s@X}}.

{Kids@X}| {#>2:,} and {Kid

| leave the remainder of my estate to my children: {List@®:{Kids@®X} (born
)|, {Kids@®X} (born ___ )|[{#>2:,} and {Kids@®X} (born __)}.

¥ Add a Field

a Select the first blank line and click ¥s Field
b Select the DOB answer

C Select the Current item

d Select the Date Field type and click OK

Questionnaire | E Sﬂ C Text
| leave the remainder of my estate to o C wmor
my children: {List®:{Kids@®X} (born b ‘;Qm‘t el : ST“"“‘
_ )|, {Kids@®X} (born ___)|[{#>2:,} ot e
and {Kids@®X} (born __)}. [Wevizom 5]

" Custom format
List | Sublist Item | [ o d, vy
Current  ~«| item @

You will almost always use Current item
when adding Fields from a linked answer
into a List. For an exception, see Lesson 10
on page 64.

¥ Blank line

Cancel

() 20112016 Snapdane, Inc.
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Lesson 9 Lesson 9 Lesson 9

3 Add two more Fields 2 Select {DOB®X} and copy with Ctrl+C
b Select each remaining blank line and paste with Ctrl+V

ave the remainder (Qestate to my children: {ListQSGX} (born
etore ), [Kids@®x} (born™_)|{#52: } and {Kids@X} (born™ )}.

- | leave the remainder of my estate to my children: {List®:{Kids@®X} (born
O Atter {DOBOX})|, [Kids®X]} (born {DOB®X]})|{#>21,} and {Kids@®X} (born {DOB@®X])}.
==THE PAYOFF =

No matter how many children are typed in the Questionnaire, the custom List expands to accommodate
them, and includes supplemental info (a birthdate) for each.

TheFormTool (c) 2011-2015 snandone, Inc. | leave the remainder of my
Label Question Answer estate to my children: Ann
Kids List the will maker’s children. Ann (born January 1, 2001), Bill
Bill (born February 2, 2002), Carla
Carla » (born March 3, 2003), and Dan
Dan (born April 4, 2004).
DOB What’s each child’s date of birth? Ann: 1/1/2001
Bill: 2/2/2002
Carla: 3/3/2003
Dan: 4/4/2004

Lesson 9 Lesson 9 Lesson 9

First, Previous, Current, Next, and Last

You might have wondered about the X in Fields that appear within Lists:

{Kids@®X} {DOB@®X}

The character after the @ indicates which item in the List should be used for that Field. X refers to the
current item. But once in a blue moon special circumstances may arise — you might want the third clause
to refer to the first item, or you might want each occurrence of the middle clause to refer to the next item.
The five possibilities are:

F = First P = Previous X = Current N = Next L = Last
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Lesson 10 Lesson 10 Lesson 10

Lesson 10: List with Previous Item

e Text series answer (page 8) This form automatically handles a fiddly situation —
e List (page 49) referring to previous items in a list — that you
e Current item Field (page 63) previously had to do by hand.
¢ Previous item Field (page 63)
18 Create the a Type or copy/paste this paragraph into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

| select Alan Avery as my personal representative. If Alan Avery is unable or
unwilling to serve, then | select Brenda Blake. If Brenda Blake is unable or
d unwilling to serve, then | select Carla Cooper.

TheFormTool () 2011-2016 snandone, Inc.

Question Answer
PRs List the personal representatives
Note the structure of the paragraph in this form. | select Alan Avery as my personal representative.

The first sentence refers to the first personal
representative.

The middle sentence refers to the first and second If Alan Avery is unable or unwilling to serve, then | select
personal representatives. Brenda Blake.

And the last sentence refers to the second and third  If Brenda Blake is unable or unwilling to serve, then |
personal representatives. We'll handle this select Carla Cooper.
awkward situation with “previous” Fields.

2 Create a a Put the cursor in the PRs answer box and click ¥ Smart Answer
Smart Answer b Select Series of text boxes and click OK

TheFormTool (c)2011-2016 snapdone, | L Sy

Question a Answer

List the personal
representatives
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e¥ Add a List a Select the whole passage and click := List

b Select the PRs question and Tic, Tac and Toe appearance, and click OK

Questionnaire | FS
| select Alan Avery as my personal s
epresentative. If Alan Avery is Tie, Tac and To= El
unable or unwilling to serve, then | dr ERepeg s
select Brenda Blake. If Brenda Blake

is unable or unwilling to serve, then |
select Carla Cooper.

List | sublist |

Include all items in the list

Blank
W e oK Cancel

() 2011206 Snapdane, Inc.

‘8 Customize In the first clause:
the first clause a Type | select before {PRs@®X}
b Type as my personal representative. (including space at the end) after
{PRs®X}

{List®:| select {PRs®X} as my personal representative. ||, {PRs@®X}| and
{PRs@®X}}

{List®:{PRs®X}|, {PRsOX}| and {PRs@X}}

¥ Customize In the middle clause:
the middle clause a Delete the comma and type If ___is unable or unwilling to serve, then |
select before {PRs@®X}

b Type a period and space after {PRs@®X}

w {List®:| select {PRs@®X} as my personal representative. ||, {PRs@®X}| and
{PRs@®X}} d

{List®:| select {PRs@®X} as my personal representative. |If ___is unable or
unwilling to serve, then | select {PRs@®X}. | and {PRs@®X}}
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¥ Customize
the last clause

Lesson 10

In the last clause:

Lesson 10

a Delete and and type If ___is unable or unwilling to serve, then | select

before {PRs@®X}

b Type a period after {PRs@®X}

{List®:| select {PRs@®X} as my personalﬁsenta [If __ isunableor

unwilling to serve, then | select {PRs@®X}. | and {PRs@®X}}

{List®:| select {PRs@®X} as my personal representative. [|If ___is unable or
unwilling to serve, then | select {PRs@®X}. |If __is unable or unwilling to

serve, then | select {PRs@X}.}

y& Add a Field

a Select the first blank line and click ¥s Field

b Select the PRs answer

C Select the Previous item and click OK

{PRs®X}.}

{List®:| select {PRs@®X y
personal representative. |If ___is
unable or unwilling to serve, then |
select {PRs@®X}. |If ___ is unable or
unwilling to serve, then | select

Questionnaire 1

S 2]

List | Sublist Item |
Previous | item

When the form is Filled and a “previous” Field is
encountered, the previous item in the List is
retrieved instead of the current item.

& Text
" Nmbr
" Date " Sequencez
Format

 FreeForm

" First capital

" Title Case

" lowercase

" UPPERCASE

[v Blank line

| cancel

() 2012016 Snapdone, Inc.

-3 Add one more Field

a Select {PRs®P} and copy with Ctrl+C
b Select the blank line and paste with Ctrl+V

Q

{List®:| select {PRs@®X} as my personal rep&

serve, then | select {PRs@X}.}

ative. ||If {PRs@®P} is unable
or unwilling to serve, then | select {PRs@®X}. |If \ is unable or unwilling to

{List®:| select {PRs@®X} as my personal representative. ||If {PRs@®P} is unable
or unwilling to serve, then | select {PRs@X}. |If {PRs@®P} is unable or unwilling

to serve, then | select {PRs@®X}.}
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Questionnaire.

Lesson 10

=THE PAYOFF =

The language changes dynamically depending on the number of personal representatives typed into the

TheFormTool

(c) 2011-2015 Snapdone, Inc.

Question \ Answer

PRs List the personal Humphrey Cogg

representatives.

| select Humphrey Cogg as my personal
representative.

TheFormTool () 2011-2015 snapdone, Inc.

Question \ Answer
PRs List the personal Humphrey Cogg
representatives. Ella Grendle

| select Humphrey Cogg as my personal
representative. If Humphrey Cogg is unable or
unwilling to serve, then | select Ella Grendle.

TheFormTool (c) 2011-2015 snandone, Inc.

\ Answer

Question

| select Humphrey Cogg as my personal
representative. If Humphrey Cogg is unable or
unwilling to serve, then | select Ella Grendle. If Ella

PRs List the personal Humphrey Cogg > o
representatives. Ella Grendle Grendle is unable or unwilling to serve, then | select
Stanley Frock Stanley Frock. If Stanley Frock is unable or unwilling
Quentin Lacrosse to serve, then | select Quentin Lacrosse.
Lesson 10 Lesson 10 Lesson 10
Sublists
.You may also create a List tha_t mclu(.ies only some of the — ol
items typed by the form user in a series answer. Appearance
‘ Tic, Tac and Toe j
To insert a Sublist in a form, click = List, select an answer, [ [enarete pa amarie
then click Sublist and choose which items should be
included.
In the example shown here, the Questionnaire includes a Py o
series answer labeled Infractions, and a linked answer only incluce tems where:
labeled Rule. The Sublist being created will only include I = i
infractions that violate Rule 37(b). [ this text: -
| 37(b) j
If additional criteria are required to create your Sublist,
click and/or to create a compound Condition (page 38). === s —
‘bandm line i
(¢) 2011-2016 Snapdane, Inc.
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Lesson 11: Sublists

¢ Text series answer (page 8) This form derives two Sublists from a single series of

¢ Dropdown linked series answer (page 9) names.
¢ Sublist (page 67)

18 Create the a Type or copy/paste this paragraph into a blank document

Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

g
Q

Officers who attended the meeting were Alan Diggle, Bernice Fenster, and Roy
Barnes. Also present were Jerome Fuller, Cynthia Wilson, and Esther Spaulding.

TheFormTool (c)2011-2016 snapdone, Inc.

Question Answer
Attendees List all the attendees.
Officers For the attendees who are officers,

choose an office.

A Create Smart

Answers

Attendees

Put the cursor in the Attendees answer box and click % Smart Answer
Select Series of text boxes and click OK
Put the cursor in the Officers answer box and click “# Smart Answer

Click the Dropdown answer type

" o 6 T o

Select Series of dropdowns, Link to a preceding series answer or a Grid,
Attendees

—

Select the source typed here

g Type the choices President, Secretary, and Treasurer (each on a separate
line) and click OK

TheFormTool (c) 2011-2016 snapu..

Question a Answer d

List all the attendees.

Officers

For the attendees who
are officers, choose an
office.

HEN B

?
i

I

el e
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e¥ Add the a Select Alan Diggle, Bernice Fenster, and Roy Barnes and click := List
first Sublist b The Attendees question and Tic, Tac and Toe appearance are selected
C Click Sublist

d Choose to include items where the {Officers} answer is any of these:
President, Secretary, Treasurer, and click OK

Questionnaire ] ’; S

s who attended the meeting fepearans
were Alan Diggle, Bernice Fenster, T Temd e R
and Roy Barnes. Also present were
Jerome Fuller, Cynthia Wilson, and
Esther Spaulding.

I” Separate paragraphs

This Sublist will only
List Sublist . R
Only include i]tems where: InCIUde Attendees In
[{offcers) the first question who
fom chosen i e have been tagged with
™ nane of thase | 2 MRS an officer designation
in the second question.
o 7] cances
(=) 2012015 Snapdane, Inc.
‘B Add the a Select Jerome Fuller, Cynthia Wilson, and Esther Spaulding and click := List
second Sublist b The Attendees question and Tic, Tac and Toe appearance are selected

C Click Sublist

d Choose to include items where the {Officers} answer is none of these:
President, Secretary, Treasurer, and click OK

Questionnaire ] @ﬂ
Officers who attended the meeting Appearance
were {Sublisth’ctendeesﬁX} l, b sgt:T”h -]
{Attendees® d {Attendees@®X}}. B
Also present were Jerome Fuller,
Cynthia Wilson, and Esther Spaulding. c
Py This Sublist will only

onty el ftoms where: include Attendees in the
[ {offcers) first question who have
I not been tagged with an

" any of these . . Q .
¥ nane of thase | MMMl officer designation in the
second question.

Blank [}
and/for Mine L ﬂ

(2] 2011-2016 Snapdane, Inc,
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At first glance, the two {Sublist®: codes appear to be identical, but they are not. To review (or change) the
specifics of a Sublist, put the cursor in the code and click i= List to return to the List editing screen.

Officers who attended the meeting were {Sublist®:{Attendees®X}|,
{Attendees®X}| and {Attendees®X}}. Also present were
{Sublist®:{Attendees@®X}|, {Attendees®X}| and {Attendees®X}}.

==THE PAYOFF =

A series and linked answer in the Questionnaire are used to populate two distinct Sublists in the finished
document.

TheFormTool (c) 2011-2015 snandone, Inc.

MEETING MINUTES

Question Answer .
Officers who attended the
Attendees | List all the attendees. Judith Flambe meeting were Judith
Orson Coot Fl be H L d
Roger Beeman am .e, ana Lorang, an
Hana Lorang |neZ Plerce AISO present
Inez Pierce were Orson Coot and
Officers For the attendees who are Judith Flambe: President Roger Beeman.
officers, choose an office. Orson Coot: [??]
Roger Beeman: [?7?]
Hana Lorang: Secretary
Inez Pierce: Treasurer

Lesson 11 Lesson 11 Lesson 11

Grids and Lists

Grids are often used as a source for Lists. Each Grid is composed of a series answer in the first column
(used to create the List structure), and linked series answers in the secondary columns (each of which can
be incorporated when customizing the List).
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Lesson 12: List with a Grid
¢ Grid (page 14)

¢ Dropdown answer (page 9)

e List (page 49) This form gathers info with a Grid, then translates it

e Number Field (page 16) to a narrative structure.
¢ Condition (page 32)

e Sublist (page 67)

e First item Field (page 63)

Type or copy/paste this text into a blank document

I8 Create the

Questionnaire Click B8 Questionnaire, ¥ Create to add a Questionnaire

Fill in the Questionnaire as shown
Click B Questionnaire, &= Grid, *#* Add, and choose 4 columns

Fill in the Grid and its instructions as shown

e T o

(o]

) Estimate for Smith Residence

Overview: Rodents were found in three rooms. Termites were found in one room.
Plan: Deploy rat traps ($60). Spray pesticide ($150).

Equipment Deposit: An additional deposit of $60 is required and will be refunded
when the traps are retrieved.

Q TheFormTool  (c) 2011-2016 Snapdone, Inc.

Question Answer
q Client Client’s last name?
Describe the pests and proposed action:
Pest Rooms Action Cost
Type of pest # of rooms Proposed action Price quote

TheFormTool PRO - Expert Guide (Version 3.1)
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73 Createa a Put the cursor anywhere in the third column of the Grid and click & Smart
Smart Answer Answer.

b Click the Dropdown answer type
C Select the typed here source

d Type the choices Pesticide fogger, Spread poison, and Deploy traps (each

on a separate line) and click OK

Lot Dropdown | Yes/Na | Chackhaxas | Dariyed |

Q d. [ ——
Pest [Rooms Action Cost e

Type of pest # of rooms |Proposed action Price quote I

When a Smart Answer is applied to a Grid, it applies to a
whole column. So this dropdown answer will appear in
the third column for each answer row.

c¥ Add a Field a Select Smith and click ¥s Field
Qb Select the Client answer and click OK

Questionnaire }

[ ol 2]

& Text

Estimate for Smith Residence Action

Overview: Rodents were found in three rooms.
Termites were found in one room.

Plan: Deploy rat traps ($60). Spray pesticide ($150).

" Nmbr

" pate
Format
% FrgeForm
¢ First capital

" Title Case

Equipment Deposit: An additional deposit of $60 is
required and will be refunded when the traps are
retrieved.

¢ lowercase

" UPPERCASE

I Blank line

| cancel

() 201-2016 Snapdone, Inc.
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‘8 Add the first List a Select these two sentences and click := List
b Select the Pest answer

C Select the [repeating paragraphs] appearance and click OK

Questionnaire ] F S

ate for {Client} Residence Appearance

Overview: Rodents were found in three rooms.

Termites were found in one room.

Plan: Deploy rat traps ($60). Spray pesticide ($150).

Equipment Deposit: An additional deposit of $60 is

required and will be refunded when the traps are i | subit |
retrieved. Include all items in the list

This custom List consists of repeating sentences. The closest
match among the appearance choices is [repeating
paragraphs], so we’ll use that as a starting point.

Slank 7
M fine

| [repeating paragraphs] j

’ Cancel

(¢) 2011-2015 Snapdane, Inc.

¥ Customize a Delete Sample paragraph about
the first List b Type were found in ___ rooms after {Pest®X}

C Replace the hard return with a space

Overview: {List®:Sample paragraph about {Pest@®X}.
|[ditto]|[ditto]d d ‘

(@ After) Overview: {List®:{Pest®X} were found in __ rooms. ||[ditto]|[ditto]}

TheFormTool PRO - Expert Guide (Version 3.1)
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¥ Add a Field a Select the blank line and click ¥s Field
to the first List b Select the Rooms answer
C Select the Current item
d Select the Nmbr Field type

e Select the one thousand format and click OK

Questionnaire I F il il

Action
Client
Cost

Pest

Overview: {List®:{Pest@®X} were found in rooms.
|[ditto] | [ditto]}

" Date " Sequencez

Format | Math |

& Defined
List | Sublist Item |
[[Gorent =] tem
¥ Blank line
i Cancel
(21 20112016 Snapdane, Ine.
y& Add a Condition a Select the s at the end of rooms and click & Condition
to the first List b Select the Rooms answer
C Click Item and select the Current item in the List
d Select the condition is more than 1 and click OK
. : : pristissesseriu [~ &
Overview: {List®:{Pest@®X} were found in {RoomsOXI = [ =
rooms. |[ditto]||[ditto]} E =

List | Sublist Them
L This Condition says:
Show the s when the
number of rooms in

the current sentence
is more than 1.

I L gt
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¥ Add the second List @ Select these two sentences and click := List
b Select the Pest answer

C Select the [repeating paragraphs] appearance and click OK

Questionnaire ] F ﬂ

Estimate for {Client} Residence Appesrance

r f:s}. | [ditto] ]| [ditto]l}
Plan: Deploy rat traps ($60). Spray pesticide ($150).
Equipment Deposit: An additional deposit of $60 is

required and will be refunded when the traps are
retrieved.

List | sublist |

This List will only use info from the Action and Cost columns
of the Grid, but we still selected Pest when creating the List.
That’s because Lists are always based on the primary
column (the leftmost column) in a Grid, even if info from
that column is ultimately not used within the List.

v
line

0 iew: {List®:{Pest®X} were found in {Roo y oo perearerel 1]

| Blank [ e p—

(¢) 2011-2015 Snapdane, Inc.

B Customize a Replace Sample paragraph about with a blank line

the second List b Replace {Pest®X} with ($___)
C Replace the hard return with a space

Plan: {List®:Sample paragraph about {Pest@®X}.
[[ditto] | [ditto]d J ‘

‘G’)After ’ Plan: {List®: (S__ ). |Iditto]][ditto]}
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410} Add Fields a Select the first blank line and click s Field
to the second List b Select the Action answer and Current item, and click OK
C Select the second blank line and click ¥s Field

d Select the Cost answer and Nmbr Field type and click OK
Questionnaire ] Fﬂﬂ

@ Text

Plan: {List®: (S - — L
Cost
:::t Questiennaire | e G| # -
ooms
Adon | e
Client * Nmbr
" Date " Sequencez
Format }Math |
& Defined
List | Sublist Ttem I 1,000 (no decimals)  «
Current - | item
" Custom
List | Sublist Ttem I
[ Corert =] e
Info
W Blank line
N =
@ oK Cancel

[0 2011-20%6 Snapdane, Inc.

We want the final paragraph to appear in the finished document only if the form user has selected Deploy
traps in the Action column of the Grid.

%8 Add a Condition a Select the last paragraph and click  Condition
b Select the Action answer
C Click Sublist to include only some of the items in the answer
d Include items where the {Action} is any of these: Deploy traps

e Select the condition contains more than 0 items and click OK

Show the selected tet if:

Questignnae [we &

Estimate for {Client} Residence
Overview: {List®:{Pest®X} were found in {Rooms

ins [re or ][0 o] e

Plan: {List®:{A
Equipment Deposit:

X} (S{COStQX}) I [dlttO] I [dlttO] st Sublist | e |

— - i Dol okl e wharas This Condition shows
n additional deposit of $60 is the paragraph when

required and will be refunded when the traps are A e the number of “deploy
retrieved. d e traps” actions is more
than zero.

Our final challenge is the 60 in the last paragraph. We need a Field that provides a particular number from

the Cost column of the Grid. It has to be the number that appears in the same row as Deploy traps, but we
don’t know whether that will be the first row, last row, or somewhere in between. The solution is to use a

Field that is smart enough to locate a particular item in the Grid.
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iWA A Field that

a Select 60 and click ¥s Field
pinpoints a b Select the Cost answer
particular Grid item ¢ Click Item to retrieve a particular item in the answer
d Select the First item in the sublist where the {Action} is any of these:
Deploy traps
e Select the Nmbr Field type and click OK
Questiunnawre} Qﬂﬂ  Text
Estimate for {Client} Residence adtion & mor
Overview: {List®:{Pest®X} were found in {Rooms€ i = | seauenes
roomf{if:s}. || [ditto]||[ditto]} b & Dgfined
Plan: {List®:{Action®X} (S{Cost®X}). || [ditto]| [ditto]j kbl LN
{if = = 050t Of SB0 S et | subter Tem | ywi
re  This Field will show a particular  |trap, [Fre [tem P insuistuncre @
re itemin the Cost column. The [ Caction} =
[] Pesticide fogger

[] Speread poison

— item it selects will be the first Pl
item where Deploy traps has oot

been selected in the Action ¥ Blank line
column. ] Cancel
M . (] 2011-2016 Snapdone, Inc.

Before saving this form to be used by others, click === Row/Column, '\ Show/Hide to hide the first
column of the Questionnaire and first row of the Grid. This hides material that could be confusing for the

form user.
After
TheFormTool (c)2011-2016 Sna

Question \ Answer

©

TheFormTool () 2011-2016

Before

Label Question \ Answer

Client’s last name? Client’s last name?

Describe the pests and proposed action: Describe the pests and proposed action:

Pest Rooms Action Cost Type of pest [# of rooms |Proposed action |Price quote
Type of pest [# of rooms |Proposed action |Price quote

If you need to revise the form later, click === Row/Column, . Show/Hide again to reveal the hidden
material.
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=THE PAYOFF =
A single Grid provides all the info needed to build two distinct Lists, decide whether a deposit is required,
and determine a deposit amount based on particular item within the Grid.

Doxsera (c) 2011-2016 Snapdone,

e Answer Estimate for Barclay Residence
Client's last name? Barclay
Overview: Termites were found in three
Describe the pests and proposed action: rooms.
Type of pest  |#f of rooms |Proposed action |Price quote Plan: Pesticide fogger ($150).
Termites 3 Pesticide fogger |150
" Estimate for Channing Residence
Doxsera (c) 2011-2016 Snapdone,
Question Answer Overview: Ants were found in two
Client's last name? Channing rooms. Rodents were found in one room.
Plan: Spread poison ($35). Deploy traps
Describe the pests and proposed action: ($60)
Type of pest  |# of rooms |Proposed action |Price quote
Ants 2 Spread poison 35 Equipment Deposit: An additional
Rodents 1 Deploy traps 60 deposit of $60 is required and will be
refunded when the traps are retrieved.
Lesson 12 Lesson 12 Lesson 12

Lists with Derived Series Answers

Every List is based on a series answer. That includes Text series (page 8), Dropdown series (page 9),
Yes/No series (page 11), and Checkboxes (page 12). But don’t forget that a Derived series of answers also
works as the foundation of a List (page 14).
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Lesson 13: Derived Series Answers

e Text series answer (page 8) . . .
This form reconfigures several separate answers into

¢ Checkboxes answer (page 12) new Lists

¢ Text linked series answer (page 8)

¢ Derived series answer (page 14)

18 Create the a Type or copy/paste these paragraphs into a blank document
Questionnaire * Click B Questionnaire, " Create to add a Questionnaire

b Fill in the Questionnaire as shown

All family members:

All adult family members:

d All family members who live in the same state as client:

TheFormTool (c) 2011-2016 snandone, Inc.

Question Answer
ClientName Name of client
SpouseName Name of spouse , . .

: : : We're assuming that the first
ClientState Client’s state of residence six questions have already
ChildName List the children been determined by material
ChildMinor Which of the children are minors? elsewhere in the form. Now

- - - it’s our job to create three
ChildState Each child’s state of residence .
Derived answers that
WholeFamily (derived) reconfigure the info that’s
AllAdults (derived) already been gathered.
SameState (derived) |
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Put the cursor in the ChildName answer box and click ¥ Smart Answer

A Create

Smart Answers Select Series of text boxes and click OK

Put the cursor in the ChildMinor answer box and click “# Smart Answer
Click the Checkboxes answer type

Select the source another answer, ChildName and click OK

Put the cursor in the ChildState answer box and click & Smart Answer

Select Series of text boxes

>o0m - 0O Q 6 T 9

Checkmark Link to a preceding series answer or a Grid
Select the ChildName answer and click OK

b

TheFormTool  (c) 2011-2016 Sna) Vit

@ Series of teut bowes [

Text | Dropdown | Yos/Na | Chackbaxes | Bariged |

Question Answer L, s
ClientName Name of client e e -
Text | Dropdown | Yes/No Checkboxes | perived |
SpouseName Name of spouse Seures for checkbanes: | anetner anawer <] Chidname 3]
L
ClientState Client’s state of residence iR st b 2
Text | propduss | Yos/Na | Checkbaxes | Berived |
ChildName List the children i
ChildMinor Which children are minors?
ChildState Each child’s state of residence
WholeFamily (derived) d
i e |
AllAdults (derived) e
| I\I:IQ'EW ﬂ'efusl‘c-ﬂ: re) and chick
SameState (derived) ; e et A e
"
it Laboe [£731/0988
PatCes ia“-ur':;s':'
St L) o |
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¥ Derived series

of answers

e O O T

e

TheFormTool

Question

Lesson 13

Answer

Select Series, Answers

ClientName Name of client
SpouseName Name of spouse
ClientState Client’s state of residence
ChildName List the children
[??]
[??]
ChildMinor Which children are minors? O [??]
ChildState Each child’s state of residen&?]: [??]
WholeFamily (derived)
AllAdults (derived)
SameState (derived)

-c::ername““ -1 4 J [
[2?] wa'

 Freeform

derne es

| enicna

= Keep ressis in
the lintad orcer

NJﬂ :

Click the Derived answer type

(c) 2011-2016 Snapdone, Inc.

I Allow duplicates

Lesson 13

Put the cursor in the WholeFamily answer box and click & Smart Answer

Select the ClientName answer and click B to add it to the series
Repeat d to add the SpouseName and ChildName answers to the series
Click OK

down | Yos Mo | Chackbaxes Derived |

|

This answer takes the
people from three
separate answers and
dumps them all into a
single bucket so that
we’ll be able to create
a List that includes all
of them.

Q

] 200 Sragor, e

o
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"8 Derived series Put the cursor in the AllAdults answer box and click “# Smart Answer

of answers
with a filter

Click the Derived answer type
Select Series, Answers
Select the ClientName answer and click B to add it to the series

e O O T

Repeat d to add the SpouseName and ChildName answers to the series
Select ChildName in the series

Click Some items

o =~ O

Choose to only include items where {ChildMinor} is unchecked, and click
OK

TheFormTool (c)2011-2016 Snapdone, Inc.

down | Yos Mo | Chackbaxes Derived |

Question Answer

W Sarims: W Armwers T Passagee

ClientName Name of client

Chacse ancwers to
reude in th

This answer tosses the
client and spouse into

SpouseName Name of spouse

ClientState Client’s state of residence the bucket, but only
ChildName List the children [??] includes some of the
[??] ;
7] children (only the

adults).

ChildMinor Which children are minors? O1[??]

ChildState Each child’s state of residence | [??]: [??] o R
WholeFamily | (derived) Q??] s
AllAdults (derived)
SameState derived
( ) I Allow duplicates ﬂ
R e——— lL] Cancel
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Lesson 13

Lesson 13 Lesson 13

¥ Derived series
of answers with
a flexible filter

Put the cursor in the SameState answer box and click “&# Smart Answer
Click the Derived answer type
Select Series, Answers

Select the ClientName answer and click B to add it to the series

e O O T

Repeat d to add the SpouseName and ChildName answers to the series
Select ChildName in the series

Click Some items

Choose to only include items where {ChildState} is this text: {ClientState}

e
f
g

TheFormTool (c) 2011-2016 Snandone, Inc.

Label Question Answer C o | Yos/i | Chackbes Dorteed |

ClientName Name of client
SpouseName | Name of spouse : This time only
ClientState Client’s state of residence children who live in
the same state as
ChildName List the children [??] . .
[27] i client are tossed into
[2?] the bucket with
client and spouse.
ChildMinor Which children are minors? O [??] P
ChildState Each child’s state of residence | [??]: [??]
¥
WholeFamily (derived) [??] ]I
AllAdults (derived) [27] E
SameState (derived) —

[ ox cancel

el e

3 Add the Lists a Select the first blank line and click := List
b Select the WholeFamily answer and click OK
C Repeat a and b to create a similar List with the AllAdults answer

d Repeat a and b to create a similar List with the SameState answer

Questionnaire ] |; S
A” f 'I b . Allﬁ}du\_ts Appearance
amily members: Chiduinar [, Tac and Tos =
A\ SameStat
All adult family members: o] ™ Separate paragraphs
All family members who live in the _b
same state as client:
List | sublist |
Include all items in the list
pﬁr“a;k Cancel
(] 2011-2016 Snapdane, Ine.
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Lesson 13 Lesson 13 Lesson 13
Before saving this form to be used by others, click === Row/Column, . Show/Hide to hide the Derived

answers. Since they’re processed automatically in the background, they would only confuse the form user
if they were left visible.

=THE PAYOFF =
Even when info is gathered in separate answers, it can be combined to produce cohesive Lists.
TheFormTool (c) 2011-2015 snandone, Inc. All family members: Jerome Purcell, Ella
Question Answer Purcell, Alan Purcell, Betty Rawlings, Carl
) Purcell, Diane Purcell and Ed Purcell
Name of client Jerome Purcell
Name of spouse | Ella Purcell All adult family members: Jerome Purcell,
Client’s state of Oregon Ella Purcell, Alan Purcell, Betty Rawlings and
residence Ed Purcell
List the children Alan Purcell
Betty Rawlings All family members who live in the same
Carl Purcell | state as client: Jerome Purcell, Ella Purcell,
Diane P .
fane Furce Alan Purcell, Carl Purcell and Diane Purcell
Ed Purcell
Which of the O Alan Purcell
children are [ Betty Rawlings
minors? Carl Purcell
Diane Purcell
O Ed Purcell
Each child’s state | Alan Purcell: Oregon
of residence Betty Rawlings: Texas
Carl Purcell: Oregon
Diane Purcell: Oregon
Ed Purcell: Vermont

Lesson 13 Lesson 13 Lesson 13

Sorting Lists

When form users respond to a series question, the items may appear in any order. If the form author
requires a particular order, the items can be sorted with a Derived series answer.

Sorting is controlled in the Smart Answer screen when o] Sstoms| Yee/ el hecmaces (B

T Presform

creating a Derived series answer. # sudes i ponio s

Click Sort to turn on sorting. e

EL)
—
Click ABC for alphabetical sorting, 123 for numerical / :
sorting (the items in the series must all be numbers), or
Date for chronological sorting (the items in the series must :
all be dates). All three methods allow either ascending or e

descending order. ikt b [ ] o |

Al ibema el armmer
included in the derived series.
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Alphabetical sorting also allows By last name sorting. It is used with a series of names that have been
typed “normally,” with first names first, last names last, and prefixes and suffixes all in their proper place
(Mr. John Doe, Jane X. Smith, Dr. Ellen Blake, Fred Grant Esq., Sir Perry Reginald Bishop Ill, etc.).

Lesson 14 Lesson 14 Lesson 14

Lesson 14: Sorting a List

e Text series answer (page 8)

This form sorts a series of names by last name.
¢ Derived series answer (page 14)

¢ Sort (page 84)

18 Create the a Type or copy/paste this sentence into a blank document

Questionnaire * Click B Questionnaire, ¥ Create to add a Questionnaire

Q b Fill in the Questionnaire as shown

The meeting was attended by

TheFormTool (c) 2011-2016 snapdone, Inc.
Q\ Label Question Answer
Attend Who attended the meeting?
AttendSort (derived)
y2 Create a series a Put the cursor in the Attend answer box and click “# Smart Answer
answer b Select Series of text boxes and click OK

Text | Dropdown | Yos/Na | Chackbaxes | Bariged |

TheFormTool  (c) 2011-2016 sna

Question a Answer b
Attend Who attended the meeting?
AttendSort (derived)

el e Septor, o [ Cancel
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Lesson 14 Lesson 14 Lesson 14

3 Create a sorted a Put the cursor in the AttendSort answer box and click “# Smart Answer
Derived series b Click the Derived answer type
answer C Select Series, Answers

d Select the Attend answer and click B to add it to the series

e Select Sort
f Select to sort By last name A to Z and click OK

TheFormTool (q2011-20. €

Question Answer

Who attended the meeting?

[ |

&

L

AttendSort (derived)
L EE) oo |
‘8 Add a List a Select the blank line and click := List
b Select the AttendSort answer and click OK
Questionnaire 1 ES
Ao Appearance
Sl dEa ‘ Tic, Tac and Toe j
The meeting was attended by . b [ Separate paragraphs

List | sublist |

Include all items in the list

Blank [r

(] 2011-201 Snapdane, Inc.

Before saving this form to be used by others, click === Row/Column, . Show/Hide to hide the Derived
answer. Since it’s processed automatically in the background, it would only confuse the form user if it were
left visible.
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Lesson 14 Lesson 14 Lesson 14

=THE PAYOFF =
As form author, you control the order of items in a List.

TheFormTool (c) 2011-2015 snapdone, Inc. The meeting was attended by
Question | Answer Sir Perry Reginald Bishop llI,
Dr. Ellen Blake, Mr. John Doe,

Who attended Mr. John Doe
the meeting? Jane X. Smith Fred Grant Esq. and Jane X.
Dr. Ellen Blake Smith.
Fred Grant Esq.
Sir Perry Reginald Bishop IlI
Lesson 14 Lesson 14 Lesson 14

TheFormTool includes math functions to perform calculations automatically. For example, given a series of
shareholders and the number of shares held by each, the form could calculate the total number of outstanding
shares and the percentage of the company owned by each shareholder.

Adding Math to a Field

Number and Count Fields

Begin by creating a Number field (page 16) or a Questonnaire =lalsl . .
Count Field (page 31). Then click Math to open the o
Math screen. ‘ﬁm]
Date Fields

Begin by creating a Date field (page 16). Then click questonraire =Rl

& Nmbr

Function to open the Math screen.

 pate

"'mmm |
(s Nefined farmat |

The Math Screen

Formula. Build your math formula here. The formula can be
as simple as 1 + 2 or might contain functions within functions

1 1 1 - {P: t: {Field: LoanA t}, {Field:
within functions. . e e

Function. Functions perform special math duties, like Days to
count the number of days between two dates, or Round to
round off a number. To add a function to the formula, select
it from the dropdown menu and click .

Formula

Gives the periodic payment on a self-amertizing loan (360-day year,
compounded periodically, pa'ymenﬂg s). E.g., {Payment: 1000, 5/ 12,
120} gives the monthly payment o D00 loan with 5% annu_al interest

otk |

Keypad. Click these buttons to add numbers and operators
(plus, minus, etc.) to the formula. You may also type
numbers and symbols on your keyboard. Use * for
multiplication and / for division.
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Help. This area describes the currently selected function and gives pointers on its use.

Unlock. Click £ to turn on freeform editing mode. Expert users may find this mode more convenient so
they can type the formula directly (or copy and paste from another source) rather than selecting functions
from a menu.

What's with all the curly braces? You may have noticed
that math formulae contain lots of curly braces: { }. They
show where each math function begins and ends. But you
don’t need to worry about typing the curly braces — they
are automatically included each time you add a function to
the formula.

Lesson 15 Lesson 15 Lesson 15

Lesson 15: Math Fields
e Number Field (page 16)

¢ Math (page 87) This form calculates monthly loan payments.

¢ Field function (page 99)
¢ Payment function (page 103)

18 Create the a Type or copy/paste this sentence into a blank document
Questionnaire * Click B8 Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

The loan amountis$___, to be paidin ___ monthly payments of S each.

TheFormTool (c) 2011-2016 snandone, Inc.

Label Question Answer

Q Amount Amount of loan?

Rate Annual Interest rate?

Term How many years long is the loan term?
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Lesson 15 Lesson 15 Lesson 15
2 Add a basic Field a Select the first blank line and click ¥s Field
b Select the Amount answer
Cc Select the Nmbr Field type and click OK

T [w G 2]

The loan amountis $___|, to be paid in monthly :Im
ate * Nmbr
payments of § ch. Tom b~
Format | Math |
* Defined
1,000.10 (exactly 2 deci =
" Custom
¥ Blank line
Cancel
[12) 2011-2016 Snapdone, Inc.
E® Add a simple a Select the next blank line and click ¥s Field

math Field b Select the Term answer
C Select the Nmbr Field type
d Click Math to open the Math screen

e Type *12 at the end of the formula (the asterisk means multiply), then click
OK to close the Math screen and OK again to close the Field screen

Questionnaire | IE ﬂ ﬂ

" Text

The loan amount is S{Amount}, to be paid in
monthly payments of $___ each.

Amount

Rate * Nmbr
 Date

Format IMEth
* Defined
1,000 (no d =

" Custom

.Ll;l;l {Field: Term} I Absolute 'l LI

Llilﬂ . @ .Llj_l {Field: Term} * 12
]l o]l
ﬂilﬂ. Llili' - This math Field multiplies the

;'_l. ;lil ﬂ. response to the Term question by 12.

The Absolute function gives the absolute value o | . |. _ _ .
numbers into positive numbers. For example, QAff oK I Cancel

functions may be nested within this ane.
(=] 2011-2016 Snapdons, Inc.

The Absolute function gives the absolute value of a number, turning negative
numbers into positive numbers. For example, {Absolute: -3.8} = 3.8. Other
functions may be nested within this one.

4 E oK Cancel |
(¢ 2011-2016 Snapdone, Inc. _l

(<) 2011-2016 Snapdane, Ine.
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Lesson 15 Lesson 15 Lesson 15

"8 Add a math Field a Select the last blank line and click s Field
that uses the b Select the Term answer
Payment function Cc Select the Nmbr Field type
d Select the 1,000.10 (exactly 2 decimals) format
e Click Math to open the Math screen
f Delete the function {Field: Term} to start with a clean slate
g Select the Payment function and click “&* to add it to the formula
® Don't close this screen yet — more to come in the next step
T [ Qle] .
The loan amount is S{Amount}, to be paid in {###} Amaunt & Himir

" Date

Format I Math

& Defined

1,000.10 (&

monthly payments of $ each.
g g | 9 d

o

¥
. / * _ {Field: Term}
. / * _ {Payment: [
7|2 2]
+ 7| 8| 9
] =] el :
a4l 5| & Info
ENENEN] |
1 2 3 ( ¥ aAbbreviate ¥ Blank line
_e |- :
| 0 i ) vz ] oK Cancel
The Absolute function gives the absolute value off
numbers into positive numbers. For example, {4 Gives the periodic payment on a self-amortizing loan (360-day year, -
functions may be nested within this one. compounded periodically, payment in arrears). E.g., {Payment: 1000, 5/ 12,

120} gives the monthly payment on a $1,000 loan with 5% annual interest
l‘ and a 120-month term. Other fun s may be nested within this one.

Absolute

Payment

(2] 20112016 Snapdone, Inc.

(&) 201-2016 Snapdane, Inc. -
4 (2] 201-20% Snapdone, Inc.

Most math functions require some additional info. The tip in the lower part of the screen tells us the
Payment function requires three numbers separated by commas: loan amount, periodic interest rate, and
the number of periods in the term of the loan. Those numbers can either be typed directly into the formula
or they can be represented with other functions. In this form, we’ll use a Field function to provide each of
the three numbers the Payment function requires.
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Lesson 15

¥ Add three functions
within the Payment
function

Payment - x

Q

Lesson 15 Lesson 15

Start with the cursor inside the Payment function where the loan amount
is required

Select the Field function, the Amount Field, and click “4* to add it to the
formula

Click the comma button (or type a comma with your keyboard)
Select the Rate Field and click “¢* to add it to the formula

e Type /12 to divide the annual rate into the monthly rate required by the

> 0q

Payment function
Click the comma button (or type a comma with your keyboard)
Select the Term Field and click “&* to add it to the formula

Type *12 to convert the Term response to a number of months, then click
OK to close the Math screen and OK again to close the Field screen

B 2] | [
B
=]

i i i —

Absolute ~|

| Field

| AR

| e

j| Amount j J

{Payment: {Field: Amount} [ Q Q
h

‘ Field j| Rate j J
/ j J {Payment: {Field: Amount}, {Field: Rate} [}

-]

t: {Field: Amount}, {Field: Rate} / 12[} 2

ﬂ_“_ [ Field

4 5

<[ e

= %

The Absg

numbers 1 2 3 {
functions

[&] 201-2018 Snapdone, Inc.

* - {Payment: {Field: Am
L ﬂ J J {Field: Term} * 123}

ield: Rate} / 12,

y The Field function gives an answer from the Questionnaire. If the answer is
W non-numeric, it gives a 'MATH ERROR' message.

[e] 201-2016 Snapdone, Inc.

[e)20M-208 St The Field function gives an answer from the Questionnaire. If the answer is
W non-numeric, it gives a 'MATH ERROR' message.

% Cancel

==THE PAYOFF =

When the form user supplies loan amount, annual interest rate, and loan term, the number of payments
and monthly payment are calculated automatically.

TheFormTool (c) 2011-2016 snapdone, Inc. The loan amount is
Question Answer $150,000, to be paid in 240
monthly payments of
?
Amount Amount of loan? 150,000 $948.97 each.
Rate Annual interest rate? 4.5
Term How many years long is the loan term? 20
Lesson 15 Lesson 15 Lesson 15
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The Math Tab

After a formula is created in the Math screen, it appears Questonnaire EHRIE

here on the Math tab (or the Function tab for Date srnusltate  aer

Fields). e
2 S

Click »” to return to the Math screen if more editing is
needed.

The Abbreviate checkbox has no effect on finished

documents, but improves form readability by ~
displaying {###} instead of the full formula. \
‘F Abbreviate ¥ Blank line
E Cancel

(<] 20112016 Snapdone, Inc.

Math Functions

Math mavens read on for a complete catalog of TheFormTool math functions. (Those of us who napped
through Algebra might want to skip this bit.)

Add, Subtract, Multiply, Divide

Symbols for basic math are just as you expect:
+ Addition. For example:5+2=7
- Subtraction. For example: 5-2=3
*  Multiplication. For example: 5 * 2 =10
/ Division. For example: 5 /2=2.5

() Parentheses control the order of operations. For example: (1+2)*3=9,but1+(2*3)=7

Dates are not numbers. You might be tempted to use
addition and subtraction to calculate date offsets, but
don’t. The result would be a “"MATH ERROR” message.
Instead, use Date Offsets (page 16), which are waaaay
more flexible than addition and subtraction.

Absolute

The Absolute function gives the absolute value of a number, turning negative numbers into positive
numbers. For example, {Absolute: -3.8} = 3.8. Other functions may be nested within this one. For
example, if the Questionnaire asks for PriceA and PriceB, the difference between the two prices is
{Absolute: {Field: PriceA} - {Field: PriceB}}.

In the Formula | Plain English
{Absolute: number} | The absolute value of a number
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Age

Given a person’s birthdate, the Age function gives their age on a particular date. Note that the age
depends on whether or not the birthday has already occurred in the target year. For example, {Age: 4/17/2000,
4/17/2010} = 10 because the birthday has occurred in 2010; while {Age: 4/17/2000, 4/16/2010} = 9
because the birthday has not yet occurred in 2010. The Field function (if it refers to a date answer) and
other date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested within this one.
The Age function is often used to calculate a person’s age on the date when the form is used, with a
formula like this: {Age: {Field: DOB}, {Now}}.

In the Formula | Plain English
{Age: datel, date2} | Someone born on Datel is this old on Date2

Lesson 16 Lesson 16 Lesson 16

Lesson 16:

Dates, Math, and Derived Answers
¢ Freeform Derived answer (page 13)

Number Field (page 16)

Math (page 87)

Age function (page 93)

Given a birthdate, this form determines age and
minor/adult status.

Field function (page 99)

Now function (page 103)
A/An Condition (page 46)

18 Create the a Type or copy/paste this sentence into a blank document

Questionnaire ® Click B Questionnaire, ¥ Create to add a Questionnaire

b Fill in the Questionnaire as shown

The beneficiary is a minor/adult, age .

Doxsera (c) 2011-2016 Snapdone, Inc.

Label Question Answer
DOB What's the beneficiary’s birthdate?

Age (derived)
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Lesson 16

a
b

2 Create
Derived answer

Lesson 16 Lesson 16
Put the cursor in the Age answer box and click “# Smart Answer

Click the Derived answer type and click OK

Text | Dropdown | Yas/No | Chackbaxes Deriyed |
 Froeform [

Doxsera (c) 2011-2016 snapdone, Inc.
Question \ Answer
DOB What's the beneficiary,
birthdate?
Age (derived)

ox Canes!

] 0200 g, e

c¥ Add a Field with
Age function

e = M O 6 T

Doxsera

Question

Put the cursor in the Age answer box and click ¥s Field
Select the DOB answer

Select the Nmbr Field type

Click Math to open the Math screen

Delete the {Field: DOB} function to start with a clean slate
Select the Age function and click “+* to add it to the formula

Don’t close this screen yet — more to come in the next step

= o <]

Questionnaire ]

(c) 2011-2016 Snapdone, Inc.

]

" Date

\ Answer

Format IME |

What's the beneficiary’s & Defined
birthdate?
R " Custom
Age (derived) [Feessesessr |
Absolute - A Age & ¥

{Field: DOB}

| AR
ElEiE)
ElEil=]
EENEY)
o |-

The Absolute function gives the absolute value of

numbers into positive numbers. For example, {Absolute: -3.8} = 3.8. Other

ﬂ Cancel

functions may be nested within this one.

(i) 20112016 Snapdone, Inc.

. / {Age: [}
7 8 9
+

=] e]
ENENEY) |
o |1
Given a birthdate, the Age function calculates a person's age on a particular
date. For example, {Age: 1/1/2006, 2/2/2016} = 10. Each date may be

replaced with a Field function that refers to a date answer or with a Now
function. Mote that the age on a particular date depends on whether the

birthday has already occurred in that year.

dane, Inc.

a number, turning negative

(&) 2011-2016 Snapdone, Inc.

The Age function uses a birthdate to calculate a person’s age on a target date. The birthdate will be

provided with a Field function, a

nd the target date will be Now (the day the form is used).
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Lesson 16
/8 Add two functions
within the Age
function

Age -

Lesson 16

formula

Lesson 16
a Put the cursor inside the Age function where the birthdate is required

b Select the Field function and DOB Field, and click “+* to add it to the

C Click the comma button (or type a comma with your keyboard)

d Select the Now function and click “i* to add it to the formula, then click OK
to close the Math screen and OK again to close the Field screen

. / * | _ | fage: [+
RARIEY

+
2] =] el
ENENEY) |
_o |/
Given a birthdate, the Age function calcu
date. For example, {Age: 1/1/2006, 2/
replaced with a Field function that refers

function. Mote that the age on a particulg
birthday has already occurred in that yeg

(&) 201-2016 Snapdane, Inc.

*

feld j| DOB j‘..

.Ll;l_l {Age: {Field: DOB} }
el

[][=][e]

2] =]

_o ||

The Field function gives an answer from the Qu

-

(<) 20112016 Snapdons, Inc.

non-numeric, it gives a 'MATH ERROR' message.

gnny
e

BB
esiod 0| - ||l

E |: LastDate.

-
[z) 20M-2016 Snapdone, Ine.

Q

L
|

Ll;l_l {Age: {Field: DOBY}, {Now}}

The Mow function gives the date when the form is filled in. This function may
be used in place of a date in these functions: Days, Months, Years, FirstDate,

El Cancel |

¥ Add a Field
to the Form

a Select the blank line a

nd click ¥s Field

b Select the Age answer and click OK

The beneficiary is a minor/adult, age .

&

Questionnaire I

DoB

- ol <]

+ Text

" Nmbr

¢~ Date

— Format
% FreeForm
" First capital
" Title Case
" lowercase

" UPPERCASE

¥ Blank line

Cancel

(6] 20112006 Snapdone, Inc.
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Lesson 16 Lesson 16 Lesson 16

¥ Add opposing a Select minor and click # Condition
Conditions to the b Select the Age answer
Form C Select the condition is less than 18 and click OK
d Delete the slash
e Select adult and click & Condition
f Select the Age answer
g Select the condition is more than 17 and click OK
Q =
The beneficiary is a minor/adult, age . =
{Age}. ;s - -
=4 q,;| [we & — -
q dtm_ lhfm .
The beneficiary is a {if:minor}/adult,
age {Age}. d

] Z-20% S, brc,

One more challenge remains in this surprisingly recalcitrant sentence, though it’s an obscure one.

The beneficiary is a {if:minor}{ifiadult}, age {Age}.

When the beneficiary is a minor, a is fine. But when the beneficiary is an adult, a should change to an.

7 A/An Condition a Select the a and click # Condition
b Click Yes

€ Select afan and click Done

The beneficiary is a
{if:minorH{if:adult}, age {Age}.

Before saving this form to be used by others, click === Row/Column, “, Show/Hide to hide the Derived
answer. Since it’s processed automatically in the background, it would only confuse the form user if it were
left visible.
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Lesson 16 Lesson 16 Lesson 16

=THE PAYOFF =

The date of birth only needs to be entered once. When it is used in forms today, next month, and next
year, the age and adult/minor designation will always be correct.

Doxsera (c)2011-2016 snapdone, Inc. The beneficiary is @ minor,
Question Answer » age 2.
DOB What’s the beneficiary’s birthdate? 8/31/2013
Doxsera (c)2011-2016 snapdone, Inc. The beneficiary is an adult,
Question Answer » age 25.
DOB What’s the beneficiary’s birthdate? 8/31/1990
Lesson 16 Lesson 16 Lesson 16
Constant

The Constant function gives one of two math constants (e or pi), accurate to the 14th decimal place.

Plain English
A mathematical constant

In the Formula
{Constant: name}

Days

The Days function gives the number of days between two dates. For example, {Days: 1/31/2011,
2/3/2011} = 3. Dates should use month/day/year format; both two-digit and four-digit years are
allowed. If datel is the same as date2, the result is zero. If date2 is earlier than datel, the result is a
negative number. The Field function (if it refers to a date answer) and other date functions (FirstDate,
LastDate, Now, and others) may be nested within this one. For example, if the Questionnaire asks for a
ClosingDate, then {Days: {Now}, {Field: ClosingDate}} gives the number of days between the closing
date and the date on which the form is used. (This will be a negative number if the closing date
precedes the date when the form is used.)

In the Formula
{Days: datel, date2}

Plain English
The number of days between two dates

DerivedCount

The DerivedCount function is only available if the Questionnaire contains a Derived answer. It gives
the number items in a Derived answer. Items must be separated by hard returns (each item on a
separate line).

In the Formula
{DerivedCount: label}

Plain English
Count the number of items in a Derived answer
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DerivedFirstDate

The DerivedFirstDate function is only available if the Questionnaire contains a Derived answer. It gives
the earliest date in a Derived answer. Dates must be separated by hard returns (each date on a
separate line).

In the Formula
{DerivedFirstDate: label}

Plain English
The earliest date in a Derived answer

DerivedLastDate

The DerivedLastDate function is only available if the Questionnaire contains a Derived answer. It gives
the latest date in a Derived answer. Dates must be separated by hard returns (each date on a separate
line).

In the Formula
{DerivedLastDate: label}

Plain English
The latest date in a Derived answer

DerivedMax

The DerivedMax function is only available if the Questionnaire contains a Derived answer. It gives the
largest number in a Derived answer. Numbers must be separated by hard returns (each number on a
separate line).

Plain English
The biggest number in a Derived answer

In the Formula
{DerivedMax: label}

DerivedMin

The DerivedMin function is only available if the Questionnaire contains a Derived answer. It gives the
smallest number in a Derived answer. Numbers must be separated by hard returns (each number on a
separate line).

In the Formula
{DerivedMin: label}

Plain English
The smallest number in a Derived answer

DerivedMultiply

The DerivedMultiply function is only available if the Questionnaire contains a Derived answer. It gives
the product of all numbers in a Derived answer multiplied together. Numbers must be separated by
hard returns (each number on a separate line).

In the Formula
{DerivedMultiply: label}

Plain English
Multiply all the numbers in a Derived answer together
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DerivedSum

The DerivedSum function is only available if the Questionnaire contains a Derived answer. It gives the

sum of all numbers in a Derived answer added together. Numbers must be separated by hard returns
(each number on a separate line).

In the Formula | Plain English
{DerivedSum: label} = Add all the numbers in a Derived answer together
Field
The Field function gives an answer from the — e o #

Questionnaire. If the answer is non-numeric (for
example, if someone types five dollars as the answer
to your Price question), a MATH ERROR message
appears.

After selecting Field in the first box, select a particular o |- |H
Field name in the Second bOX The Field function gives an answer from the Questionnaire. If the answer is

non-numeric, it gives a 'MATH ERROR' message.

(&) 201-2016 Snapdone, Inc.

For example, if the Questionnaire includes a question
labeled Price, then sales tax could be computed with
this formula (assuming the sales tax is 9%).

[ Field || Priee - J

{Field: Price} * .05

The Field function gives an answer from the Questionnaire. If the answer is
non-numeric, it gives a 'MATH ERROR' message.

=] OK Cancel
(&) 201-2016 Snapdone, Inc. J -

Additional controls appear when needed. In the . 0| +|
example shown here:

The State Field is selected. ===

The State answer is a dropdown that uses a Master
List (page 119) as its source, and the Master List
includes a column labeled TaxRate.

1eld function gives an answer from the Questionnaire. If the answer is
non-numeric, it gives a '"MATH ERROR' message.

(] 2011-2016 Snapdone, Inc.

The Field appears within a List, and the Current
item in the list is selected (page 63).

The Field is in List Layer 1 (page 54).

In the Formula | Plain English
{Field: label} | The answer to a question in the Questionnaire
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FirstDate

The FirstDate function gives the earliest of a series of dates, ignoring items that are not dates. For
example, {FirstDate: 5/5/2011, 3/15/2011, 2/20/2012} = 3/15/2011. The Field function (if it refers to a
date answer) and other date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be
nested within this one. For example, if today’s date is 3/12/2017 and the CommencementDate in the
Questionnaire is 4/1/2017, then {FirstDate: {Now}, {Field: CommencementDate}, 3/15/2017} = 3/12/2017.

In the Formula | Plain English
{FirstDate: datel, date2, ... dateX} | The earliest of these dates

Integer

The Integer function gives the integer portion of a number, truncating any decimal portion. For
example, {Integer: 3.84} = 3. Other functions may be nested within this one. For example, if the
Questionnaire asks for an EggCount, the form can compute the number of 3-egg omelets with
{Integer: {Field: EggCount} / 3}.
In the Formula | Plain English
{Integer: number} | Convert a number to an integer, ignoring any fractional portion

LastDate

The LastDate function gives the latest of a series of dates, ignoring items that are not dates. For
example, {LastDate: 5/5/2011, 2/20/2012, 3/15/2011} = 2/20/2012. The Field function (if it refers to a date
answer) and other date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested
within this one. For example, if today’s date is 3/12/2017 and the CommencementDate in the
Questionnaire is 4/1/2017, then {LastDate: {Now}, {Field: CommencementDate}, 3/15/2017} = 4/1/2017.

Plain English
The latest of these dates

In the Formula
{LastDate: datel, date2, ... dateX}

ListCount

The ListCount function is only available if the [ <[ soeroien =] %]
Questionnaire contains a series answer. It gives the
number of items in a series answer, not counting any
items that are blank. If all items are blank, the result
is zero.

{ListCount: Shareholders}

When one of the List functions is selected (ListCount,
ListFirstDate, Listitem#, ListLastDate, ListMax, ListMin, gl e B R
ListMultiply, ListSum), choose a particular series

answer in the second box. . ﬂ ﬂ

Plain English
Count the number of items in a series answer

In the Formula
{ListCount: label}
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ListFirstDate

The ListFirstDate function is only available if the Questionnaire contains a series answer. It gives the
earliest date in a series answer, ignoring items that are not dates. If none of the items in the series is a
date, an ERROR - DATE FORMAT message appears.

In the Formula
{ListFirstDate: label}

Plain English
The earliest date in a series answer

Listltem#

The Listitem# function is only available when creating Doxserd - Math x

a Field within a List. It gives the sequential position of [Cemtems <[ Loanamoune =] | Xtaurrer <]
a List item, not counting blank items. T
- S T -

X (current itern)
Use X for the position of the current item; P for the — s=rT"F] o |

N (next item)
L (last item

previous item; N for the next item; and L for the last 2| 5| s
item in the List. FIEiE |
. . . . . 0 . )
For example, if a series answer in the Questionnaire JJ J
. . . The Listlt?m= F_unct\cn gives the seque_ntia\ pumL‘,e_r C.F an itiamhi_n a !is.t,._nct )
COI‘ltalrlS 5 non_blank ltemS, {Llstltem#: L} = 5' ;ﬁtu:lnlflIi?th!aallllfsétﬁ:z:w_{inﬁtll;et}?:t.current item in the list; P is previous; N is next;
(¢ 2011-2016 Snapdone, Inc % ﬂ

In the Formula
{Listitem#: item}

Plain English
The position of an item in a series answer

ListLastDate

The ListLastDate function is only available if the Questionnaire contains a series answer. It gives the
latest date in a series answer, ignoring items that are not dates. If none of the items in the series is a
date, an ERROR - DATE FORMAT message appears.

In the Formula
{ListLastDate: label}

Plain English
The latest date in a series answer

ListMax

The ListMax function is only available if the Questionnaire contains a series answer. It gives the largest
number in a series answer, ignoring items that are blank or non-numeric. If none of the items in the
series is a number, a MATH ERROR message appears.

In the Formula
{ListMax: label}

Plain English
The biggest number in a series answer

ListMin

The ListMin function is only available if the Questionnaire contains a series answer. It gives the
smallest number in a series answer, ignoring items that are blank or non-numeric. If none of the items
in the series is a number, a MATH ERROR message appears.

In the Formula
{ListMin: label}

Plain English
The smallest number in a series answer
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ListMultiply

The ListMultiply function is only available if the Questionnaire contains a series answer. It gives the
product of all numbers in a series multiplied together, ignoring items that are blank or non-numeric.
If none of the items in the series is a number, a MATH ERROR message appears.

Plain English
Multiply all the numbers in a series answer together

In the Formula
{ListMultiply: label}

ListSum

The ListSum function is only available if the Questionnaire contains a series answer. It gives the sum of
all numbers in a series added together, ignoring items that are blank or non-numeric. If none of the
items in the series is a number, a MATH ERROR message appears.

Plain English
Add all the numbers in a series answer together

In the Formula
{ListSum: label}

Logarithm

The Logarithm function gives the base n logarithm of a number. For example, {Logarithm: 10, 100} gives
the base 10 logarithm of 100. Other functions may be nested within this one. To calculate natural
logarithms, use the {Constant: e} function as the base number. For example, the natural logarithm of
100 is {Logarithm: {Constant: e}, 100}.

In the Formula
{Logarithm: n, number}

Not-So-Plain English
The base n logarithm of a number

Maximum

The Maximum function gives the largest of a series of numbers. For example, {Maximum: 5, 10, 3} = 10.
Other functions may be nested within this one. For example, if the Questionnaire asks for Income and
two possible tax rates — TaxRateA and TaxRateB — then the largest possible amount of tax owed is
{Maximum: {Field: TaxRateA} * {Field: Income}, {Field: TaxRateB} * {Field: Income}}.

Plain English
The biggest of these numbers

In the Formula
{Maximum: numberl, number2, ... numberX}

Minimum

The Minimum function gives the smallest of a series of numbers. For example, {Minimum: 5, 3, 10} = 3.
Other functions may be nested within this one. For example, if the shipping and handling fee is 3% of
the purchase price, but not to exceed $7.50, use {Minimum: {Field: Price} * .03, 7.50}.

Plain English
The smallest of these numbers

In the Formula
{Minimum: numberl, number2, ... numberX}

Months

The Months function gives the number of months between two dates. This function counts transitions
from month to month, not the number of elapsed days divided by 30. For example, {Months: 1/31/2011,
3/3/2011} = 2. If both dates occur in the same month, the result is zero. If date2 is in an earlier month
than datel, the result is a negative number. The Field function (if it refers to a date answer) and other
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date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested within this one. For
example, if the Questionnaire asks for a ClosingDate, then {Months: {Now}, {Field: ClosingDate}} gives

the number of months between the closing date and the date on which the form is used. (This will be
a negative number if the closing date precedes the date when the form is used.)

In the Formula
{Months: datel, date2}

Plain English
The number of months between two dates

Now

The Now function gives the date when the form is filled in. It may be used by itself or inside a date
function: Days, Months, Years, FirstDate, LastDate.

In the Formula
{Now}

Plain English
The date when the form is filled in

Payment (PMT)

The Payment function gives the periodic payment on a self-amortizing loan, assuming 360-day years,
interest compounded periodically, payment in arrears. For example, {Payment: 1000, 5 / 12, 120} gives
the monthly payment on a $1,000 loan with a 5% annual rate of interest and a 120-month term. Other
functions may be nested within this one. For example, if the Questionnaire asks for LoanAmount,
AnnualRate, and MonthsInTerm, then the monthly payment could be computed as {Payment: {Field:
LoanAmount}, {Field: AnnualRate} / 12, {Field: MonthsInTerm}}.

In the Formula | Plain English
{Payment: amount, rate, term} | Calculates the periodic payment amount when
given the loan amount, interest rate per period,
and number of periods in the loan term

RaiseToPower (exponentiation)

The RaiseToPower function performs exponentiation, multiplying a number by itself a number of
times. For example, {RaiseToPower: 8, 3} =512, because 8 x 8 x 8 = 512. Other functions may be nested
within this one. For example, if the Questionnaire asks for the Length of a square plot of land, the
acreage equals the Length squared: {RaiseToPower: {Field: Length}, 2}.

In the Formula | Plain English
{RaiseToPower: number, exponent} | Multiply a number by itself a number of times

Remainder (modulo)

The Remainder function gives the remainder value after division. For example, {Remainder: 10, 3} =1,
because 10 divided by 3 leaves a remainder of 1. Other functions may be nested within this one. For

example, if the Questionnaire asks for a List of People to be split into 4 equal groups, the number of

leftover people is {Remainder: {ListCount: People}, 4}.

In the Formula | Plain English
{Remainder: dividend, divisor} | The remainder that’s left over after
dividing a number by another number
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Root

The Root function gives the nth root of a number (square root is 2nd root; cube root is 3rd root, etc.).
For example, the square root of 9 is {Root: 2, 9}; and the cube root of 125 is {Root: 3, 125}. Other
functions may be nested within this one. For example, according to the Pythagorean Theorem, if the
Questionnaire asks for the lengths of Legl and Leg?2 of a right triangle, then the length of the
hypotenuse is {Root: 2, {RaiseToPower: {Field: Legl1}, 2} + {RaiseToPower: {Field: Leg2}, 2}}.

In the Formula | Not-So-Plain English
{Root: n, number} | The nth root of a number

Round

The Round function rounds a number to the nearest integer. Halves are rounded up. For example,
{Round: 5.4} = 5; and {Round: 5.5} = 6. Other functions may be nested within this one. For example, if
the Questionnaire asks for a List of SharesHeld by each shareholder, then the average number of
shares held by each shareholder is approximately {Round: {ListSum: SharesHeld} / {ListCount:
SharesHeld}}.

In the Formula | Plain English
{Round: number} | Round off a number

Years

The Years function gives the number of years between two dates. This function counts transitions from
year to year, not the number of elapsed days divided by 365. For example, {Years: 12/31/2010, 1/1/2012} = 2.
If datel is in the same year as date2, the result is zero. If date2 is in an earlier year than datel, the
result is a negative number. The Field function (if it refers to a date answer) and other date functions
(FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested within this one.

In the Formula | Plain English
{Years: datel, date2} A The number of years between two dates

Math in Lists

Among the subjects included in the everything-but-the-kitchen-sink lesson below, see how item Fields
become important when using Math within Lists.
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Lesson 17 Lesson 17 Lesson 17

Lesson 17: List in Table Format,
Master List, and Math
e Master List (page 119)

¢ Dropdown series answer (page 9) . . .
This form asks just one question to produce a neatly

¢ List formatted as table (page 50) tabulated invoice

¢ Date Field (page 16)

e Number Field (page 16)
e Math (page 87)

¢ Field function (page 99)

WEe'll create a form that produces finished documents like this:

Thank you for registering for the following classes:

Class Date Tuition Tax Total

Basic Personhood 3/3/2012 125 11.00 136.00

Advanced Humanity | 3/17/2012 200 17.60 | 217.60
TOTAL: $353.60

Payment is due one week before the class date.

18 Create the a Type or copy/paste this text into a blank document
Questionnaire * Click B Questionnaire, "I Create to add a Questionnaire

b Fill in the Questionnaire as shown

Thank you for registering for the following classes:

Payment is due one week before the class date.

Q TheFormTool () 2011-2016 snandone, Inc.

Question Answer

Classes List the classes registered

Rather than make the form user type a lot of dates and tuition fees, we’ll create a Master List of classes
that can be maintained and updated in one place, and used by this form and other forms too.
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Lesson 17

a Click “4* to create a new Master List

b Type the name ClassInfo and click OK

Lesson 17

Lesson 17

2 Create a Master List ® Click (%' Sources, - Master Lists to open the Master Lists screen

C Type 3 columns and click OK to open the Master List editing document

Mame of new Master List?

Classinfo

| §

I S -

How many colurns in the Master List?

(You can change the number of columns later.)

0K

Cancel

Fill in the
Master List

a Fill in the Master List as shown (to add a new row, press Tab when the
cursor is in the last cell)

° CIick@ Sources, = Master Lists to return to the Master Lists screen
b Click Save and Close

MASTER LIST: Classinfo

QAfter editing, click Sourees, Master Lists to save changes.

Name Date Cost
Basic Personhood 3/3/2017 125
Intermediate Being 3/12/2017 175
Advanced Humanity 3/17/2017 200

e Eiting
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Lesson 17 Lesson 17 Lesson 17

‘8 Create a a Put the cursor in the Classes answer box and click “# Smart Answer
Smart Answer b Click the Dropdown answer type
Cc Select Series of dropdowns

d Select the source Master List, ClassInfo and click OK

‘ TheFormTool () 2011-2016 snandone, Inc.

Lot Dropdown | Yes/Ma | Chackhaxas | Dariyed |

Label \ Question a Answer gl deepdonn

= Series of dropdowns [~
List the classes registered d Soursefor dropdonn shaies: | amer Ut =]| Gominie 7]
I Allow uear to .dm,n.w

Because this is a series answer (Series of dropdowns),
the form user will be able to select several classes in
response to this one question.

Classes

] 200 Sragor, e g% Cancel

¥ Add a List a Put the cursor between the two paragraphs and click i= List
b Select the Classes answer
C Select the [table format] appearance

d Select 5 columns

e Checkmark One item per row, Lines, Headings in first row, and Totals in
last row, then click OK

Doxsera - List X

Questionnaire

Appearance

[table format] j

Thank you for registering for the following clas

Columns: 5
Payment is due one week before the class date.

¥ Cne item pel

W Lines

¥ Headings in first
I¥ Totals in last row
List | sublist |

Include all items in the list

Preview

Headingl |Heading2 |...[Headings
Ttemi o

Ttemz
Ttem3
TOTAL: = =

i cancel

() 20112006 Snapdane, Inc.

Blank
* line

TheFormTool PRO - Expert Guide (Version 3.1) Page 107



Lesson 17 Lesson 17 Lesson 17

(3 Customize the List a Replace the placeholder headings with Class, Date, Tuition, Tax, and Total
b Delete the 0 field from columns 2, 3, and 4

Thank you for registering for the following classes:

Headingl Heading2 | Heading3 | Heading4d Heading5

ist@®:{Classes:Name®

[{Classes:Name @®X}

|{Classes:Name @®X}

TOTAL: 0 0 0 0

}Payment is due one week before the class date.

Thank you for registering for the following classes:

Class Date Tuition Tax Total

{List®:{Classes:Name@®X}

[{Classes:Name @®X}

[{Classes:Name @®X}

TOTAL: 0

}Payment is due one week before the class date.

Remember that every List has 3 clauses (page 50). The same is true for Lists that are formatted as tables,
with each clause occupying a row:

Class Date Tuition Tax Total
First W | {List®:{Classes:Name®X} @ First
Middle ® | |{Classes:Name®X} « Middle
Last ®  [{Classes:Name®X} @ Last
TOTAL: 0

When we add info to the first clause, if we want that info to appear for each item in the List, we'll have to
add it to the middle clause and last clause too.
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Lesson 17

Lesson 17

Lesson 17

Y& Add a date Field
in the first clause

Select the Classes answer
Select the Current item
Select the Date Field type

- 0O Q 6 T o

Doxserd - Field

Class

Date Tuition Ta Questionnaire I

{List®:{Classes:Name @®X}
|{Classes:Name @®X} d

[{Classes:Name @®X}

TOTAL:

Select the Date column of the Master List
Select the 5/1/2010 format and click OK

List | Sublist Item |

Current =/ item

@ Defined format

ustom format

(% Date | Date «|{ Sequence#

Format IfosetI Function |

5/1/2010 -

Put the cursor in the first cell under the Date heading and click ¥s Field

X

| cancel

(c) 20112016 Snapdane, Inc.

¥ Blank line

-8 Copy the date Field
to the middle
and last clauses

a Select the {Classes:Date®X} Field and copy with Ctrl+C

b Use Ctrl+V to paste the Field into the middle clause and last clause

Class te Tuition Tax Total
{List®:{Classes:Name {Classes:Date @®X}
|{Classes:Name @®X}
|{Classes:Name @®X}
TOTAL: 0
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Lesson 17

Lesson 17 Lesson 17

B Add a number Field

m = ® O 6 T

Put the cursor in the first cell under the Tuition heading and click ¥s Field
Select the Classes answer

Select the Current item

Select the Number Field type

Select the Cost column of the Master List

Select the 1,000.10 (exactly 2 decimals) format and click OK

As in Step 8 above, copy and paste the Field from the first clause to the
middle and last clauses

Class

uestionnaire e Q| #
Date Tuition - |- 8l.+]

{List®:{Classes:Name @®X}

" Date " Sequence®

{Classes:
Date®

Format ] Math |

& Defined

[{Classes:Name @®X}

[{Classes:Name @®X}

TOTAL:

{Classe ,000.10 (exactly 2 deci «
Date® [
List | Sublist Item } ’7
{CIaSS urrent | item
Date®X}
[¥ Blank line

(o) 20112016 Snapdone, Inc.

410] Add a math Field a Put the cursor in the first cell under the Tax heading and click s Field

b Select the Classes answer

Cc Select the Current item

d Select the Number Field type

e Select the Cost column of the Master List

f Select the 1,000.10 (exactly 2 decimals) format

g click Math to open the Math screen
Class Date Tuition Tax Tq 2o =5 ng

& Nmbr | Cost
{List®:{Classes: | {Classes: | {Classes: e ® Sz
Name®X} Date®X} | Cost® gormat et
+ Defined
|{Classes:Name | {Classes: | {Clas
(1)4¢] Date®X} | Cost@®X} ]
List | Sublist Item
|{Classes:Name | {Classes: | {Classes: Currert [T} item
(1)4¢] Date®X} | Cost@®X}
TOTAL:
¥ Blank line
Cancel
(¢ 2011-2015 Snapdone, Inc.
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Lesson 17 Lesson 17 Lesson 17

458 Create a formula a Put the cursor at the end of the formula and type *.088, then click OK to
close the Math screen and OK again to close the Field screen

b Asin Step 8 above, copy and paste the {###} Field from the first clause to
the middle and last clauses

Doxsera - Math X

M- 4 r
.Ll;l;l {Field: Classes:Cast#1.X) * .088
ises:Name

Date Tuition Tax Total

EnEp
=] <]

AR
o .im

The Absclute function gives the absclute value of a number, turning negative
numbers into positive numbers. For example, {Absolute: -3.8} = 3.8. Other \L I
functions may be nested within this one. .

: oK Cancel |
(c] 2011-2016 Snapdone, Inc E -

When creating math formulae, you can sometimes get a head start by copy/pasting an existing math Field
and then modifying the formula. In the next step, we’ll copy a Field that calculates tax, then modify the
formula to calculate tax + tuition.

1WA Create a a Select the {###} Field and copy with Ctrl+C
second math b Put the cursor in the first cell under the Total heading and paste with
Field and edit it Ctri+v

C Put the cursor in the new {###} Field and click ¥s Field to edit it

Class Date Tuiti Tax Total

Tax Total

] Class Date

1
11
1L

TOTAL:

—
f=
=
o
=]
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Lesson 17
13 Change the
formula in the
new math Field

Questionnaire

>0 0O QO 6 T o

Lesson 17 Lesson 17
Click Math to see the formula

Click #” to open the Math screen

Type + at the end of the previous formula
Select the Field function

Select the Classes answer

Select the Cost column of the Master List
Select the Current item in the List

Click “&* to add the function to the formula, then click OK to close the Math

screen and OK again to close the Field screen

O W

Format Math I

ular/Plural

List | sublist | Item |

Include all items in the list

b

¥ Abbreviate W Blank line

Cancel

(6 2012016 Snapdane, Inc.

Q

| Field || Class ~|[ cost ~| | Clrrent ~| (1] J
J AJJ {Field: Classes:Cost£1.X} * .08 +
BiEE

2] 5] ]

EENEY)

_o ||

The Field function gives an answer from the Questionnaire. If the answer is
non-numeric, it gives 3 'MATH ERROR' message.

=) OK Cancel
[&] 201-2016 Snapdone, Inc. J -

‘¥ Copy the new math

Field to the middle

and last clauses

a Asin Step 8 above, copy and paste the Field from the first clause to the

middle and last clauses

Class Date Tuition Tax Total
{List®:{Classes: | {Classes: | {Classes: | {###} {#t4}
Name@®X} Date®X} | Cost@®X}

[{Classes:Name | {Classes: | {Classes: = {###}

(1)4¢] Date®X} | Cost@®X}

[{Classes:Name | {Classes: | {Classes: = {###}

(1)4¢] Date®X} | Cost@®X}

TOTAL:

One more item requires attention. The 0 in the last cell is a standard Word sum Field, so it needs to be
formatted with the standard Word procedure: right-click on the Field, choose Edit Field, click Formula, and
choose the number format S#,##0.00.
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Lesson 17 Lesson 17 Lesson 17

=THE PAYOFF =

The form user makes a couple quick choices, and additional info is drawn from the Classinfo Master List
and included in the resulting document, along with several math calculations.

TheFormTool (0 20112015 Thank you for registering for the following classes:
Question Answer
Class Date Tuition Tax Total
Classes List the Basic Personhood
classes Advanced Humanity Basic 3/3/2017 125 11.00 136.00
registered Personhood
Advanced 3/17/2017 200 17.60 217.60
Humanity
TOTAL: $353.60
Payment is due one week before the class date.
Lesson 17 Lesson 17 Lesson 17

Attention Markers !

Occasionally you will want to draw the form user’s attention to a particular portion of

Doxserd - Attention X
the form — perhaps a lengthy section needs to be drafted from scratch. o e
Select the location in the document, click . Attn Mark, and type a message if desired.
When the form is used, the cursor jumps to the marked location and your message (if [ s
any) is presented. If you have marked several spots for attention, the form user clicks
I\ Attn to visit each of them. & ==

(o) 2012018 Snapdone, Inc.

Using Smarter Forms

Answering Questions in the Questionnaire

Tabbing Is the Best!

When answering questions in the Questionnaire, press Tab to move from one answer to the next (Shift+Tab
to move backwards). It's quicker than reaching for the mouse (quicker even than reaching for the arrow
keys on your keyboard). And it has an additional enormous advantage when the Questionnaire contains
Smart Answers: it moves your cursor exactly where needed to respond to the next question, skipping over
any extraneous text and preselecting the entire answer for easy type-over replacement. Just tab 'n type!
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Series Answers + =14

Several buttons on TheFormTool tab make it easy to work with series answers

(including Grids). S Rermove

If the series answer doesn’t contain enough empty boxes to hold your answer, click 1+ Up
.. Add

#F Add to create more. (When working in one of these answers, a flag appears above ¥ Down

the cursor, reminding you to click Add button to add a row.) e

Click = Remove to remove an item from the series answer
(or a whole row from a Grid).

Click * Up or # Down to rearrange items in the series answer.

Refresh Dropdowns and Checkboxes ()

Linked answers (page 8) draw their choices from previous answers. To update them with current choices,
click ¢ Refresh. (When working in one of these answers, a flag appears above the cursor, reminding you
to click Refresh to update choices.)

Peeking # «_-

While typing answers, you may want to peek at the location(s) in the form where your answer will be
used. Click ® Peek Next to turn on a split-screen view showing where the current answer is used in the
form. Click ® Peek Next again to advance to the next spot where the same answer is used, or click

-~ Peek Off when you're finished with the split-screen view.

Filling in the Form

Start @

After opening a form, click B start to move the cursor to the top of the Questionnaire, ready to start
answering questions. This also updates any Smart Answers that use Master Lists (page 119) as their
source. If the form is especially large and complicated and you don’t want to wait, you can bypass the
updating step by holding down Shift while clicking 5 start.

Fill i

After typing answers in the Questionnaire, click = Fill to move all of the answers up into the form,
automatically formatting Fields properly, changing pronouns and singular/plural words, calculating date
offsets and math, and including or excluding conditional text as appropriate.

After filling in the form, you may save it in its “filled” state indefinitely. At some later date, if a
misspelling is discovered or other info changes, simply make the revision in the Questionnaire then click
== Fill again to update the entire form.
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If your form is exceptionally large (over 1,000
Fields, Lists, and Conditions), you qualify for

Since this is a long form, you may want to speed up the Fill process.

Speedy Fill mode. After clicking & Fill, this ' Don't Refresh
. . Use this if the answers in the Q&A Table are correctly entered
screen appears, with three options: and don't need to be checked.
Don’t Refresh: This skips the Refresh step that [ Don't Reset
ordinarily occurs at the begmnmg of the Fill Use this if the form has not been previously Filled, and all
. fields are in their unprocessed {FieldName} state.
process. That step attempts to fix any problems
with answers in the Questionnaire. If you're L_[Eetrity
Use this if the form can be finalized and all automation
comfortable that answers are entered correctly, removed (including the Q8A Table).

WARNING: This permanently turns the form into a plain

e . .
then it’s safe to use this OpthI'l. If the document with no automation. There is no going back.

Questionnaire contains a bajillion answers,
this will save some time. () 2011-2013 Snapdone, Inc.

Cancel More Info

Don’t Reset: This skips the Reset step that ordinarily occurs next in the Fill process. That step restores
all Fields, Lists and Conditions to their original, pristine state, which is important if the form has been
previously filled with == Fill or -2 Blanks (page 115). Use this option if you're certain the form has not
already been filled in. If the form contains a ton of Fields, this will save some time.

Petrify: When this option is selected, the form is both Filled and Petrified, just as if you clicked # Petrify
(page 115) immediately after &= Fill. If the form contains a great big buncha Conditions, this will save a lot
of time. But remember: This step is irreversible. All automation (including the Questionnaire) is removed
from the form, so you cannot go back and change your answers later.

Attention Markers /!

If a form contains an Attention Marker, it will automatically be selected when you click - Fill, and its
message (if any) displayed. To move on to other Attention Markers in the same form, click /. Attn.

Reset ©)

After filling in a form with == Fill, you may want to return to the original unfilled view. Click ) Reset to
return the form to its original state, without disturbing the contents of the Questionnaire.

This is especially important for form authors when testing a form. After clicking &= Fill to test a form,
always 9 Reset before making changes to the form; otherwise your changes might be lost.

Blanks ?

Click 2 Blanks to replace Fields with blank lines. This is handy if you want to print out a copy of the form
so that it can be filled in by hand. Some form authors save their finished forms with Blanks turned on
because it makes the form look less complex and more welcoming to form users.

Petrify nig

After finalizing a document, you may click 2 Petrify to convert all Fields to plain text and remove the
Questionnaire. The document is then an ordinary Word document stripped of TheFormTool features, ready
for emailing to a client or any other purpose. You may also choose to automatically scrub metadata from
the finished document during Petrify (page 134).
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Capturing and Reusing Data (Save/Load) Y

Many forms might be used in a single matter, and lots of info is repeated among those forms — the client’s
name, address, phone number, and so on. Rather than retype all that info in each form, you can save answers

from one form and reuse those answers in later forms.

Saving Answers

After typing answers in a Folc

Answers

j IIM&' Close |i|

Questionnaire, click “ Save/Load.

EE® Answers in form

rdpdl

Choose where the answer file will be
saved in the Folder box. (See page 118
for more on creating, renaming, and
deleting folders.)

If an answer file has already been
created for this matter, select it in the
File box. If not, Click “i* to create a new
file.

John Smith [he]
Plaintiff

Jane Jones
Defendant
12345678

After selecting (or creating) an answer rolder [ Ansuers

file for this matter, click ® to indicate Fle [ Smith v. ones
answers should be copied from the form SN

BB Answers in form

jilﬂilﬁl Close il
SRl 2 %] ®

) Answers in file

Clien
to the ﬁle ggzm.

OppParty
Docket
Date

6/19/2011
Atty Jennifer Sykes

John Smith [he]
Plaintiff

CheCkbOXGS ShOW WhiCh answers Will Folder I Answers

j ﬂililﬁl Close |i|

be copied to the file and give you a Fie
chance to refine the selection if needed.

Click GO to finish.

I Smith v. Jones

Label
Client
ClientParty

OppParty
Docket
Date

REEREEE

EE® Answers in form

John Smith [he]
Plaintiff

Cpp Jane Jones
Defendant
12345678
6/19/2011

Atty Jennifer Sykes

Q%] # 2] x[m

() Answers in file

= S
{5) 2011 Snapdane, Inc.
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Loading Answers

Now suppose that you are using a second form for the same matter. Instead of retyping answers into the
second form’s Questionnaire, simply load the answers you saved previously.

Click "= Save/Load and select the Folder Eolder [answers Axlixel e |z
where the answer file is saved. F |1 LIP3

Label
Client
ClientParty
0|

Select an answer file in the File box.

If there are lots of answer files, use the —
& search button for fast results.

After selecting an answer file, click € to older [ Answers SxlslxlGl o | 7]
indicate answers should be copied from the iz [ S sanes ZQl%| |7 %3]
ﬁle tO theform. \. g:::g::‘ B Answers in form ;?;:tifm\m [E Answers in file
\ e
Docket 12345678
Date = 6/19/2011
Atty Jennifer Sykes
»
Checkboxes show which answers will be tolder [ Anawers AxlrlxG] e | 2]
copied to the form. e [ Smithv. Jones S| ]2 x| m]

Label BB Answers in form
Client
ClientParty
Opp
OppParty

|5 Answers in file
John Smith [he]

ET

Jane Jones

Defendant

Click GO to finish.

&

Docket
Date
Atty

12345678
6/19/2011
Jennifer Sykes

1€ [ K K E]

B | B B | B
(€]

201 Snapdone, Inc.

Updating Answers

You will frequently want to update the answers in an answer file. Perhaps you corrected a name spelling,
or maybe a new form asked questions that did not appear in earlier forms. With the current form on your
screen (and accurate answers in the form’s Questionnaire), click * Save/Load, select the answer file, and
click & to indicate answers should be copied from the form to the file.
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Answers that differ between the form and Eolder [ Anewers B s | 2]
the saved file are automatically selected. sie [ Smith v oones Q| #)2x|o

Label B Answers in form ) Answers in file
Client John Smith [he] John Smith [he]
ClientParty Plaintiff Plaintiff

Opp a ones a es
OppParty Defendant Defendant
Docl 12345678 12345678
[ 6/19/2011
e cnnifer Sykes Jennifer Sykes

OOE0O0

Al

In this example, the opposing party’s
name was spelled Jane Jones in the saved -
file, but it has been corrected to Jayne
Jones in the form.

Click GO to finish, and the file is updated ___
with the new name spelling.

e ] B | @ g 5o |
(2] 201 Snapdone, Inc.

Organizing Answer Files

When first installed, TheFormTool stores all answer files in a single folder named “Answers.” But you may
want to subdivide that folder into several subfolders or even sub-subfolders.

Use the Folder buttons at the top of the

“ Save/Load screen to organize the area Folder | j |2 X|E

where answers are saved in your office.

Click “o* to create a subfolder within the selected folder, #” to rename a subfolder, or X to remove a
subfolder. Use & to paste an answer file into the selected folder after copying it from another folder.

Use the File buttons at the top of the ‘ File | j Q | %(| ;
" Save/Load screen to manage answer files.

7| x|

Click & to find a file in the currently selected folder or its subfolders, and % to return to a listing of all files.
Click “* to create a new answer file within the selected folder, +* to rename an answer file, or X to
permanently remove an answer file and all the answers it contains.

To use one answer file as a starting point for another (for instance, if two matters are related and share
much of the same info), click @ to copy the first file, select the folder where the new file belongs, then click
& to paste it.

Sharing the Questionnaire [li'J—-|

Rather than fill in the Questionnaire yourself, you can use it to collect answers from someone else, even if that
person does not own TheFormTool or Doxsera®. All they need is Microsoft Word, version 2007 or later.

1. Prepare and Send the Questionnaire

First open a form as if you were going to fill it in yourself, then click i Tools, 23 Prepare to Share.
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This screen walks you through several steps to make the T

but does not own TheFormTool:

Questionnaire usable by anyone who owns Microsoft Word, gpa [ oo
version 2007 or later. Depending on your choices, it will:

Step1 Check linked answers and sourced answers (answers
that use other answers as a source for choices). You are
prompted to convert linked answers to Grids, while
sourced answers are automatically made sharable.

=]
=
_ o |
=i
[ ]

Cancel
(5] 2011-2013 Snapdane, Inc. Q

Step 2 Adjust series answers to include enough empty slots for
complete answers.

Step 3 Convert checkboxes to be compatible with Word 2007.

Step4 Remove the content of the form so the Questionnaire
can be shared by itself.

Step 5 Hide the Label column of the Questionnaire.
When finished, send the prepared Questionnaire to your target audience, asking them to return it to you
after answering all the questions.

2. Save Answers

When the Questionnaire is returned to you, open it and click " Save/Load to save the responses to an
answer file (page 116). Then close the Questionnaire — it’s not needed for Step 3.

3. Fill in the Form

Use the original form to start a fresh document, and click " Save/Load to load the responses you saved in
Step 2. Click == Fill, and the form is complete.

Sources: Master Lists

Master Lists are great repositories for tabular info (arranged in columns and rows) that is used in multiple
forms. For example, many firms maintain a Master List of employees, along with their direct dial numbers,
email addresses, and other info. That info is then available in all forms to create signature blocks and
personalized letterhead. Rather than require the form user to type a name, create a Dropdown answer that
uses a Master List as its source (page 11). Not only have you saved the form user the trouble of typing the
name; they also don’t have to type (or even remember) the email address and phone number. And when a new
employee joins the firm, type the new name, direct dial number, and email address in a single location — the
Master List — and all of the forms using that Master List are updated with the new info.
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Creating Master Lists

Lesson 18 Lesson 18 Lesson 18 \

In this lesson, you create a Master List named
Lesson 18: Creating Master Lists “Employees” to store employee names, direct dial
numbers, and email addresses.

i Add a new o Click Sources, - Master Lists to open the Master Lists screen
Master List a Click " to create a new Master List
b Name the Master List Employees and click OK

C Choose 3 columns and click OK to open the Master List editing document

Haster st [ ]| x| [ oane |
5
Doxsera X

MName of new Master List?

Cancel

Doxsera X

ployees
r 1 How many columns in the Master List?
(You can change the number of columns later.) Cancel
3
15000200 S,

yA Add content a Type column headings in the first row: Name, Ext, Email

to the Master List b Fill in as many rows as you like (to add a new row, press Tab when the
cursor is in the last cell)

MASTER LIST: Employees This is an ordinary Word table, so you
After editing, click Sources, Master Lists to save| can use all of Word’s built-in table editing
Name Ext Email commands to add, delete, and move rows
Jennifer Sykes 8934 sykes@lawfi and columns. A summary of handy
Herb Blount 9478 blount@law .. .
Ethel Adams 8234 adams@law]  Keystrokes is included in the footer of the
Master List editing document.
ol . e = . .
e Save your work e Click %' Sources, = Master Lists to return to the Master Lists screen

a Click Save and Close

Master List: Employees

8934

1378
8234

This Master List will be used in Lesson 19 on page 122.

Lesson 18 Lesson 18 Lesson 18
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Modifying Master Lists

Click (& Sources, - Master Lists at any time to return to the
Master List screen and manage your Master Lists.

After selecting a Master List, click /" to rename , or X to
permanently remove the whole Master List and all the data it
contains.

Click Edit to open the Master List editing document so you can
make changes or additions.

1100 39 e,

Import and Export Master Lists

When TheFormTool is installed on a network, Master Lists are shared among all users. But you may wish to
download and install sample Master Lists or share Master Lists with TheFormTool users at other offices.

To import a Master List: Open the Master List document that you downloaded or received, click @ sources,
= Master Lists to open the Master Lists screen, and click Save and Close. WARNING: If you already have a
Master List with the same name as the Master List being imported, it will be overwritten with the imported
Master List.

To export a Master List: Click (@ sources, = Master Lists to open the Master Lists screen, select a Master List,
and click Edit. Save the resulting Word document and send it to the recipient.
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Using Master Lists

Lesson 19 Lesson 19 Lesson 19

Use your Master List of Employees to create an

Lesson 19: Using Master Lists automated signature block.
¢ Master List (page 119) Prerequisites:
¢ Dropdown answer (page 9) * “Employees” Master list from Lesson 18 on
page 120
1 Create the a Type or copy/paste this text into a blank document
Questionnaire ® (Click B Questionnaire, % Create to add a Questionnaire

b Fill in the Questionnaire as shown

| swear that the above-stated facts are true and correct.

Jennifer Sykes
(555) 555-8934
sykes@lawfirm.com

TheFormTool (c)2011-2016 snapdone, Inc.

Question Answer
Signer Who will sign this document?
y2 Create a a Put the cursor in the Signer answer box and click “& Smart Answer
Smart Answer b Click the Dropdown answer type

C Select the source Master List, Employees and click OK

Lot Dropdown | Yes/Ma | Chackhaxas | Dariyed |

TheFormTool () 2011-2016 Snapdone, Inc ote tecodzan
Label

Question Answer

Who will sign this document?

If Employees is missing, you haven’t
created the Master List yet. See
Lesson 18 on page 120.
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8 Add Fields

Lesson 19 Lesson 19 Lesson 19

Select Jennifer Sykes and click ¥s Field

Select the Signer answer

Select the Name column of the Master List and click OK
Select 8934 and click ¥s Field

Select the Signer answer

Select the Ext column of the Master List and click OK
Select sykes@lawfirm.com and click ¥s Field

>o0m - 0O Q 6 T 9

Select the Signer answer

Select the Email column of the Master List and click OK

Questionnaire ] ’;Sﬂ

| swear that the above-stated facts are true and correc

" Nmbr

Jenni es ®
(555) 555-8934 1L | o _‘

_\ Sykes@|awﬁrm_1 Questionnaire | Qﬂﬂ & text [ Emal =
(D Before g |
t
% FreeForm
" First capital FE

e Case

| swear that the above-stated facts are true and correct. fercace

PERCASE

I Blank line

{Signer:Name}

| cancel
(555) 555_{Signer:EXt} (] 201-2016 Snapdone, Inc.
I {Signer:Email} P sankine |
@ After — = p—

(c) 2011-2016 Snapdane, Inc.

" Date
. Format.
we O 2
% Questionnaire & Text Ext -

@ Jext | Name ~

¥ Blank line

| cone

o) 2011-2016 Snapdone, Inc.

=THE PAYOFF =

All that’s required of the form user is to select an employee from a dropdown box in the Questionnaire.

When = Fill is clicked, the name, extension, and email address are all filled in automatically.

TheFormTool (c) 2011-2015 snandone, Inc. | swear that the above-stated facts

Label Question Answer are true and correct.

Signer | Who will sign this document? Herb Blount »

Herb Blount

(555) 555-9478
blount@lawfirm.com

Lesson 19 Lesson 19 Lesson 19
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Sources: Wrappers

Wrappers change the overall appearance of a finished document without changing the content. Use Wrappers to

produce the same content with a variety of “looks.”

ACME INTERNATIONAL

Dear Sirs,

Enclosed pleaseffind our guarterly
payment of $200.00:

Sincerely,

Preston Gilworth

ACME INTERNATIONAL
123 MAIN STREET
SEATTLE, WASHINGTON 881011234

oyl Cr
e//().}/ C Uz/?%ﬁkj

123 Main Street
Seattle, WA 98101

Dear Sirs,
Enclosed please find our

quarterly payment of $200.00.

Sincerely,

Preston Gilworth

otablished 1972

In the two letters above, the content is identical (“Dear Sirs, Enclosed please find...”), but Wrappers have

dramatically changed the appearance (fonts, margins, headings, indents, spacing, headers, footers,

watermarks, styles, etc.). Wrappers turn a single form into a chameleon that can instantly rebrand itself to
serve multiple affiliates, subsidiaries, jurisdictions, or marketing channels. And Wrappers can automatically
apply your own corporate identity to generic forms supplied by form publishers and other external sources.

Creating Wrappers
1. Get the Right “Look”

First open a document that has the right “look.” If headers and footers are part of the look, be sure to
check both first- and second-page headers and footers (and odd/even headers and footers if applicable).
Page formatting is also important — margins, paper size and orientation.

Pay close attention to the Styles contained in the document. (In fact, this might be a good time to brush up
on your Microsoft Word Style skills, if you're not already familiar with that feature.) The Normal Style, in
particular, controls the appearance of much of the document, and the Body Text Style is often employed to
determine default paragraph formatting. Heading Styles (Heading 1 through Heading 9) are excellent tools
to customize the appearance of a document, and can include automatic numbering. If this Wrapper will be
applied to documents that contain footnotes, endnotes, tables of contents, tables of authority, or indexes,
then be sure those Styles are all formatted as desired (Footnote Text, Endnote Text, TOC 1 through TOC9,

TOA Heading, and Index 1 through Index 9).

More generally speaking, be aware that when a Wrapper is applied to a form, every Style used in the form
will be converted to that Style’s appearance in the Wrapper. That’s great, because it gives you enormous
freedom and flexibility to dramatically alter document appearance; but it does mean you must be vigilant
about the format of Styles in Wrappers and the way Styles are applied in forms that use Wrappers.
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2. Remove Content and Save-As

Once the page format, headers, footers, and Styles are correct, delete all the text in the body of the
document. Remember: We are creating a Wrapper for content that will supplied by a form; the Wrapper
itself does not contain any content (except what's contained in the headers and footers).

Save the empty model document (be sure to use the Save-As command if you don’t want to overwrite the
document you started with).

3. Create and Name the Wrapper

With the saved model document open on your screen, click

@ Sources, !F Wrappers, Create new Wrapper with current T wrappers
document. You will be prompted to type a name for the new

Wrapper.

[ |x [N

Create new Wrapper with current document

(&) 2011-2015 Snapdone, Inc.

Adding Wrappers to Forms

Ask the User to Choose a Wrapper

As a form author, you may want to allow the form user to choose a Wrapper. For example, if we had

created two Wrappers named Acme and Posh, we could ask the form user to choose one of them to create a
finished document branded with either look.

DoXserd (c) z011-2015 Snapdone, inc.
To create a Wrapper question, add a new row Label Question
Name Name of client John Smith
wherever desired in the Questionnaire (click Effective date 11/36/14

Choose a “look” for this document
3 Row/Column, ¥ Add).

Type a question in the Question column, but
leave the Label column blank. (The label will be
provided automatically in the next step.)

Put the cursor in the new row’s answer box.

Click “¥ Smart Answer, select Make this a Wrapper question, and click OK.

Choose a label for this question.
" Label

+ Make this a Wrapper question

Cancel

(<) 2011-2015 Snapdone, Inc.
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Select the Wrappers that should appear as choices for the MR | e Ehmaron| Bt

user (in this example, Acme and Posh). et
Click OK.
Doxserd (c) 2011-2005 Snapsdone, Inc.

Two things happened: Question :

ri ime Name.o[ client | John Smith
(1) The label TFTWrapper was added. 5..‘,' irapper | Choose + o for this document l ;?1;|"im

" e |

(2) The selected Wrappers appear as choices in o

a dropdown answer.

When this form is used and the form user selects Acme or Posh, the corresponding Wrapper will be
applied during the o Fill step, instantly transforming the appearance of the finished document. At a later
date, if a different appearance is needed, the user can select a different Wrapper and click = Fill again.

Automatically Apply a Particular Wrapper

Sometimes the form author wants to apply a particular Wrapper to a particular form each and every time

the form is used. Since no input is required from the form user, this is best handled with a Derived
answer.

The steps are the same as above, except in the Smart ersesa Lol ooned |

Answer screen: -

Click Derived. =

Select the Wrapper to be applied.
Click OK.

Automatically Decide Which Wrapper to Apply

As a variation of the above, the form author could add Conditions within a freeform Derived answer so

that the correct Wrapper is automatically selected, depending on responses to other questions in the
questionnaire.
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Doxsera (c) 2011-2015 snapdone, Inc

In this form two Conditions have been created, Question Answer

. . . Name Name of client John Smith
so that the Acme Wrapper will be applied in Date Effective date 13/16/14
. . TFTWrapper | (derived) AQ {if:Acmel{if:Posh]
some circumstances, and the Posh Wrapper will e
be applied in others.

Wrappers and Section Breaks

If your form contains section breaks (accessed in Word’s Page Page Setup ?
Layout, Breaks menu), be aware that some Wrapper formatting will
only be applied to the last section in the finished document. This is s — .
because formatting stored in preceding section breaks takes
precedence over formatting stored in the Wrapper. This has no A m|
impact on Styles, but does affect headers, footers, and Page Setup
settings that are applied to This section.

In this situation, if you require headers and footers to change
throughout the form instead of just in the last section, you could
(1) eliminate the section breaks; (2) split the form into separate
forms; or (3) add Conditions within each header/footer so that the
unwanted “look” is removed and the desired one is retained.

Set &5 Detault [ ox Cancel

More Tools for the Form Author

The Field/List/Condition Screen

i
The ¥3 Field, i= List, and & Condition screens contain a few more features to make life easier for form authors.

Blank Lines

When inserting many types of Fields and Lists, a Blank T [+ & 2]
line checkbox appears in the Format screen to determine
what happens during the = Fill step when answers are
left empty in the Questionnaire.

& Text

" Nmbr

Signer
" Date

Format
* FreeForm
 Figst capital

" Title Case

If Blank line is checked for a particular Field or List and its
answer is left empty, a blank line is left in the finished
document to mark where info is missing.

" lowercase

" UPPERCASE

If Blank line is unchecked for a particular Field or List and
its answer is left empty, the Field or List is removed from
the finished document with no placeholder left behind.

v Blank line

(6 2011-20% Snapdone, Inc.

Including blank lines is usually preferable, because they provide a visual cue when info is missing. But
you may want to exclude blank lines for Fields in table cells, for instance, because the blank line looks
confusing (and unattractive) when combined with the table grid lines.
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Field/List/Condition Count

The Field screen includes a button to count how many

, gy - |
times each answer is used in the form, whether as a Field, ‘  mbr
T Data

List, or Condition.

After clicking #, the column of numbers appears. — B

2 [ oo
Search for a Label
When the Questionnaire is long, it can be tough to find a ‘Qt | — | - |

particular answer. Click Cto display the Find box. £
Type any part of the label name in the box to locate the -

one you want.

& Text

>>>>>>

Alphabetize

Click abc to toggle alphabetical sorting. With alphabetical —_— = &
sorting turned off, labels are listed in the same order that cos : i

Signer 2

" Date

they appear in the Questionnaire.

Find Other Locations to Paste Field

When adding a Field, instead of clicking OK to insert it - Al
once, click =d to find other locations in the form where
you want to paste the same Field.

% Text " Pronoun

DOoB

" Nmbr " Sing/Plural
" Date
Format

| ¥ FreeFarm L

Find what: | John Smith|

Replace with | {Signer}

You can also open the Find-and-Paste screen directly
from the TheFormTool tab by clicking {1 Tools, = Find and
Paste (page 128).

Replace All ‘ Find MNext Done

() 2011-2015 Snapdone, Inc:
T r

¥ Blank line

(o) 20112016 Snapdane, Inc.

Editing Questionnaires and Grids

The Questionnaire is “locked down” to prevent form users from accidentally changing the structure that was
built by the form author. So you cannot use Word’s ordinary table editing commands to delete a row, for
example. But TheFormTool provides several complementary commands so you still have full control.

Questionnaire Removal

Questionnaires are ordinarily only removed from finished documents after a form has been used (Petrify,
page 115). But if you're working on a form and you need a complete fresh start, you can click
B Questionnaire, = Remove to completely wipe out the Questionnaire along with any Grids.
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Row/Column 3

Click == Row/Column for a list of commands to manipulate rows in the Questionnaire or columns in a
Grid. Add and remove rows/columns with ¥ Add and = Remove. Copy a row/column with == Copy.
Rearrange rows with * Move Row Up and # Move Row Down, and columns with ® Move Column Left and
*» Move Column Right. (Select multiple rows/columns to move several at once.) Toggle the visibility of
Labels and Derived answers with “~ Show/Hide. Organize long Questionnaires and colorize Grids with

B pivider (page 129).

Once a form is complete, you may want to hide the Label
column of the Questionnaire so it does not distract form
users. Click === Row/Column, " Show/Hide to toggle the
visibility of that column.

Empty Cells K

When you need a clean slate, select any number of cells in the Questionnaire or a Grid and click n?TooIs,
X Empty Cells to delete their contents. To prevent corruption, only use % Empty Cells on an entire row in the
Questionnaire or an entire column in a Grid.

s
Relabeling and Deleting Questions .8

To relabel or delete a question in the Questionnaire or a column in a Grid, select its e — ?]
label and click ¥ Field. Relabeling or deleting a question also relabels or deletes all of
its associated Fields in the form.

Delete Field

[ == |

Cancel

(21201 Snapdone, Inc.

Clearing Answers [?7]

While creating a form, you may type sample data into the Questionnaire for testing purposes. When the
form is finished, you can empty out all of the sample data by clicking i Tools, [**] Clear Answers.

Dividers @

Use the o3 Row/Column, B Divider menu to organize large Questionnaires with explanatory dividers
and eye-catching color schemes.
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Lesson 20 Lesson 20

Lesson 20

In this lesson, you make a Questionnaire more
approachable by subdividing it into Buyer Info and
Seller Info.

Lesson 20: Dividers in Questionnaires

e Open a blank document and click BB Questionnaire, ¥ Create to add a
Questionnaire

{8 Create a

Questionnaire
a Fill in the Questionnaire as shown

TheFormTool (c)2011-2016 snapdone, Inc.

‘ Answer

Question

BuyerName Name of buyer?
BuyerAddr Address of buyer?
BuyerPhone | Phone number of buyer?
d SellerName Name of seller?
SellerAddr Address of seller?
SellerPhone Phone number of seller?

a Put the cursor anywhere in the BuyerName row and click
= Row/Column, E Divider, ¥ Add

y2A Add a Divider

TheFormTool (c) 2011-2016 Snapdone, Inc. Doxsera (c) 2011-2016 Snapdone, Inc.

Label \ Question Answer Question Answer
BuyerName Name of buyer? [type heading here]
BuyerAddr Address of buyer? a BuyerName | Name of buyer?
BuyerPhone | Phone number of buyer? BuyerAddr Address of buyer?
?
SellerName Name of seller? BuyerPhone | Phone number of buyer?
SellerAddr Address of seller?
SellerName Name of seller?
\ Phone number of seller?
@ Before SellerAddr Address of seller?
IS SEaly
‘ @ After )ne Phone number of seller?

¥ Add a heading a Type Buyer Info in the Divider

and a second Divider b Putthe cursor anywhere in the SellerName row and click
= Row/Column, = Divider, - Add, and type Seller Info

TheFormTool (c) 2011-2016 snandone, Inc.

Question \ Answer
Buyer Info
a BuyerName Name of buyer?

BuyerAddr Address of buyer?
BuyerPhone | Phone number of buyer?
SellerName Name of seller?

d SellerAddr Address of seller?
SellerPhone Phone number of seller?
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Lesson 20 Lesson 20 Lesson 20

a Put the cursor anywhere in the Buyer Info divider

Add color h here in th fo divid
(if corporate gray ® (Click == Row/Column, B Divider, @ Color, [ Blue
isn’t your thing) b Put the cursor anywhere in the Seller Info divider

® (lick == Row/Column, = Divider, @ Color, Yellow

TheFormTool (c)2011-2016 snapdone, Inc.

Question \ Answer

Buyer Info
(D Before BuyerName d

me of buyer?
BuyerAddr Address of buyer?

If you want to remove a
Divider later, put the
cursor in it and click
1 Row/Column,

=] Divider, = Remove.

BuyerPhone | Phone number of buyer?

Seller Info

SellerNa Name of seller?

SellerAddr Address of seller?

SellerPhone Phone number of seller?

TheFormTool (c)2011-2016 snapdone, Inc.

Label Question | Answer

Buyer Info

BuyerName | Name of buyer? You can also colorize an
BuyerAddr | Address of buyer? entire Grid by putting the
cursor in the Grid, clicking
—— Row/Column,

= Divider, @ Color, and
choosing a shade.

BuyerPhone | Phone number of buyer?

Seller Info

SellerName Name of seller?

SellerAddr Address of seller?

SellerPhone Phone number of seller? ‘

Lesson 20 Lesson 20 Lesson 20

Reusing Questionnaires FEE

As you create more forms, you will find yourself asking the same types of questions in many different
Questionnaires. For example, an attorney might have one set of questions that are typically used in Estate
Planning matters, another set for Litigation matters, and another for Corporate matters. Rather than recreate
those Questionnaires from scratch in each form (or finding an old form to copy-and-paste the Questionnaire),
save your frequently-used Questionnaires in a “bank” for future use.

Saving a Questionnaire

Note that this process is different than saving answers (page 116). Here we’re saving the questions so that
they can be used to quickly create similar Questionnaires in other forms.
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Open a form that contains a good Questionnaire and click j

. . r . Fold Tables -| 4 |
EE® Questionnaire, d Save to open this screen. o #| /x|
Questionnaire N
onnaires

Choose a Folder in which to save the Questionnaire. g
Freviously saved

Type a Questionnaire Name, and click Save. ===

Other buttons in this screen work the same as those in the
answer-saving screen (page 118). Use the three buttons at the
top to create, rename, and delete subfolders.

L D |m]x N

And use the four buttons on the right to rename, delete, copy, (6] 201201 Snapdone, e Save ‘ S
and paste previously saved Questionnaires. r
Reusing a Saved Questionnaire
Once you've saved a Questionnaire, it can be retrieved into Folder [ Tabies E ﬂ
any document you want to turn into a similar form. Just click Questionnsive | Rel Ext E
¥ Questionnaire, id Load, and select the previously saved ——
Questionnaire. Promerty

Pee

County

Cancel
(=) 201-2014 Snapdaone, Inc.

Checking Forms

Check Form

After creating a form, it’s a good idea to click ( HTTooIs, + Check ﬂ
Form. TheFormTool checks for problems or inconsistencies and Extra questions

helps f]_X them PROBLEM: One of the questions is not used in the form.
Label Question
Property Name of property?

In this example, the Questionnaire contains a question asking
for the name of the property, but the form doesn’t contain any
Fields that use that question. Clicking Remove all extra questions
would remove that question from the Questionnaire, since it is

SOLUTION:

not used in the form' EEH—,DVEE” Return to

= il gr form for
i extra guestions ! editing

Ignore for now
and continue
checking form

If you have forms that were created with earlier versions of
TheFormTool, use + Check Form to convert them to current
standards — this will make the 2 Fill process a little faster.

Find and Paste 7}

The Find and Paste screen (1T Tools, = Find and Paste) allows you to search for any text and replace it with
whatever you most recently copied to the Windows clipboard. It is most commonly used when creating forms
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from old documents — search for the old client’s name everywhere it appears in the document, and replace it
with a corresponding Field that you've copied.

In the example shown here, a {ClientName} Field
was recently copied to the Windows clipboard
(with Ctrl+C or any other copying method).

The Find and Paste command is being used to /
paste that copied Field everywhere the name e~ Replace Al | T
Jeremy Hunt appears in the document. SO Snapene. e

Find what:

Jeremy Hunt 7

clipboard:

Click More to see the same search options that appear in Word’s search-and-replace screen: wildcards, sounds-
like, special characters, etc. A shortcut to the Find and Paste screen also appears in the Field screen when
inserting Fields (page 128).

Highlighting Conditions and Lists tT Authors

In a complex form with lots of coding, it's sometimes difficult to see exactly where a particular Condition or
List ends. To highlight a whole Condition, List or Sublist, put the cursor in the beginning marker — {if: or {List:
or {Sublist: — and click n?TooIs, I Highlight List/Condition.

Language for Date Fields 7 Users

When Date Fields are processed, the language used for months is determined by the computer’s language
settings. But you can override that setting and dictate that English be used instead by clicking i Tools,
I Language, English.

Options .- iT Authors

Holidays

When creating Date Offsets (page 16), you can choose to skip holidays. TheFormTool initially includes the
11 official U.S. federal holidays, but you can modify that list.

Clle bl Optlons’ HOIIdays tO Open thlS screen. Items in this list count as holidays when calculating dates. ﬂ
Clicking “* to create a new holiday or ~* to modify an #|
existing holiday opens the holiday editing screen, 2| Third Wonday in February Preseients Day
Last Monday in May Memarial Day
Shown be]_ow_ ﬂ July 4 Independence Day
@ ;irst Mdnr’L‘daydin E‘_.Epgitmlger |:L:al'fnr anD
econd Monday in October olumbus Day
Click % to remove a holiday or # # to reorder the list. 3 B eay in November Jeterans o2y
December 25 Christmas
(=] 2011 Snapdone, Inc. EEmast

Select Date for holidays that occur on a specific date, either each year Hoiday | TREmEGRTGHIET] ﬂ

or in a particular year. pate  [nuary <[t <|[every year ]

{" Offset from January 1
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Select Offset from January 1 for holidays that require a formula, like the woidey [ romSoTREEET 2|

tirst Monday in October. \ e
* Offzet from January 1

|gn to j‘ﬁrst j |Mnnda§ﬂ

Start with the supplied date and go
to the same day in October of that
year. Then go to the first Monday
in that month.

Description | 1st Monday in October

e
[£) 201 Snapdane, Inc

Metadata Scrubbing

Microsoft Word includes sophisticated built-in metadata scrubbing, but it’s easy to forget to use it. Click
“ Options, Metadata scrubbing to automatically include scrubbing during Petrify (page 115).

Sharing Information

TheFormTool initially saves program info (saved answers, saved Questionnaires, holidays, Master Lists,
and Wrappers) on your local computer. But if your firm owns more than one license, you will likely want
to share all of that info with other people in your office. To do so, click % Options, Path and enter the path
to a shared folder on your network. If you previously saved info on your local computer, you will be
asked whether you want to copy that info to the shared folder.

If several people in your office have separately saved info on their local computers and you now want to
combine the various collections of files in one shared folder, exercise some discretion over which files are
copied from each user to avoid duplications and overwriting. To do that, use Windows Explorer to
browse to each user’s local TheFormTool file location (indicated in their %+ Options, Path screen) and copy
only the desired files from that user’s local folder to the new shared folder.

Uninstalling

To uninstall TheFormTool from a computer click % Options, Uninstall. A message directs you to the file that
needs to be deleted on your computer.
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.doc, .docx, .dot, .dOtX.....cceeieeriieieieieeeeeeee e, 6,7
{###}, (##/44/##} (abbreviated math or date Field)........... 92
F o [ (Devreerenteeree et See Math functions
AJAN CONAIHON. ..ot 46
USEA 1N LESSOM ...ttt 93
Abbreviating Fields ........ccccovnnniiecccccinnrnneees 23
math formulae and date functions............ccecevveevevievenenieniennne 92
abc button (sorting Fields) ... 128
Absolute (math function)......c..ccceceeervecereniennerereeeneenen 92
Activating TheFormTool...........c.ccooeieiiiiiiie, ii
Add button — add item to series answer or Grid.......... 114
Addition ......coevveeieeieieieeeeee e See Math functions
Administering licenses..........cccovvueveueemcccrininnrnreennes 134
Age (math function).........cccoevvviiniiicii 93
USEA 1N LESSOM ...ttt 93
N =] ST See Attention markers
Allow user to write-in a different response..................... 11
Alphabetizing ........cccoeeeieiviiiiec See Sorting
Alphabetizing Fields (abc button) .........ccccocoeveinenene. 128
Amortization.........ccceceeeeennene See Payment (math function)
AND in Conditions.......ccecveeierreeeierieriereeeeie e 39
Another answer source for answer choices..................... 10
ANSWET DOXES ..ottt ettt
Answer column in Questionnaire
Answer files......cccecveveevierenineenenne. See Save/Load answers
Answering questions in the Questionnaire................... 113
Answers

AEfAUILS....eeiieicieceeeeee ettt re s
linked.......
converting to Grid
USEd IN L@SSOM ...ttt
TefreShing .....coviviiiiiiii
saving and loading ..........cccccoeeueieieinne
SETIES 1ruveenreeeureerieeeteeteeste et estteesaeesseesteesaeessseenbeesaseeseenseesneens
adding tems........coevriiiiiiii
deleting ItemS ........cccccuiuciiiiiiiiiiccc
moving items up and down ..........ccceeeeeciiice 114
TeMOVING TtOMS....ooviiiiiiiiiiiiiiicc e 114
used In 1esson ......cooeveveveveeeneeeenns 51, 61, 64, 68, 79, 85, 105
SMATE ANISWETS vttt ettt ettt sttt sae s e b eaes 7
SOUTCE fOI CHOICES ....cvivieeiciietictiieeeeeece ettt 10
types
ChEeCKDOXES ....vevievevieveerieriereteeeieete et ee e es s s seeseeseenas 12
updating choices with Refresh ...........cccccccennnnanee. 114
USEd IN 1€SSON....ccvivieieeiectieteeecte et 79
DrIVEd....veoeieiieieieeteeeeee ettt 12
RIdINg ..o 14

USEd N 1@SSOMN ..o 79, 85, 93

DIropdOWn ..o 9

AlLOW WIIEE-IN oot 11

updating choices with Refresh............ccccccccvnninn. 114

used in lesson .........ccccveeevennennen. 25,51, 55,68, 71,105, 122

GIId it See Grids
linked

USEd N LESSOM ...t 79

Pronoun................ See Answers, types, Text with Pronoun

TEXE ettt sttt 8

used N 1eSSON .....ceeveeevveeiceieeecieeeae 51, 61, 64, 68, 79, 85

Text With Pronoun........cccecvecvecieinenienieiececeeseeeeeeeeiens 9

USEd 1N LESSOM ...ttt 25

YES/INO ..ottt ettt ettt re et st esae s eseeseeaesresans 11

USEd 1N LESSOM ...t 42

Apostrophes with Singular/Plural Fields........................ 24

ATIthmetiC. . i See Math

Attention Markers.........cooovvvveiiveeeieeceeeee e 113,115

AN DULTON oot 115

Automatic answers............... See Answers, types, Derived

Black circled numbers in Lists ........cccceeevveeeeeereeennen. 50, 54

Blank lines for empty answers..........c.ccccceeeeverreeuenencnenee 127

Blanks DUttOn.........ccveevieveecieeieceectecerecre et 115

Borders in a List formatted as a table...........c.ccoeevvenneneen. 50

BOXES, ANSWET .....eiiiiiiie e et 8

Braces in Math SCreen.........ccooveeeeeeeveeeeeeeeeeeeeeeeee e 88

Options
HOLidays.....cciiiiiiiiiiiiiccs e 133
License COde ...t 3

PEEK NEXE...uvivieuieiecteetieteere et ettt ete e et rsese s ese e esesseens 114
PEEK Off.....oviieeceeeeeete ettt 114
Petrify ..cocvvieiciiiiiiccc 115
Questionnaire
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Grid

COPY wrerereiieteieteec e 129
Divider
Add oo 129
(e Lo SOOI 129
ReMOVE ..ottt 129
Move Column Left.......ccovevieriieieieneeeeeeeeeeeese e 129
Move Column Right ........cccovviiinniiiiiiins 129
Move ROW DOWN ....coviviiiiiiiiieiecieierteieeeeese e 129
Move ROW Up ... 129
REMOVE....iiiiiiiiiieteetee et 129
SHOW/HIAE ..ot 129
SAVE/LOAd. ..ot 116
SIMATE ANISWET ..ttt ettt ettt et sreeae e ae b enes 7
Sources
MaASter LiStS....ceverierieiiniiiierieeieieeterie sttt 119
WIaPPeIS....oviviiiiiiiiicc 124
S 172 o SRRSO 6,114
Tools
Clear ANSWETS ......ccveeiiereierieeteeeeee e e e e esessesreessesseesnens
Convert t0 Grid .....ccocveeeeieiviiieiceeeeeeee e
Empty Cells......coviviiiiciiiiieicccccns
Find and Paste........ccceuneene.
Highlight List/Condition
Language.......ccoooeoeiennnes
Prepare to Share....................
DD

Capturing and reusing answers... See Save/Load answers

Characters allowed in Labels ........cccccceceiinenenencncnienne 4
Cheat Sheet.......ooieeieeiieieeeeeeeeee e ii
Checkboxes answers...... See Answers, types, Checkboxes
Checking fOrmsS .........cceuiiiirinnrreieeeeeeceerer e 132
Circled numbers in LiStS .....cccccovveevvieevveeeneecreecreeenenn 50, 54
Clauses in a LiSt.....c.ccveieeciieciieieceeeeeeeeeeeee e 50
Cleaning metadata from documents...........cccccoeuvurueeeees 134
ClEAr ANSWETS ....veeuvieeeeereereeerereeereeeeeesesseesseesseessesssessesnes 129
Coloring Questionnaires and Grids.........ccccceeveviinnneen. 129
Columns in a Grid.......ccceeeveeeevienieereeieceeeeeene, See Grids
Columns in a List formatted as a table............cccccveuneneen. 50
Columns in the Questionnaire ..........c.ccceeveeveeeeereeeneennenne. 4

Commands...........ccveee. See Buttons on TheFormTool tab
Compare tWo anSWers .........cccceeiirinieieiereeeieeceens 36
Compatibility mode..........ccccoeeiiiiinnncccicene 6
Compound Conditions ........... See Conditions, compound
Compound interest............... See Payment (math function)
CONAIHONS ...oovveiieiieieeieeeereee et 32
F=Y =Y « TSRO 46
USEd IN 1ESSOM ...ueviiiiiiiiccceee e 93
AND/OR/XOR......cooeeeeeveeerreerrenne. See Conditions, compound
based on Dropdown answers ...........ccceeeueivninininiicecnnnns 37
based ON SEries ANSWETS.......cc.evveeveervieriecreereereereere e eeesreenenns 37
based on TeXt ANSWETS .....cc.eecveriereeriieieierieetenreeieseeseesaeenenns 36
based on Text-with-Pronoun answers ............cceccevcvevueneecnenne 36
based on Yes/NO anSWETS.........ccueeveeeeeeereeeeeeeeeeeeeeereeeeeenees 38
Boolean........ccccooevvveevviiiiiiiieiee, See Conditions, compound
COMPAriNG tWO aNSWETS......coeiiieiererenenceeeiee e 36
COMPOUNT...uiiiiiiiiiiiiii e 38
USEd IN IESSOMN ... 39, 42
conditional Period ... 46
CONAIIONAL TOW ..vvieriiieiieierieeeee et 47
conditional SECHOMN........cvevverieeierteeieieeeete et 48
deleting ..o 38
end-of-Condition Marker..........ccccvevveeeeriicierieeeeeececreeeeenens 35
TEEIM TAD oot 37
lesson using Condition ...........cccevvviiinininiiiccie 71
lesson using Conditions..........ccccceiviiiiiniiciciie 33
| T3 o - o USRS 37
MOAIfYING ..o 38
NESHNEG ...ttt 35, 45
parentheses in Condition...........ccccevvviiiiinniiiiciin, 41
USEA 1N LESSOM ...ttt ebe s 42
parentheses in legal captions ...........ccccovvviicccciiininicnen. 48
TEINOVINIE ..oeieiiiiietetctceeee ettt
selecting or highlighting ..........cccooeviiiiiiie,
SUDLISE £AD ..oviviiiiciceeeceeee e
telescoping parentheses......................
with Master List columns............c.ceu...
Configuring TheFormTool
Constants, mathematical..........cccoooeviviieiivciieeceeeeeeeee
Converting a form to plain text.......cccooeeveieieiirreennne. 115
Converting linked answers to Grids.........c.ccccoviiinnnne 14
Converting old files...........cccoeeeiiinnnnnnececccccceenes 6
Copying and pasting Fields ...........cccoviiniiniinnnn 132
Copying and pasting in the Math screen......................... 88
Correcting errors in forms ..., 132
Count Fields .....cocovvvevveecieiieenen. See Fields, types, Count
Count the number of Fields in a form.......c..ccccecveeveenen. 128
Criteria in Conditions.............. See Conditions, compound
Cube 100t ..c..cevveieeriiicireeenee See Root (math function)
Cubed .....ocovvevrienenn See RaiseToPower (math function)
Curly braces in Math screen...........ccocovvviiciciciiccccncene. 88
Current item in List (#X)....... See Fields, current item (#X)
Custom Field format ................. See Fields, custom format
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Date Fields ........cccovviiiiiiiiinins See Fields, types, Date
Date funCiONS......ccevieieieieereeee et 22
Days (number of days between two dates) ............cccceueueee. 97
DerivedFirstDate. .......cccoeveriiiiininenieieeeneseeeeeeeneeeene 98
DerivedLastDate .........ccooeeierieieirieieeeeeeeese e 98
FirstDate ..c.ooveeiiiieiiiiiiinicicctccece et 100
LastDate ...cc.coceoiiieiiiiiiec e 100
LiStFIrstDate ...c.ooeeviieiiiiieeieeteeeeeeee e 101
ListLastDate.......cocceeeeieiiiniiiiiiniiieneeeneceereeecieseesveeeene 101
Months (number of months between two dates)................ 102
Now (today’s date) ........ccccevviviiiiininiiiiiice 103
Years (number of years between two dates) ............cc.c....... 104
Date OffSELS....cevverieeirieieiirieieieestetee ettt 16
holidays.....ccveviiiiicii 133
USEd IN 1ESSOMN ... 17,20
Dates that count as holidays.........ccccocciviiiinniiniinnns 133
Days (math function)........cccoevviiiiiiiiiiin 97
Debugging forms ...........cocoovovmeicieininiiccceeeccee 132
DECISIONS ..ot See Conditions
Default anSWeTS......ccocveirierieirieieeeierieteeee e 15
Defined formats........ccccoeveveiinnennen. See Formatting Fields
DemMOS ..ottt See Lessons
Derived answer functions
DerivedCOUNL .....oeeieiieieieiecee ettt 97
DerivedFirstDate........coccoevieririnininieieieeeneeereeeeeeeseeens 98
DerivedLastDate .........cccoeeieiieiriniieieeeeeeeee e 98
DerivedMaX .....cccccceereirienieieiniereeieeete et 98
DerivedMIn......coooeviiiiirineneieer e 98
DerivedMUultiply ......cccocouviiiiiiiiiiicecc 98
DerivedSum ..ot 99
Derived answers.................... See Answers, types, Derived
Dividers in QuestionNaires..........ccceeveeeeereecreesreesneeenennes 129
USEd 1N LESSOM ...t 130
DIVISION ..ttt See Math functions
doc, docx, dot, dOEX...uuieeueieiiieieeeeecee e 6
Documents versus templates.............cccccoeerreeeieiiiccnnnnn. 7
Don’t Refresh in Speedy Fill mode........cccccccovvvnnnnnnnes 115
Don’t Reset in Speedy Fill mode........ccccccoccvinnnnnnnnnes 115
Down button — rearranging a series answer ................. 114
Dropdown answers ......... See Answers, types, Dropdown
€ (math CONStant).......cccecerveveererieineeereereeeeeeees 97
Emptying cells in Questionnaire or Grid..................... 129
Enable content security warning ................... See Installing
TheFormTool
Enable editing security warning.................... See Installing
TheFormTool
End-of-Condition marker .........cccceevveeveniecnenieereeeennen 35
Errors, checking for.........cccocoirninnccccccicrreees 132
Examples ......cccooviiineieieiec e See Lessons
Exclusive OR in Conditions (XOR)......ccccccecereveeenenuenenne. 39
EXEICISES ..ottt See Lessons
Export Master List........cccooooveiniiiiniiiiiiiiiccne 121

Field (math function).........ccceeeveeenenennenennencncnccnenn 99

USEd IN 1ESSOM ...t 88, 93, 105
FIELAS ettt 15
abbreviating..........cccoceiiriniiiiii 23
adding to @ form ..o 4
blank lines for empty answers............cccccceeuririininiiccicnnnne 127
current item (FX) c..eoveeeerereneee et 63
USEd N 1€SSOMN ...ttt 61, 64
CUSEOM FOIMAL ...vevvieievieieeiieieiee et eans 32
finding in @ form ..., 114
FTSt IEEM (HF) oot 63
USEd N 1€SSOMN ..uvieieitieeieiecieeteseceteee et 71
fOT SETIES ANSWETS ...veeuvivieerereenieeieeeeeete et et eeaesreeseeseessesseeneas 31
formatting........ccccoccueviininiicciines See Formatting Fields
T FIELAS ..ottt 32
JADEIS.....eeieeeeeeeecee e See Labels
last itemm (FL)..coveveieeeiieeccccc e 63
List/Sublist/Item tabs........ccccooveviiiiieeieceeeeeeeee e 31
MANL.ccice s
MOIfYING ..o
NAIMES ...vvvrererevereneenes
next item (¥N)
number of Fields in a form.................

pasting a Field in several locations....
previous item (#P).......ccccoevvreriinnnnn.
used in lesson

replacing text with a Field .........cccocovviniiincins
replacing with blanks
SOTHIE .t
types
COUNL .ttt
Date ....cccovvvvvienennnne
language
used N 1eSSON .......oovviveeeeiiceeceeeeeeeee, 17, 20, 55, 105
INUMDET ...ttt 16
used In 1€SSON .......oovvveevveeeiecieiieeeeas 20, 71, 88, 93, 105
PIOnOUDN ..c..ooveiiiiecceeeeeee e 23
used iN 1€SSON ....cueveeiieiiiiiiiciccc e 25
Singular/Plural ... 23
USEd iN LESSOM ..ottt 25
TXE i 15
File fOrmats .....cccovveerirmeinieicinieeireceeeener et 6
Fill DUEON. c.viieiciiieccceceeceee e 114
speedy MOde ... 115
Find a Field in a form ....c....cccoeecenvcennccnecrcneccneenenes 114
Find an answer file ........coocoveecenrcinnecnecrcneceneenenes 118
Find and Paste
Find label in Field/List/Condition screen...................... 128
Firm name........cccocevvininnnnn See Installing TheFormTool
First capital .......cccccoeevnnvnicicccnee See Formatting Fields
First item in List (#F) .c..cccecveeeneee See Fields, first item (#F)
FirstDate (math function) ........cccoeeeeevenecenenccncnieennes 100
Fixing forms.........ccococeviiiiiiiiicie, See Checking forms
Folders
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organizing answer files ...
organizing saved Questionnaires ...

path to shared files...........ccocoiiiiiiinniiiiccicee
Formatting Fields.........ccccccoviiniiiii, 5
blank HNeS ... 127
Count Fields.......covuiiiiiiiniiiiiciicccccccceces 31
CUStOM fOrmMat......ccueviiiiiiciic s 32
Date Fields .......cccccoeuiiiiiiiiiiiiiiccccec s 16
Number Fields........ccocociviininiiiiininnccccceeccccees 16
Pronoun Fields ..., 23
Text Fields .....coiiiiiiiiiicccccccccecc e 15
Word formatting ...........cccceeiiiieiiiniiniiceccsceees 5
Formulae ..o, See Math
Freeform Derived answers .. See Answers, types, Derived
FreeForm format ..........cccoceoevvnnnenn. See Formatting Fields
FUNCHONS ..o, See Math
Functions applied to dates..................... See Date functions
Functions applied to Derived answers ........... See Derived
answer functions
Functions applied to Lists...........ccccu.... See List functions
Gender words........ccccccucccunce. See Fields, types, Pronoun
Gray Field codes with brackets...........cccccvvvviiciicnnne. 6
GIIAS i 14
adding columMNS.......cccovviiiiiiiii 129
Adding TOWS.....couiviiiiiicc s 114
converting linked answers to Grids.........ccccocoeeiiiiiiinininnnne. 14
COPYING COIUMMNS ...t
CTEATINE ...
deleting cOIUMNS..........ccccoiiiiiiiiiiiiiiiiccs
deleting TOWS .......ccvvviiiiiic s
edItiNG....oiviviiiiiiii
emptying cells........ccovviiniin
Fields for Grids.......ccccoeernnnininieiicininnicicicccceeeeeceseenes
Grid used in lesson
hiding 1abel TOW ..o
List from Grid........cccoeoviicininenn.
moving columns left and right
moving rows up and down..........
relabeling cOlUMMNS..........ccccovviviviniiiiiiie
TEIMOVINE TOWS .ooviiiiiiitiietenietetet ettt
renaming Fields
He/she/it/they ..... See Answers, types, Text with Pronoun
Headings in a list formatted as a table............c.cccceeeee 50
Hiding Labels and Derived answers........................ 14, 129
Highlighting Conditions and Lists.........c.ccccceiiiniinnnind 133
Holidays ....cociiviiiiiiiiiiiiiiiiic 133
If (marker at beginning of Condition).........c.ccceeoeveuenenn. 35
If/then conditionsS .......ccooouvvviveveeiiieeeeeieeene
Import Master List ...,
Include N/A choice .....c.coieiiinininiccccccccceeecee
Installing TheFormTool..........cccccceiiiiinnnnrcccccccnes
Sharing files on a network
Integer (math function) ........ccccevveeeccccninnnnrnenes

Interest.....ccceevvevevenenenncennne See Payment (math function)
Interval.......... See Days, Months, or Years, See Age, Days,
Months, or Years
| YN S See Fields, types, Singular/Plural
Item Fields .....cccoooveevieiiciecieiereee, See Fields, item Fields
Item tab in Field/Condition screen..........cccecveeveervenveennen. 37
Labels
finding in Field/List/Condition screen
hiding ..o
Label column in Questionnaire
Valid CRATaCeIS ...c.vcvvevieieereceecieeteee et ere e
Language for Date Fields
Last item in List (#L).....cccceceeveeuee
LastDate (math function)
Layersin a List.....cccocoeviiiniinniiiniiiinnns See Lists, layers
Legal caption with telescoping parentheses ................... 48
Lessons
CONAILIONS ...ttt ss e reesesaens 33
Creating Master Lists ..o 120
Dates, Math, and Derived ANSWErS .........coceevueeeveeceeeereeenenns 93
Derived Series ANSWETS.....ccccevuieeeriereerieneerenieseesseessesseseennes 79
Dividers in QUeStioNNaires. ..........cecceeevereereesieieeeresieneenieene 130
Fixed Date OffSet......c.cceieririerieieieieeieeieeeeee e eeeeseenens 17
List in Table Format, Master List, and Math........................ 105
List Layers .....c.coveveuieiiieeecc e 55
List With @ Grid ....coceeevieieiienieieeeeieeeeee e 71
List with Linked ANSWET .......ccocvevierieeiieieiecieeeereeeere e 61
List with Previous Item........ccccceevveeieninciinieiereceeeeeeieseeene 64
LLISES reeiiieieecee ettt st e e ra e aaeenne 51
Math FIeldS.....ccoeoieiieiiiieieieceeceeeie et 88
Pronouns and Plurals.........cccceceeeeeienenienieneeieseeieseeeeseeenen 25
Sorting a List ..o 85
SUDLISES ..uvevieiieteeiese ettt ettt e be et e sbessaessenaeas 68
This AND That....c.oooiioieeieeeeeeeeeeeeee e 39
This OR That AND the Other Thing ..........cccccocvvvvivviiinnnnns 42
Using Master Lists ...t 122
Variable Date OffSet......cccccieieviereeriieieiecreciecieeeeere e eeeans 20
License code......cccccovuveerveeennnnn. See Installing TheFormTool
Licenses
applying to computers or people
MANAZING ..vevevriverireriieieeere e
LINES et
Lines in a list formatted as a table .........ccccccoveeerereveeennen.. 50
Linked answers .........ccoeeeeveeeerveeeveeenen. See Answers, linked
List functions
LiStCOUNL ..coieeiieceee ettt 100
ListFirstDate ......coecveerieiiieieeeeeeeeeeeeeeeeee e 101
LAStIEIMA ..ot 101
ListLastDate......ccoeciiiiiiieieeieeteeete e 101
LISEMAX 1eiutieiieiiieeieeite ettt s 101
LASEIMIIN et 101
ListMULtPLy ..coovviiiiiiiiiiicccccae 102
ListSum
List tab in Field/Condition Screen ........ccccoeeeeeveveeevenneennn. 37
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LISES ittt 49
CLAUISES. ...ttt ettt ettt e e aeae et e reenaesrean 50
current item (FX) c.ceevevererieniiieneeeee e 63

USEd N LESSOMN ..uveevieiiieciiecieeieteeeee et 61, 64
FrSt Tt (HF) v 63

USEd IN 1ESSOM ...ttt 71
from Derived Series anSWeT ..........cceeveevveereervesreeeesreeeessesseennes 78
FrOM GIid ..o
last It (FL) ..oveieieieicicciirrce e
LAYETS.c.ciiiiii

math in Lists ............
next item (#N)
NUMDET dOES.c.veiieieiriiirieiireetetreeeete et
previous item (AP) ..o, 63
USEd IN LESSOM ...vneiiiceiiiciiceeercteeeeeeee s 64
repeating-paragraph format..........cccocoviiiiniiiincnnnn, 50
selecting or highlighting ..., 133
SOTHING ..ottt 84
table fOrmat.......ccoviieeiinirieeeee e 50
USEd IN LESSOM ...vnneeiiciiircerictccc e 105
Lists, Master................
Load Master List
Loading anSwers ............coeueiirueieieininiiccee s
Loading Questionnaires
Loan payments..........c.c.....
Locked Math SCIeemn........cceveevueveerienreineeeenieeeenneeeenes
Logarithm (math function) ..........ccccccoeevcicionnnnnnnes 102
Lowercase........cocoeveverereieiciniinicnnn, See Formatting Fields
Maintain compatibility .........cccooreiiiiiiiiie 7

Managing licenses

Markers, attention

Master LiStS.....c.uieieiiiieeeiiee e e
CIEALING ...veviiitiniiictitet e
importing and exporting..........cccceevvniiiiencie
AN CONAILIONS .vveereiieeieiieeeieeeere et te et ste et saeseeesaeseees

Master List used in lesson.........ccccccveeveereeveerrennenne.
MOAIfYING ...t
source for answer choices....

abbreviating formulae............ccccccviiniiiiciiiie
FUNCHONS ..
ADSOIULE ...

DerivedMaX.....ccccvveriieieiienieetesiieeeseseesre e sre e ae e e 98
DerivedMInN .....cc.ooveiieiieieeiecieceeeeeie e 98
DerivedMultiply .....ccccooviiininininiiiiiiiicccce 98
DerivedSUm........ccveiieieieiectesceeee et 99
AIVISION .ttt

Integer .........
LastDate......
ListCount
ListFirstDate .....coecveeeeiieieeeeeeceeseeeee e 101
LiStIEEMA ..ottt 101
ListLastDate.......cccceceririenieienienieieeeeieeeeieseee e 101
LASEMAX 1eeviieieeieeeiee ettt 101
LASTMIN ettt st 101
ListMUltiply ......ccovovoiiiiiiiicccceec 102
LiStSUIM .ttt 102
Logarithm ........cooiiiiiiiccc 102
Maximum

Minimum

Parentheses.........cocveiiiiiccecc e
Payment .......ccooovmiiiii

USEd AN 1ESSOM ...ttt

parentheses in functions
parts of the Math screen

unlocking the Math screen ..........cccoovviiinnininniine, 88
Maximum (math function) .........ceceeeeeverecerenerenenieenes 102
Menu....cccocevveeveeneneeennene See Buttons on TheFormTool tab
Message for form user..................... See Attention markers
Metadata scrubbing..........ccoooeieioiiicii e, 134
Microsoft Word........cccoeceveveenennencnenn See Versions of Word
Modulo.....ccceoerevieeriienennes See Remainder (math function)
Monthly payments ............... See Payment (math function)
Months (math function)......c..cceeeveveeeveneeneneenenieennes 102
Multiplication........cccocoeeecucciinncnenenes See Math functions
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INJA CROICE....oi ittt e e e 12 Questionnaires
Name, registered.................... See Installing TheFormTool AAdING TOWS....ouveiiiciiicec e 4,129
Naming Fields ......ccoceerienieneerneineeneecneeeenens See Labels ANSWering qUESHIONS.......ccvviviiiiiiieiiiecne 113
Nested CONAIHONS oo 35, 45 coloring with Dividers ..o, 129
Nested Lists.....ccoccoeciriicniiiiniiiccrceeeneeeeeeeas 54 copy'%ng TOWS esssssrsmmmmsmmmm s 129
NCWOTKING v i £
Next item in List (AN) ......o.....o. See Fields, next item (#N) deleting TOWS.......c.cciiviiiiiiiiii s 129
Not-applicable ChoiCe ... 12 NG oo 128
Now (math function) ..., 103 empPtying cells ... 129

USEd 1N IESSOM .vvvvvivriiiii s 93 RAING TOWS...-eeeeroeeeeseeeeseee s 129
Number dots in Lists........cccociviiiiniiniiiiiiiee, 50, 54 LOAAINE ..vvvvrveeiieiceieceeee et ses 132
Number Fields.......ccocevveuverenne. See Fields, types, Number MNOVING FOWS....oiiiiiiiiieiiiicccie e 129
Number of Fields in a form ...........cceeevveerrrrieernreneennnn. 128 moving to Questionnaire with Start button ...............c........ 114
OBESOES oo See Date offsets navigation with Tab ..o, 113
Old file formats......cccoceuevrreiviiiiiiniiieees 6 organizing With DIVIAErs.......covvsvssvsssvsssc 129
One item per row in a list formatted as a table........... 50 relabel'mg r9ws ........................................................................

= renaming Fields

One-page cheat sheet..........cccovviiiiiiiiie ii SAVING .o
OPIONS ..t 133 sharing
OR in CONAItioNS.....cc.eeeueeeieeieeieeeeseesieere e e eeesveesveesens 39 RaiseToPower (math function) .........c..coocoveeeeeeeverenenns 103
Order e See Sorting Refresh bUttON.......cveveveveveieieieeniii e 114
Order of operation in Conditions ..........cccccccceeivenrererennnnns 41 Registered name.................... See Installing TheFormTool
Parentheses in Conditions .........cccceevveereneeenenieencnnecnnes 41 Remainder (math function) .............ooo..ooeeeveeseeeeerseereenn 103
Parentheses, telescoping in a legal caption...................... 48 Remove button — remove item from series answer or
Path to shared files. ..., 134 GIEA. wevvereeeeeeees s 114
Payment (math function) ...........cccceceeecciiinnnnnnnns 103 Repeating-paragraphs format for Lists.............o............. 50

USEd iN LESSOM ...ttt 88 Replacing text with a Field .......ccccccccocoovveeeerrrrsreen, 128, 132
Peek Next and Peek Off BUONS ..coovvvvscvvvesisnen 114 ReSet DULtON ...cveiieiiiieieee e 115
Peeking ..o 114 ReUSING ANSWETS ....rrecerereeerr e See Save/Load answers
Period, conditional..........cccevenininininninieincncneececee 46 ReUSINg QUESHONNAIIES .......vveeeeereeeereereeresseees s 131
Periodic payment............... See Payment (math function) Ribbon ......ccccovvviiiiinnen. See Buttons on TheFormTool tab
Petrify button..........cccocoeiiiniiii 115 Right-click to edit template file...........ccoooeerrsscrrrssrceres v
Petrify in Speedy Fill MOde ..coccorovmversrericsins 115 Root (math function) .......c.ccccveiiiniiiniiiiicee, 104
pi (math constant) ... 97 Round (Math FUNCHON) .....eeeeveereeeesssceeeeeeeeessesseeeseneeeee 104
Plain text.cceeeeoevceennnnen See Petrifying a form Row in a table, conditional...........cccccceoeevrverrurirererreeennnnn. 47
Plain text answers ..................... See Answers, types, Text Rows in Questionnaire............cccceuveenee. See Questionnaire
Pleading caption with telescoping parentheses............. 48 S - adding to the end of plural words ...........ccccevrrnnncne 23
Plural/Singular Fields....See Fields, types, Singular/Plural SaVE/LOAd ANSWETS ..ot eeeeeeeeaeeas 116
PIUS. ..ottt See Math functions 10ading ANSWETS fTOM file .....voevrroeereeseeeeceesoe s 117
PMT oo See Payment (math function) organizing answer files..........cccooevnerniennienicenicenes 118
Possessives with Singular/Plural Fields........................... 24 8aving anSwers t0 file.......ccovririneuncineieeenerieniecseieceseneene 116
Power......ccoevvvevenienenne. See RaiseToPower (math function) updating anSwer files..........ocvereureireierncuereniecereiseeseneenennes 117
Prepare to Share QUestionnaire .............ceeveereerreernenn. 118 Save/Load DUttON.......ccecivieieieieieeeee e 116
Previewing answer location in form ............... See Peeking Saving Questionnaires .............ccceveveivieeinnieniieenne 131
Previous item in List (#P)....See Fields, previous item (#P) Scrubbing metadata.........cccoviiiiiniiniii 134
Program Updates.........cweeeuieeeiurieeiniineenieeienseeeseneseenaens 3 Search and Paste ........cccoeeevrenecnencnicneeenes 128,132
Pronoun answers See Answers, types, Text with Pronoun Search for answer file........cccceevecievievieneneceeeeeeeeeenn 118
Pronoun Fields ..........ccccevunnne. See Fields, types, Pronoun Search for label in Field/List/Condition screen............. 128
Protected VieW .....coveeeeeeenen... See Installing TheFormTool Section, conditional ..........ccccceeeieeiieciiiieceee e 48
Questionnaire button.... See Buttons on TheFormTool tab, Security warnings................... See Installing TheFormTool

Questionnaire Selecting Conditions and Lists.........ccccceeeueciiiiccnncne. 133
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SETIES ..ttt See Lists
SerieS ANSWETS....ceveeiieiereeeeeeeeeerereeeeee See Answers, series
Series funCtions.......c.ecceceveveereencecrennerenenn See List functions
Settings ..o 133
Setup .o See Installing TheFormTool
Share Master List..........ccccccooerunenn. See Export Master List
Shared info available to all forms............ See Master Lists,
Wrappers
Sharing a Questionnaire...........c.cccoeeueueuccciinnrnnenenes 118
Sharing data on a network...........c.coooriiiinnnne, 134
Show/Hide Labels and Derived answers................. 14, 129
Singular/Plural Fields....See Fields, types, Singular/Plural
Smart ANSWer BULON ......c.couvveuervrreirinieiniereieeeeereceenenes 7
SMart ANSWETS .....c.evveeerereeerierieerieneeeereneeneenens See Answers
SOTtING ..vviviiiiiiiii e 84
USEd TN IESSOM ...ttt 85
Sorting Fields (abc button)...........ccooveeireiiiiniccnn 128
Source for answer choiCes........coevevevveerenieirierieereeeen 10
Special characters in Labels ...........ccccooeriiinnn 4
Speedy Fill mode.........ccccccovviniiiniiiiniiiiiiiiicii 115
Split-SCreen VIiew .........cccccccceevvvevereeucncrcrcccnnnns See Peeking
Square 100t ......cceiviiieiiiiee See Root (math function)
Squared.........cccouvvriinnn See RaiseToPower (math function)
Start PULLON ....ooveveiirieieinccenccercceeeeeeeeeeeene 114
Storing answers...........cceeeeiiiienins See Save/Load answers
Styles and Wrappers........cccccvvvvreeeeecceiiinrrreeenes 124
Sublist tab in Field/Condition screen ..........cccoeevveeevnneenne. 37
SUDLISES ...ttt 67
Sublist used in 1€SSON.......cceeeveeeeiieieeeeeeeeeeeeeeeeeeee e 68,71
USEd TN LESSOM ...ttt 55
Subtraction......c.cececeveeeeceneneecnineeeene. See Math functions
Sums in a list formatted as a table .......c..ccccceverieerennencnne. 50
Tab key in Questionnaire...........c.cccooeeiiceeeeiniccccnnen 113
Table format for LiSts ......ccocevereruererenieinenieireecerceee 50
Table row, conditional...........cccovevveeviiiviiiiieiceeceeeeeaeeee 47
Telescoping parentheses ..., 48
Template files, editing ...........ccoooerriiiiiiiiiie 7
Templates versus documents............cococoeeereeieieiiiccnnnen. 7

Term of loan ......cccceeeeeenencn See Payment (math function)

Testing forms.........cccoeeiiiiiiiccn, See Checking forms
Text answers........oceeeveeecnnne. See Answers, types, Text
Text FieldS....viioeeeieeeeeeeeeieeeens See Fields, types, Text
Text-with-Pronoun answers....... See Answers, types, Text
with Pronoun
Title case......cccccoeviviiviniiininiiiiiicns See Formatting Fields
Today ..., See Now (math function)
Tools button......... See Buttons on TheFormTool tab, Tools
Totals in a list formatted as a table..........c.cccccceuiuriinnncne 50
Tutorials ......cccoeeiiiiiii, See Lessons
Typed here source for answer choices...........ccccccccueuencee. 10
Underlines ........cccccceueeiiinnnnnnccccccnes See Blank lines
Uninstalling TheFormTool ..o, 134
Unlocking the Math screen...........ccoovviviviiiiiiiinnne, 88
Up button — rearranging a series answer....................... 114
UPAAtes ... 3
UPPErcase .......cooueueueueucucecineniecrenenns See Formatting Fields
Valid characters in Labels.........cccccconiiiniiniiinin 4
Versions of TheFormTool.............cccceurvininnnnen. See Updates
Versions of Word ..., 7
Viewing answer location in form ..................... See Peeking
Visibility of Labels and Derived answers..............cc....... 14
Walkthroughs.........ccccoviiiinniiiiiii See Lessons
With-pronoun answers...... See Answers, types, Text with
Pronoun
Word....cciiiiiiniiiiccccce See Versions of Word
WIappers......covviviiniiiiii 124
adding to fOrmS.......ccccciiiiiiiiiiiiic s 125
CTEATINE ...veeiiietetc e 124
SEYLES o 124
with section breaks..........cccooviiiiiiiininiccce 127
Write-in choices........ccccoviiiiviiiiniiiiie, 11
XOR in Conditions........cccvuveiviiiiiniiiiiniiiiniccenn 39
Y - changing to ‘ies’ for plural words.........cccceeveiiiincncnes 24
Years (math function)......c.coeeeevenernenennenenncneeeenns 104
Yes/NO answers.......cccueeeennee... See Answers, types, Yes/No
Zip file oo See Installing TheFormTool
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=TheFormiool PRO

Here are some helpful online resources at www.theformtool.com:

TheFormTool If the 200-page Expert User Guide seems a bit ... well ...
Quick-Start daunting, then this 20-page Guide will be more to your liking.
Guide

TheFormTool You're reading it now! Or click here for an interactive online
Expert User version.

Guide

Online Click here to browse a collection of short, graduated videos that

training course

will take you from the basics to rocket science. We strongly
encourage all users to review the Beginning and The Basics
levels of The Learning Curve. Doing so will provide a strong
foundation for productivity with the software and save an
enormous amount of time.

Timely updates If you haven’t already done so, click here to sign up for our
newsletter to stay informed of updates and improvements.

The Learning Every Wednesday morning (8am PT, 1500GMT), our very best,

Curve weekly =~ most experienced technical experts and service professionals are

webinar available to answer your questions, address your issues, and
listen to your suggestions. Click here to join us.

And the Our general help page is here. Everything else you need is here

kitchen sink at the Service Center, where you may search or browse hundreds

of questions, answers, tips and suggestions, and contribute your
own. You may also open a service ticket if you're having any
trouble with the program.

Created by: |

Sna;{ﬂé;ne

V

Distributed by:

gTheFormTooluc
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