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Checklists

Questions, Answers & Data Collection
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Checklist Document Type

* Build checklists with questions & pre-determined answers for:
* Quality checks
* Pre delivery inspections
* Health & safety forms
* Employee training & onboarding
* Machine & equipment inspections

e Area audits
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Creating Questions

= Edit Checklist: DropDoc

* U Se th e pI us Icon to Home / Documentation / Root Folder / Checklist

add new questions , _ -
N @[ Question .
: : Lo N A
* Questions are automatically [ ¥ ADDNEDR ;
numbered as they are created ausen
. i Description E
* Tapping the top area collapses ; ;
. yy  mmmmmmmmmmmeme————- J D Require Photo Verification E
& expands question details 01 Alow Comment |
Required i
* Pressing and holding thetoparea | e .
allows dragging to change order of O Reaure Validation
guestions o
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Questions —

i Use the plus |C0n tO Create Home Documentation Root Folder 1stLevel Folder 2nd Level Folder Q a
a hew guestion

* A reference image or video
can be added for clarity

T+ ADD MEDIA fmm=mmmmmmme e e -

* The question & description can

X CLEAR ¥ REPLACE MEDIA

Question

¢ An |mage or VldeO can a |SO be i-----) Are all three access panels secured?
made d reqU|rement ------------------- 1 R i Eﬁ;ﬁiueort]hat no bolts are loose. °

--------- > Require Photo Verification
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Questions Continued

* Comments can be allowed for Next slide for Value Types
user to provide additional info
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* In case of optional questions, the 7% Reaure
required box can be unchecked e ——— :
Widget
: : ===~ > Radio Butt v
* Radio Buttons show all available ! [Shaicaial
. i All panels were secured NEO)
dNSWETS, and Dropdown dlsplays Tt 5| One or more panels were loose, but are now secured ™»O
an expandable list Add A Choice ®

Require Validation

* Answer options can be pre-set for
Single & mu|t|p|e Choice """"""""" - Select Correct Answers

(® All panels were secured

i (O One or more panels were loose, but are now secured

e Validation can be used for . [ BE=

notifications about specific answers
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Questions Continued

— Edit Equipment Inspection: DropDoc
— Demo Instance

* Choose from several value
types for the answer format '

True/False

* Value types have QR Code E“Ta”
scanner as an option for
sensitive data entry

[J) Require Photo Verification

[J Allow Comments

Single Choice Required

R Decimal [ Require Validation

Datetime o

Text

]
]
]
]
:
i Multiple Choice True/False
]
1
]
]
]

-“Widget
’ Qr Code

]
]
H Url
L

Email

Duration
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. . — Row from Equipment Inspection: DropDoc
Viewing Results = == - ©

Home Documentation RootFolder 1stlevel Folder 2nd Level Folder

DropDoc a

Working Folder Equipment Inspection View Row L

) BACK TORESULTS -

= Documentation: Dropboc. . & (@) [ Rﬁsutls can be viewed using the B i
. Checklist options menu :
Home Documentation Root Folder  1st Level Folder o p

2nd Level Folder  Working Folder

2 . e Data is displayed in a table and

I can be viewed as submitted
FUpTENIPOY v [

ya Edit
= View Results = === Ensure that no bolts are loose.

(O All panels were secured (@) One or more panels were loose, but are now secured
rﬁ Copy Home Documentation

Equipment Inspection

B Properties
= — >
9 '
E Assign oy EXPORT =TFILTERS| =, VIEW ROW 1 Displaying 3 results on or afte
@ History . .
Datetime ¥ Username Are all three access panel... How creative can
i Delete
2023/4/3 9:04 AM SasaAdmin One or more panels were loose iNel& R[] ®
O Open New Tab & How creative can you be with checklist use cases? *
2023/4/3 9:04 AM SagaAdmin All panels were secured €@  Kind of @ Very O Kindof (O Notsomuch v
4 »
2023/4/3 9:03 AM SasaAdmin All panels were secured @&  Very

Total Results: 3
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Full Sized Images

¢ Whether rEferenceS Or Su bmittEd Home Documentation Root Folder 1stlevel Folder 2nd Level Folder
images, they can be viewed in full size
& zoomed.

S

Open image in new tab

* Long press image using a mobile device,

Save image as...
* or right click on image using a desktop, ropyimage

Copy image address

Copy Text From Image

* and select the “Open image in new tab”
option.

Block elements

X CLEAR ¥ REPLACE MEDIA
Inspect
Question

Are all three access panels secured?

Description
Ensure that no bolts are loose.

(Not available for Presentation slides, but coming soon) e —————
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DropDoc ﬂ Congratulations

Congrats on leveling up your DropDoc toolkit!

For DropDoc user guides, go to dropdoc.com/faq &
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