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INTRODUCTION

This guide provides step-by-step instructions to help users quickly and easily set up and use the
Minimum Property Standards (MPS) Evaluation Form through JotForm.

By following this process, you will be able to quickly generate accurate, professional PDF reports that
can be shared with clients after completing a property evaluation. The system is designed to streamline

your workflow, improve consistency, and ensure all required information is properly captured.

This guide will walk you through creating your JotForm account, importing the MPS form, customizing
your default information, configuring report settings, and setting up automated email notifications.

Please follow each step carefully to ensure your system is set up correctly. If completed properly, you
will have a fully functional reporting tool that can be used on both desktop and mobile devices.

Weekly User Orientation and Onboarding Sessions are available. Register here for an upcoming session.
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Step 1: Create a FREE jotform.com account using the email
address that you want clients to see .

?’ Jotform MyWorkspace ~ Templstes v Integrations v Products v Support v  Enterprize  Pricing Login w

EASIEST ONLINE FORM BUILDER

Powerful forms get it done.

We believe the right form makes all the difference. Go from busyweork to less work with powerful
forms that use conditional logic, accept payments, generate reports, and automate workflows.

e Sign Up with Google

0 Sign Up with Microsoft °

Sign Up with an email & f

IT'S FREE!
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Step 2: Using this link create your form from the following steps

o Click Create

K Jotform  MyWorkspace @

Templates v Integrations «  Products v Support® v

= Fiter v | 5} Last Activity v

Enterprise v

Q

o Select: Form

r forms

=

Form

Create forms with logic,

payments, and automation

B

E-sign

Create documents that can be

signed on any device

on data in

ct and manag

Al Agent

Create trained agents to guide

users and answer questions.

Table

Sync, manage, and collaborate

one place

How would you like to start, Catherine?

data, automate workflows, and stay organized-all in one place
Workflow App

Easily automate workflows and Make downloadable mobile

streamline approvals

0

Report

apps with no coding

&)

Board

Generate reports from your Organize tasks and ensure

online form data everything stays on track

o Select: Import form

(0]

@ Upload
\

~0

-

Start from scratch

Ahlank siste s all you nesd

Property Sta

Convert an sxietin

€ Import URL

Import form

ing farm \" your PDF 16 an anline

wdands Survey Fo

Describe your form

Document to Form Collect Signatures

Request signatures with forms Choos from a ren

Use template

dy - ma

e
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Select: Import from URL

Import from URL

Share a link — I'll tumn itinto a fofm‘/

2 https:/ form.jotform.com/Catherine_Hall_chall/master-mps-report m

o Enter this URL link https://form.jotform.com/Catherine Hall chall/master-mps-report
o Hit -IMPORT

o The MPS report will appear in the BUILD Stage

.” Jotform  smertrorForms - gimum "‘fw_PE_rty Standards Report

UPLOAD BUILD » SETTINGS PUBLISH

/N, S e e e ——

= MINIMUM
| i
SAREIEL

REPORTING SYSTEM
wNAFHAC.

Minimum Property Standards Evaluation Report - i
Please upload your company logo here: Please upload a cover image hera: E

Browse and Preview an Image Browse and Preview an Image tﬁ
Drag and drop your image hera Drag and drap your image hers
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Step 3: Set Default Inspector Information

[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.

SUBJECT PROPERTY INFORMATIONM:

UPLOAD

BUILD SETTINGS PUBI

Subject Proparty Addrass:

Subject Property State[Zip: ~

Company: * /

Inspactor Phone Mumibers *

Subjact Proparty City: ©

Ewval Data: ©

D4 =22-2026

INnspector Narme:

CATHERIME HALL

Inspector Ernail:

/

Your Company Name

555-555-5555 CHALL@MAFHAC ORG

e e e T e SO

REPEAT this same process FOR ALL FOUR FIELDS

1. Move your mouse over the field then click it

v st

Company: * Inspector Name: *

Your Company Name

ption when a use

Iot@ne Number: *

HEH-HBEH-HHHE

Inspector Email: Dertault Value
Your Company Narnel

example@example.com Pre-populate this field with a default value

2. A blue box will appear around the field
3. CAUTION- DO NOT HIT THE “Remove from PDF” button.
4. Click the black PROPERTIES Gear

oL a v

Company. * Inspector Name: *

Your Company Name

Inspector Email: * Devault Value

Your Company Narnd

example@eaxample.com
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5. Go to the Advanced Tab

UPLOAD BUILD » SETTINGS PUBLISH PreviewForm.

Subject Property Address: * Subject Property City: * Short Text Properties X
GENERAL OPTIONS ADVANCED

Subject Property Stotefzip: * Eval Date: * Field Label

04-21-2026 Company.

I il |

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

every report.

(o v

Company: * Inspector Name: *

Your Company Name

|v°to:me Number. * Inspector Email: * Detault Value

HHH-HBH-BHAH Your Company Name

example@example.com
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Step 4a: Update Form Settings

[ Edit the Settings for report delivery

UPLOAD BUILD SETTINGS » PUBLISH

RM SETTINGS FORM SETTINGS
stomize form status and properties Customize form status and properties

AILS Tt t/

d autoresponders and notifications

SHORTEN THE TITLE OF THE FORM

Enter a name for your form

‘ (TR ERTIEOIRIEE Minimum Property Standards Report

ICUMENTS

submissions into documents

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

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: Eval Date: .pdf ’

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

‘ New MPS Repor‘t| ‘\
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Step 4b: Set Up Email Notifications

(Adding autoresponder and notification emails)

o EMAILS - create your custom autoresponder and report submission emails

= Click the option “EMAILS” from the side bar

'u FORM SETTINGS + NEW EMAIL
Customize form status and properties Start building your email with Al or create it manually.

= EMAILS [ ] . )
e Send autorespenders and notifications R © Email Copilot m
Jotform Email Specialist

y DOCUMENTS
Turn submissions into documents

i’l CONDITIONS
Set up conditional logic

= Create the notification email from the Email Copilot Al with this prompt

AUTORESPONDER 1 PROMPT: (copy entire content)

gy FORMSETTINGS NEW EMAIL

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

s, EMAILS
Send

, _¥_¢ Email Copilot £)
S Jotform Email Specialist

[y DOCUMENTS ' tome %
Turn submissions into documents

PASTE COPIED CONTENT HERE

"l CONDITIONS
Set up conditional logic
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o Confirm contents are as you would like to receive in the email

< MPS Report Submission Notification

Receive an email when somecne fills out your form

/ Confirm
Content contents  Recipients

Subject: MPS Report Created for Client Mame: on  Eval Date:

Advanced

1pt ~ Aa~ B T A - v ¢ P <> @@ v~ Form Fields ~ e

7 Jotform

MPS REPORT CREATED

The Minimum Property Standards Evaluation Report has been successfully
created for clientNamez76clientMame276 on evalDate.

Subject Property Address: Subject Property Address
Subject Property City: Subject Property City

= Click the Recipients Tab:

UPLOAD b BUILD SETTINGS PUBLISH
< MPS Report Submission Notification
operties T ool et B e e /
Content Recipients Advanced

ifications

Sender Nam;/
| Jotform Change to Your Company Name (optional) -

Reply-to Email

Inspecter Email: W — -~

Venfy information is correct

Recipient Email * /
@ challunlimited@gmail.com

o left

ps 4 Test Email @ Save Email

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

®  You would select the macro ‘Company:’ from the dropdown menu.

= Verify Reply-to Email is ‘Inspector Email:” macro

= Recipient Email should be your account email address
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= Click to the Advanced tab
o Confirm the Attach PDF box is blue (on)

o Confirm “The Original PDF with Form submission data” box is checked

( MPS Report Submission Notification
i and properties Receive an email when somecne fills out your form /

Content Recipients Advanced
pnd notifications
Send Email Automatically

Automatically trigger the email when a specific action cccurs

When a submission is received

When a submission is edited

Send File Uploads az Attachments

Attach files uploaded through your form to this email
lission

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

itifications

B sclecta

The Criginal PDF with form submission data.

other apps

Default Document

o Edit the Sender Email (from noreply@jotform.com)

= Scroll down on the page and click the +Add Sender Email button

Sender Emails
+ Add Sender Email

Form Caches m

Bounce List challunlimited@gmail.c3
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This will require updating your Settings and works best with Google or Microsoft

Is

Sender Email (SMTP) Configuration

SMTP lets you send your email through a specific server setting

cooie /

Microsoft \

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
re-populate the field option.

B A

Update this email automatically when its form is edited

Sender Email

2 Wns
noreply@jotform.com

Default Email

noreply@jotform.com

Crther Emails

challunlimited@gmail.com | & Google
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Autoresponder 2 PROMPT

(Notification email with report for client delivery)

PASTE COPIED CONTENT HERE INSIDE COPILOT BOX

a FORM SETTINGS + NEW EMAIL
Customize form status and properties Start building your email with Al or create it manually.

« EMAILS _ -
L autoresponders and notifications ¢ ..‘\ © Email Copilot £)
Jotform Email Specialist

a DOCUMENTS

Turn submissions into documents

"} CONDITIONS
Set up conditional logic
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o When both autoresponder emails are created it should look like this in the Emails Section

UPLOAD BUILD SETTINGS PUBLISH

EMAILS
Send autoresponders and notifications
€ Add Email
MPS Report Submission Motification

Frem: Company:

To: ¥ challunlimited@gmail com

u Client MPS Report Autoresponder
From: Company Mame
Ta: Client Email:

B Scheduled to send 1 hour after each submission

o Once you are finished with settings click the PUBLISH BUTTON

UPLOAD » BUILD SETTINGS PUBLISH

CLICK PUBLISH TO ACCESS APP SETTINGS
QUICK SHARE DIRECT LINK OF YOUR FORM

Direct form link and social share SROLERY FUDRSIMG SR TRRCY 10 USE 3K GRS ACcreas

EMBED

Vesies sl o mmbed opllons SHAREWITHLINK | & Public Form 0 Settings

4

Third-party publish options m OPEN IN NEW TAB

PLATFORMS

ASSIGN FORM
Assign your forms to others
INVITEBYEMAIL &

EMAIL
Reminders and instant sharing 4 To: Enter email addresses to send invitation with permissions
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STEP 5: CREATING MOBILE APPLICATION

1. Scroll down to Create App Button

SHARE FORM

Share your form link in various social posts and through email.

- JON £ Jin|

+ View more >

CREATE APP
Create an app to store all of your forms in one place and easily share them

with others. Start with this form!

2. App Builder page will open (give it a few seconds to load the MPS system)

Jotform  eesice -

ipp Elements

BASIC

Form

Heading

Rich Text

Text

List

Minimum Property Standards Report ~
Last edited at 10:21 am

SETTINGS  PUBLISH Preview (I

, Add App Viewingas @ Amn v [Jv 3
Header

WIDGETS

10:21 - ll 7.

E’F—s Minimum Property Standards Re a’
MINIMUM
J FROFERW )
REPORTING SYSTEM
byNAFHAC _—
H PROPERTY
§TANDARDS

REPORTING SYSTEM
by NAFHAC

Minimum Property Standards Evaluation

Minimum Property
Standards Evaluation Report
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Subject Property Address: * Subject Property City: *
Subject Property State/Zip: * Eval Date: *
04-22-2026 =}
Company: * / Inspector Name: *
Your Company Name CATHERINE HALL /

Inspector Phone Numbey Inspector Email: *

el

555-555-5555 CHALL@NAFHAC.ORG

ﬁp_s Minimum Property Standards Re... a

Company: *

Your Company Name

Inspector Narme:

CATHERINE HALL

Inspactor Phone Number: *

555-555-5555

Inspector Email: *

CHALL@NAFHAC.ORG

M CLIENT INFORMATION

4. DO NOT CHANGE ANY OTHER SETTINGS OR YOU MAY CORRUPT THE ENTIRE SYSTEM
5. No SETTING CHANGES ARE NEEDED (Confirm the screen appears as below)

Enabled

App Language
Set the default language for your app.

BE=  English

Add to Home Sereen Modal

modal when user opens the app.

¥ Customize

Continue Foerms Later

Allow users to save their submission and

complete the form through the app later.

App Status
Disable your app now or on a specific date
~

CONFIRM THESE BUTTONS AND OPTIONS ARE CORRECT

Show add to home screen D

g

Show QR Code on Dezktop I]
Let users scan GIR code to open the app on their phone.

—
00

6. Proceed to PUBLISH tab
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Step 6: Access and Use the Form

a. From here you can either:

i. copy the link and paste it into an email that you will open from your mobile device

ii. Invite by email (add your email address ) and send to email you can open from your
mobile device

iii. If using email- open mobile device and follow instructions from inside email.

PUBLISH \
e e et iet ' wa e e [

YOUR APPLINK (& Public Accoss | & Settings

Share this link to install your spp on @ mobile device aropen it in @ deskiop browser.

&P s Fwenw jotform.com./app /2611447675153 ’H

=

INVITE BY EMAIL T Shared with

& To: Enter email addressas ta send invitation with parmissions.

SHARE APP

\jhare your app on Facebook, WhatsApp, X, Linkedln, or use QR
Code.

- HOY £ Ninl ]
-

b. Click the link to open from either QR code or WhatsApp link.
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c. If using QR code follow the instructions on the screen as below:

SHARE WITH GR CODE
Download or embed a GR code to share your app

E Copy the HTML code below to embed the QR code
j on your website

wE e

href="https_app.jotform.coms 2611447675153 .
Tutm_sources=shars- 7

gr&utm_medium=wsbsite&utm_campaign=port A

d. Follow instructions on mobile device for adding the app to your home screen

e. Open the app and use.

10:39 sikE ™ -
m 25 app.jotform.com, &)

Install Minimum
Property
Standards Report

app.jotform.com

Install

Add Minimum Property Stand{

Add Minimum Property Standards Report to Your Home Screen

Report to Your Home Screen?

Add this app « ur home s
and easy ac when y

Add to Home Screen

111 (@) ¥ I O

i Add this app on your home screen for
el and easy access when you're on thd

Add to Home Screen

%% Jotform

@ 75 Minimum Property S... Login

- -
I 2 | PROPERTY
M | STANDARDS

REPORTING SYSTEM
by NAFHAC

Minimum Property
Standards Evaluation
Report

Please upload your company
logo here: *

Browse and Preview an Image

Drag and drop your image here

| Create your own App
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FAQ’s & Troubleshooting Tips
FREQUENTLY ASKED QUESTIONS (FAQs)

Q1: Who should receive the MPS report email?

v Answer:

The report should be sent to the CLIENT’S email address.

Make sure the “Client Email” field is set to the Client Email — not your own email.

. IMPORTANT:
Incorrect recipient settings are the #1 reason reports are not delivered.

Q2: Why is my client not receiving the report?
v Answer:

Please verify the following:

e Recipient Email is set correctly

* Autoresponder email is enabled

e PDF attachment is turned ON

TIP:
Ask your client to check their spam or junk folder if the email is not found.

Q3: Can | delay sending the report to the client?
v Answer:
Yes. You can delay the email (e.g., 1 hour) before sending.

TIP:
This gives you time to review the report for accuracy before it is delivered.

Q4: How many emails should be set up?
v Answer:

You only need TWO emails:

1. Inspector Notification Email

2. Client Autoresponder Email

Q5: Can | customize the email message?

v Answer:

Yes. You can edit the email content using Email Copilot or manually.

Just make sure all required details and the PDF attachment are included.
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TROUBLESHOOTING TIPS
| ISSUE: PDF report is not attached to the email
v SOLUTION:

® Go to Emails - Advanced tab
e Turn ON “Attach PDF”
e Select “Original PDF with submission data”

| ISSUE: Sender email shows Jotform default (noreply@jotform.com)

v SOLUTION:

* Go to Emails - Advanced tab

e Update the Sender Email to your email address

e Add your email if needed

e Save changes and refresh (log out/in if necessary)

| ISSUE: Client is not receiving the email
v/ SOLUTION:
* Verify Recipient Email is set to Client Email
¢ Check spam/junk folder
e Confirm autoresponder is active
e Ensure all email settings are saved properly

1. WARNING:
Do NOT leave the recipient email as your own email.

| ISSUE: Company or Inspector details are missing in the report
v/ SOLUTION:
e Set Default Values for all required fields:
- Company Name
- Inspector Name
- Phone Number
- Email
* Go to Properties - Advanced - Default Value

.

National Association of

FHA Consultants
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| ISSUE: Report contains errors or missing information
v/ SOLUTION:
e Use the email delay feature (recommended: 1 hour)
* Review submission before sending
* Double-check all entries before final submission
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