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1. Create and Manage Intake Forms

11 Setting up a New Intake Form

An Intake Form allows individuals to enter their details via an online form. Smarter Drafter has an Intake Form

creation feature to streamline the process.

1. Inthe Smarter Drafter Pro App, click Account in the navigation menu.
2. Click the General tab
3. Click Actions and Notifications.

This is where the Intake Form is set up.

%5 Dashboard
General Branding Contacts Submissions

Forms ¥

w

@ Submissions Details Intake Forms Landing Page URL
"% Companies @ https://example.com.au
A Firm & Offices
= Users = ) Intake Forms Redirect URL
My Subscription
2. Users @ https://example.com.au
Email Settings
& End-Users Submission Answers Webhook
R S @ Actions and Notifications @ https:/ /example.com.au
2 Groups Utility Embed Codes
i & Submission Documents Webhook
% E-Signatures Integrations @ https://example.com.au
B Reports _—
| -
s [C] send Document Delivery Notification
@ B Account
History

& Application Settings

® Knowledge Base

Save
@ Contact Support

This is what to enter in each field:
4. Intake Form Landing Page URL. This is the URL where the customer or client will access the form.

5. Intake Forms Redirect URL. After the customer or client completes the form and hits submit, they

will be redirected to this page. It will probably have a “Thank you” message, or something similar.

6. The Submission Answers Webhook sends a JSON file that includes all the answers submitted by the
end-user when they fill out a form. This allows other applications to receive and process the submitted

answers automatically.

7. The Submission Documents Webhook is used to send generated documents after a user submission.
When the necessary documents are generated based on the user's submission, this webhook sends

them to other applications or services for further processing or storage.
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Note: Overall, webhooks in Smarter Drafter Pro facilitate the seamless exchange of information, ensuring that
submitted answers and generated documents are shared and utilised by other applications efficiently.

8. Tick the box to send a document delivery notification. Will notify the form filler when the generated

document/s are delivered.

Q. Click Save when all details are correct.

2. Managing the Intake Form

2.1 Branding and Colours

Refer to the Branding and | ogos Help Guide to set up the appearance of the form.

2.2 Designating an Intake Form

Open the desired intake form:

Click Forms.
Click Build.

Open the folder where the intake form is saved. In this example, the folder is called “Intake forms”.

N

Click the required form.

2§ Dashboard

@ E New Form B New Folder Search.
B Forms ~

v Agreements
@ #: Buid

v HRforms
E Fil

L ~ Intake forms
B Submissions
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https://knowledge.smarterdrafter.com/admin/branding-and-logos
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The form will now open in the Form Builder. We can create an Intake Form for the organisation.

1. Click the Settings tab.
2. Click Related Forms.
Click Create Intake.

Form Document Submissions @ Settings Role Mapping
General g Create Child @ 1B Create Intake Search
Embed N T |
Access

@ Related Forms

Actions and Notifications

History

2.3 Preview the Form

Test the form style settings. Click Forms > Fill in the navigation menu. Find the form that is designated as an
Intake Form, (it can be found in its folder or under All Forms), and create a form by clicking Send instruction-
taking form.

%3 Dashboard i
Filters Y ~ Search Clients.

B Forms -
All Forms

o

B rF_c_ll
% Build o
Agreements ‘ e

@ B Fill ~
HR forms v Send instruction-taking forml Start form

B Submissions
Intake forms ~

*: Companies
@ Clients

2L Users

Start form
= Users

B IF_c_1_2 *
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24 Test the Form

The form preview will open. You can check the colours and branding that you set in the settings.

% smarter drafter B Welcome

100%

Send with blank answers Send with preset answers @ Tableof Contents

Intake form

Name:

Given Ncwme(s) * Surname *

Date of Birth:

DD MM YYYY

Email address:

Phone number:



