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Why Forms?

• Almost every business uses forms. Why?

• Forms provide structure.

• Forms are part of a workflow/process.

• The alternative…

• …free form.



The Advantages of Paper

• Quick to complete

• Portable



The Problem with Paper

• “Paper is not the enemy. Inefficient processes are.”

• “Paper is just another technology that is available to the 

process designers. It has a place, but it isn’t the point.”

- Ray H. Killam



Disadvantages of Paper

• Lost/Damaged

• Incomplete

• Transcribing: Time-intensive, Errors

• Expensive

• Not ecology friendly



Advantages of Electronic Forms

• Enforce Data collection completeness

-Paper: 80% Error Frequency

-Electronic: Not possible 

• Pre-filled

• More input options

• Cost (overall)

• Accuracy

-Paper: 6.7% Error Frequency

-Electronic: 2.8% Error Freqency

• Time to complete

• Skip logic
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Why is Change hard?

• Friction



Input Type: Text Fields

• Real meat of the inspection

• Allows the inspector to be descriptive

Pro Tip #1: Consider the length of the answer and the 

size of the input field.

Pro Tip #2: If you are expecting a number, email or phone 

number don’t use a text field!

Pro Tip #3: Use bullet or numbered lists



Input Type: Text Fields



Input Type: Single/Multi-Select

• Not many options (1 to 5), show all at once

-Reduces the number of clicks

• A lot of options (5 or more), show in dropdown

-Form is too long if you show all at once

• Pro Tip #1: If the option is really long/wordy, you will 

want to show them all at once (doesn’t fit well in a 

dropdown)

• Pro Tip #2: Keep your options short

• Pro Tip #3: Always consider include an “Other” 

option.



Input Type: Single/Multi-Select



Input Type: Repeating Field/Section

• Easy way to complete a table

• Simplifies Input

• Simplifies Report

• Perfect for when you don’t know how many you are 

going to complete

Pro Tip: Consider Using repeating sections when you 

have multiple items to enter



Input Type: Repeating Field/Section



Input Type: Repeating Field/Section



Input Type: Numbers and Calculations

• You are guaranteed to get a number

• Calculations are consistent and correct

Pro Tip #1: Include the units for the number.

Pro Tip #2: Include look-up values. User just provides the 

quantity and the total volume and the form can provide 

the rest.



Input Type: Numbers and Calculations



Input Type: Other



Pre-Populate Fields

• Saves time

• Provide focus for inspector (“You make the 

observation, UtiliSync will do the rest”)

• Provides consistent results

Pro Tip: Provide ability to pre-populate from multiple 

sources (GIS attributes, users data, organization 

data, current date/time, previous forms)



Skip Logic

• Only show the information that applies

• Can dramatically reduce the amount of time required 

to complete a form



Required Fields

• Guaranteed to have the information you need on 

every form

• Pro Tip: Required fields are often over used. Only 

use on field you really need to have.



Anatomy of a Form



Salt Lake County Case Study

• Salt Lake County paid a $280,000 fine for stormwater

violations.

• “We had been complying, but we hadn’t been 

documenting everything we were doing, so there was no 

proof of what we had been doing.” – Russ Wall, PW 

Director



Salt Lake County Case Study

• Our process is 2 to 4 times faster. No more paper. It is 

all completed electronically in the field.

• We are confident a record of every inspection is being 

distributed to the appropriate parties and archived for 

audit purposes.

• The work satisfaction of our inspectors has increased. 

They see this as an investment in making their job 

easier.


