MPS Setup Instructions

[0 Step 1: Create a FREE jotform.com account using the email address that you want clients
to see
[0 Step 2: Using this link create your form from the following steps

Click [EHeate

Select: Form
Select: Import form
Select: Import from URL
Enter this URL link https://form.jotform.com/Catherine Hall chall/master-mps-
report
o Hit-IMPORT
0 The MPS report will appear in the BUILD Stage
[0 Now you need to add your default information for the following fields: Company,
Inspector Name (if only one person will use the system), Inspector Phone Number,
Inspector Email.
o REPEAT this same process FOR ALL FOUR FIELDS
1. Move your mouse over the field then click it
2. A blue box will appear around the field

0O O O O O

Company] * Inspector Name: *

Mwe Number: * Inspector Email: *

CAUTION- DO NOT HIT THE “Remove from PDF” button.
Click the black PROPERTIES Gear
5. Go tothe Advanced Tab

P w

UPLOAD

BUILD » SETTINGS PUBLISH PreviewForm.

Subject Property City: * Short Text Properties X

Subject Property Address: *
GENERAL OPTIONS ADVANCED

Subject Property State/Zip: * Eval Date: * Field Label

04-21-2026 Company:

[re— | IR

6. Scroll down to “Default Value” and Enter the required information that

will appear on every report.
——

Company: * Inspector Name: *

Your Company Name

Show
Iet@ne Number: * Inspector Email: * Defrault Value
Cl

HHH-BHH-HBHH

example@example.com



https://form.jotform.com/Catherine_Hall_chall/master-mps-report
https://form.jotform.com/Catherine_Hall_chall/master-mps-report
https://form.jotform.com/Catherine_Hall_chall/master-mps-report
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[0 Edit the Settings for report delivery

o Title: Change the title of the Report (remove Clone of Master Copy 2026)

UPLOAD BUILD SETTINGS » PUBLISH

FORM SETTINGS
Customize form status and properties

Enter a name for your form

l L ERRN ER T eGTARP I P Minimum Property Standards Report

SHORTEN THE TITLE OF THE FORM

RM SETTINGS
Etomize form status and properties

IAILS

1d autoresponders and notifications

JCUMENTS
n submissions into documents

o Verify the PDF download button will appear on the Thank You Page by clicking the
blue phrase: Add download PDF button on thank

o OPTIONAL: Start button text : Change the text on the Welcome Page from:
Start Filling — to — New MPS Report

Uploaded Document # Customize style

B FormTitle Client Name: FEval Date: .pdf i

Add download PDF button on thank you page

Start button 1ext/

Customize the text of the button shown on the welcome page when users open your form

‘ MNew MPS Repor‘ﬂ ‘\

o EMAILS — create your custom autoresponder and report submission emails
= (Click the option “EMAILS” from the side bar
= Create the notification email from the Email Copilot Al with this prompt

FORM SETTINGS . NEW EMAIL

Customize form status and properties Start building your email with Al or create it manually.

EMAILS »

-~ - . .

el Send autoresponders and notifications A ¢ Email Copilot (Al
Jotferm Email Specialist

, DOCUMENTS

Turn submissions into documents

i’l CONDITIONS
Set up conditional logic
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e Copy this text into the Box:

Create a notification email that will be sent to the Inspector upon
submission of the form. It will include a message that the MPS Report
has been created for Client Name on Eval Date.

The email should include the Client name, Subject Property Address,
Subject Property City and indicate that the PDF of the report is attached
to the email.

The email recipient should be the Inspector Email

The Settings should include the PDF attached with the Original Form
with submission data included

o Confirm contents are as you would like to receive in the email
= Click the Recipients Tab:

< MPS Report Submission Notification

Receive an email when someone fills out your form

/ Confirm
Content contents  gecipients Advanced

Subject MPS Report Created for Client Name: on Ewval Date:

BUILD SETTINGS PUBLISH

< MPS Report Submission Notification

Receive an email when someone fills out your form

Content Recipients Advanced
ifications
Sender N -m;/

Jotform

Change to Your Company Name (optional)

Reply-to Email

Inspector Email W — -~

Verify information is correct

Recipient Email * /
@challunlimited@gmail.com
0 left

= Change the Sender Name: to YOUR Company Name
(optional) existing sender name is JotForm.

=  You would select the macro ‘Company:’ from the drop
down menu.

= Verify Reply-to Email is ‘Inspector Email:’ acro
Recipient Email should be your account email address

e Click to the Advanced tab
o Confirm the Attach PDF box is blue (on)
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o Confirm “The Original PDF with Form submission data” box is

< MPS Report Submission Notification

: and properties Receive an email when someons fills out your form

Content Recipients Advanced
End notifications
Send Email Automatically

Automatically trigger the email when a specific action occurs

When a submission is received

When a submission is edited

Send File Uploads as Attachments

Attach files uploaded through your form to this email
iission

Attach PDF .:]
Select PDFs to attach to this email

stifications

B sclectz

The Original PDF with form submission data.

other apps

Default Document

checked
o Edit the Sender Email (from noreply@jotform.com)
= Scroll down on the page and click the +Add Sender
Email button

Sender Emails /
Form Caches m

Bounce List challunlimited@gmail €3



mailto:noreply@jotform.com
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= This will require updating your Settings and works best
with Google or Microsoft Emails

Sender Email (SMTP) Configuration

SMTP lets you send your email through a specific server setting

ongle /

Microsoft 'ﬂ\__

{1 Custom

@ Need help configuring your SMTP settings? Learn more

= Help text available on the page
o After you update your Send email address return to the
Advanced Tab and change the sender email address to your
email address. It may require you to log out and back in to
repopulate the field option.

B o -_J

Update this email automatically when its form is edited

Sender Email 2 Wus

noreply@jotform.com

Default Email

noreply@jotform.com 0

Other Emails l

challunlimited@gmail com = & Google

= CREATE EMAIL TO BE SENT TO CLIENT
Use this text:

e Create an autoresponder notification email that will be sent to the
Client upon submission of the form. It will include a message that
the MPS Report has been created for the Subject Property Address,
Subject Property City, Subject Property State/Zip on Eval Date.

It should thank them for their business and let them know that we
are here to answer any questions or offer additional suupet.

The email should include the Client name, Subject Property Address,
Subject Property City and indicate that the PDF of the report is
attached to the email.
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The email recipient should be the Client Email:
The Settings should include the PDF attached with the Original Form

with submission data included

UPLOAD BUILD SETTINGS PUBLISH

EMAILS
Send autoresponders and notifications

l

MPS Report Submission Notification
From: Company:

To: ¥ challunlimited@gmail.com

a Client MPS Report Autoresponder
From: Company Mame
To:  Client Email:

B Scheduled to send 1 hour after each submission




