BONDIBYTE *{C} REBCTICES FRODUCT GUIDE
INNOVATION. AUTOMATION. INTEGRATION Reports, Incidents and Charts

Createorcloneaform

Build a form for your organisation in Reports & Forms, from a blank template or by duplicating
an existing one, and save it as a draft.

WHO IT IS FOR TIME NEEDED LAST REVIEWED
Owner, Admin About 15 minutes 2 October 2026
Who thisis for Before you begin
Permissions: You need permission e You are signed in to BondiByte on a computer.
to manage report templates (Can e You know what the form is for and the questions it
manage report templates). Owners should ask.

and Admins have it by default. With
view access only, you can open
Reports & Forms but the buttons
that change templates are switched
off.

e To copy an existing template instead, you know which
one. See The Reports & Forms library for the difference
between built-in and organisation templates.

BondiByte Robotics Pty Ltd | bondibyterobotics.com.au/guides Page 10of 14


https://bondibyterobotics.com.au/guides/report-library/

#e

Steps

@ GotoConfiguration > Reports & Forms

Create or clone a form

o In the left menu, under Administration, choose Configuration. The Configuration page opens
with a card for each area.

e Under System, choose Reports & Forms. The template library opens.

Rostering

Sites

SIL/Smart Rostering

= Approvals

Timesheets

Invoicing

= Support Coordination

EGISTERS

Service Agreements

Staff Contracts

Documents

Reports

= Charts

Incidents

> Automation Centre

Audit Centre

Pay Levels

Configuration
WORKSPACE
a8 3]
. .
Setup Organisation

ACCESS

5}

L]
Login, S50 & User Sync

InTeGRATIONS
=
L]
Xero Payroll
OUTBOUND
=
L]
Email
SYSTEM
@ k3 +
L] - L]
Security Data Export Al Settings

B

L]
Rostering rules

A

Roles & Permissions

B

-
Reports & Forms

+
=

i

Demo User
9 Demo Organisation

Configuration needs attention

Setup Health

Easy Migration

Full health
Live configuration signals

L)
Setup Needs attention
2 of 3 required steps do...

° S
Organisation Warming
1 profile item(s) need review.

[ )
Access Healthy
10 users assigned, 2 Admin use...

. 5—o
Con?n?un!:allon . Mot configured
Email is Disabled; provid...

° .
Operaltlens ) Heatthy
Robotics - Active.

° -
Secunlty ] ) Healthy
Retention and session settings ...

L]
A Healthy
Al-assisted features are on and ...

L]
Lol Not configured

Xero Payroll is not conne...

Chart Library

Choose Configuration in the left menu (1), then Reports & Forms under System (2).
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*% Create or clone a form

@ Choose + Create template

You decide how to start here. To build a blank form, follow this step and the next one, Name the
template. To start from a copy of an existing template instead, skip those two steps and follow the
last two steps of this guide, Alternative: copy a template instead, choose Duplicate and
Alternative: name the copy. Then carry on with Add your questions in the builder.

o The Organisation templates tab lists the forms your organisation has made. The ready-made
BondiByte templates are on the Built-in templates tab.

e To build a blank form, choose + Create template on the Organisation templates tab. The
New organisation template window opens.

Tip: To start from an existing template instead of a blank one, go to the step called
Alternative: copy a template instead, choose Duplicate.

SYSTEM
Reports & Forms Settings

Build and manage the report and form templates your organisation uses.

All configuration

Manage the report and form templates your erganisation uses to capture structured records. Refresh

Organisation templates 3 Built-in templates 14

Organisation templates e []

Templates your organisation has created or customised.

Stay on the Organisation templates tab (1) and choose + Create template (2).
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*% Create or clone a form

e Name the template

o In Template name, type a name your team will recognise, for example Sample Daily Check.
Create and open builder stays switched off until you type a name.

In Description, say what the form is for.

In Category, choose the type that fits the form best. It starts on Progress note.

Choose Create and open builder. The template is saved as a draft and the builder opens.
Choose Cancel instead to close the window without saving anything.

Template name: Required. It must be Category: Starts on Progress note. Choose
different from the names of your other Progress note, Assessment, Review,
templates, including archived ones. People Handover or Other to describe the kind of
choose a form by this name. form. These five work the same way for
Description: Optional. It is shown under the reports. Choose Incident only for a form
form's name when someone chooses a that belongs to the Incidents area.

report type on the Reports page, and it is
searched there, so it helps people pick the
right form.

Important: A template in the Incident category belongs to the Incidents area and is not
offered when someone adds a report. Choose another category for a form that belongs in
Reports.

New organisation template
Start from a blank template. You can add sections and fields in the builder next.

f
Template name

Sample Daily Check

\

-

Description

A quick daily check of a house. A sample form for this guide.

AJ
©
w

A

o

Cancel [ Create and open builder

Type the name (1) and description (2), choose a category (3), then choose Create and open builder (4).

BondiByte Robotics Pty Ltd | bondibyterobotics.com.au/guides Page 4 of 14



#e

@ Addyourquestionsin the builder

The builder has three parts. Add a field on the left lists the types of question in four groups: Basic,
Choice, People & records and Layout. The middle of the page shows the form, one box for each

Create or clone a form

section. Field settings on the right opens when you select a field. A new form starts with one
section called Details.

o In the Add a field list on the left, choose a field type, for example Short text. The field is
added to the section named under the heading, for example Adds to Details.

e Select the field in the middle of the page. Its settings open on the right under Field settings.

Q In Label, type the question as the person will see it, for example Checked by.

o Turn on Required if the person must answer before they can save a report. Repeat for each

question.

Label: The question or heading the person
sees. Every question needs a label, up to
200 characters. A counter under the box
shows how many you have used. For a
Section heading or Info text field the box is
called Text instead.

Key: A short name that BondiByte fills in
when you add the field, for example
questionl. It does not change when you
type the label. Choose Regenerate from
label to make it follow the label. It starts with
a lowercase letter and then uses letters and
numbers only (2 to 60 characters), and it
must be different from every other key in the
form. A red message under the box says
what to fix. You can leave it as it is.

Required: When it is on, the report cannot
be saved until the question is answered. A
star marks a required question. It is off to
start with. Not offered for layout fields.

Help text: Optional extra guidance about the
question, up to 500 characters. It is shown
with the question.

Placeholder: Optional hint text shown inside
an empty answer box. Offered for Short text,
Long text, Number, Date, Time, Date and
time and People.

Default value: Optional. The answer the
question starts with. The control suits the
type: a text box, a number box, a date or
time picker, a Checked by default tick for
Yes / No and Checkbox, or a list with No
default and your options for Single choice.
Multiple choice, People, Table and the
layout types have none.

Tip: The example form has five questions. Checked by (Short text) and Date of check (Date)
are required. Everything in order? is Yes / No, Area checked is Single choice and Notes is

Long text.

Note: To change a field's type, delete the field and add a new one. A field with a problem is
outlined in red and listed in the box above the builder.
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< Reports & Forms

Add a field

Adds to Details.

BASIC o

Sample Daily Check

QOther

v template Draft  Show description

Details

Section help text (optional)

[ = Short text

Long text
Number
Date
Time

H#

5]

@ Date and time
Yes / No

::¢]

Table

CHOICE
@ single choice

5= Multiple choice

[ NP SR

Checked by SHORT TEXT

Date of check ~ DATE
dd/mm/yyyy

Everything in order? YES / NO

Select

Area checked

Select

Notes

v

SINGLE CHOICE

v

LONG TEXT

Create or clone a form

Preview Save draft m

Field settings
SHORT TEXT

A single line of text, like a name or reference number.
To change the type, delete this field and add a new one.

FIELD

Label
Checked by

10,200

(3]

Key

questionl

Regenerate from label

C Required

Help text

Choose a field type (1), select the field (2), type its label (3) and turn on Required (4).
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@ Choose therightfield type

Create or clone a form

BondiByte offers fourteen field types. Choose the one that matches the answer you want, because
it decides what the person sees when they fill in the form.

Short text (Basic): A single line of text, such
as a name or a reference number. It has a
placeholder and a text default value.

Long text (Basic): A box for several lines,
such as notes or descriptions. It has a
placeholder and a text default value.

Number (Basic): A number. The default
value box accepts numbers only.

Date (Basic): A calendar date, chosen from a
calendar or typed.

Time (Basic): A time of day, with no date.

Date and time (Basic): A calendar date with
a time of day.

Yes / No (Basic): A yes or no answer chosen
from a list. Its default value is a Checked by
default tick.

Table (Basic): A repeating grid of rows with
columns you define, such as a set of time-
stamped checks. Under Columns, choose +
Add column (up to 8 columns). Give each
column a label and a type (Short text, Long
text, Number, Date, Time, Date and time,
Yes / No, Single choice, Multiple choice or
People), and turn on Required if it must be
filled in. A choice column has its own
Options list. A table needs at least one
column. The person filling in the form adds
rows with + Add row (up to 50) and removes
one with Remove row.
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Single choice (Choice): Choose one option
from a list. Add the options under Options.
Its default value is one of your options, or No
default.

Multiple choice (Choice): Choose one or
more options from a list. Add the options
under Options. It has no default value.

Checkbox (Choice): A single tick box for an
on or off answer. Its default value is a
Checked by default tick.

People (People & records): Pick a staff
member or a client from your organisation's
records. Source chooses Staff or Client.
Selection mode shows Single person and
cannot be changed in this release. The
placeholder starts as Select staff member...
or Select client..., matching the source. It
has no default value.

Section heading (Layout): A heading that
breaks up a long section. It is not a question,
so it has no Required or default value. Type
the heading in Text.

Info text (Layout): Read-only guidance text
shown to whoever fills in the form. It is not a
question. Type the text in Text.
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*% Create or clone a form

@ Addchoicestoachoicefield
o Select the Single choice or Multiple choice field. Under Field settings, find Options.
9 Choose + Add option. A new option appears with a Label and a Value.

e Type the choice in Label, for example Kitchen. The Value is filled in for you, as option],
option2 and so on, so leave it unless you need a particular value. Add one option for each
choice you want to offer.

To remove an option, choose the x at the end of its row.
Note: A choice field needs at least one option, every option needs a label and a value, and no
two options can share a value. A choice field can have up to 30 options, and + Add option

switches off when you reach 30. BondiByte lists anything that is missing above the builder
before you can publish.

Default value

Area checked SINGLE CHOICE : Mo default v

Select v e —
Options o

o Kitchen I optionl x
Notes LONG TEXT 3

Bathroom option2 %
Living area option3 x
e + Add option
P L o

Find Options (1), choose + Add option (2) and type each choice in Label (3).

€ Show aquestiononly when another answer needsiit

You can hide a question until an earlier answer calls for it, for example a What needs follow-up?
question that only appears when Everything in order? is No.

0 Select the question that should appear only sometimes. Under Conditional display in Field
settings, choose Configure. The text Only show this field when... appears.

e In the first list, choose the question whose answer decides it. The list shows each question
with its section name, and leaves out headings and info text. The starting choice, No
condition (always show), means the question is always shown.

e In the second list, choose how to compare: is equal to, is not equal to, is Yes / checked or is
No / unchecked.

o For is equal to and is not equal to, type the answer to compare with in Value.
To remove a condition later, choose No condition (always show) in the first list. Choose Cancel to

close the box without setting a condition.

Note: A question cannot depend on itself, and a condition that compares to a value needs
that value filled in. BondiByte lists any problem above the builder before you can publish.
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*% Create or clone a form

@ Organise the questionsinto sections

@ Each section has a title box that you can type in, and a Section help text (optional) box
under it for guidance that applies to the whole section.

Choose + Add section at the bottom of the form to add another section. New sections are
called Section 2, Section 3 and so on. New fields go into the section you last selected.

Drag a section or a field by the grip at its left to move it. You can drag a field into another
section, and you can drag a field type from Add a field to a place in the form.

Use the three dots menu on a section to Move up, Move down, Duplicate section or Delete
section. The menu on a field has Move up, Move down, Duplicate field and Delete field.
Delete field is also at the bottom of Field settings.

Warning: Deleting a field asks you to confirm. Deleting a section that has fields asks too,
because deleting the section deletes its fields.

Note: A form can have up to 12 sections, 80 fields in total, 30 options in a choice field and 8
columns in a table. It needs at least one section. If a limit is passed, the box above the builder
says so, for example This template has 13 sections. The maximum is 12.

e Check the name, category and descriptionin the top bar

o The name at the top left of the builder is a box you can type in to rename the form. The new
name must be different from your other templates.

9 Beside it, the category list shows the same six categories as when you created the form. The
status, Draft or Published, is shown next to it.

e Choose Show description to open the Description box, and Hide description to close it.

If you move a form into or out of the Incident category, BondiByte asks you to confirm when you
choose Save draft or Publish. If no reports have been made from the form yet, a window asks you
to change the form type (for example Change the form type to Incident?) and says the form
moves between Reports and Add Incident. Choose Change type to go ahead.

If reports already exist, a window headed Warning - this will reclassify existing records lists
what will change and how many reports are affected. You must type RECLASSIFY before Continue
and reclassify switches on. Choose Cancel to leave things as they were.

Warning: Moving a form into or out of Incident moves the reports already made from it to
the other area. Their content is not deleted, but where they appear changes.

Note: On a form that is already published, a new name, description or category is applied
when you save. Changes to the questions wait until you publish. See Publish a form.
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Create or clone a form

f7oxs
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Q Preview the form and save the draft

o Choose Preview to see the form as the person filling it in sees it. Preview does not save any
answers. Choose Close when you have finished looking.

9 Choose Save draft. It stays switched off until you have changed something.
e A message confirms Draft saved.
To leave the builder, choose Reports & Forms at the top left. If there are unsaved changes,

BondiByte asks whether to discard them.

Important: A draft is not available to anyone yet. Publish the form when it is ready. See
Publish a form.

Template builder 9[[ “ Draft saved x }

< Reports & Forms Sample Dally Check o[ Preview J[ ] m

Other v template Draft  Show description
Add a field Area checked
Adds to Details. Details : 12/200
Section help text (optional) Key
BASIC
questiond
= Short text Checked by * SHORT TEXT
Regenerate from label
Long text
# Number Required
B Date Date of check * DATE Help text

Choose Preview to check the form (1), then Save draft (2). A message confirms the draft is saved (3).
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*% Create or clone a form

o Alternative: copy a template instead, choose Duplicate
o Open the Built-in templates tab to copy a BondiByte template.
e Choose Duplicate & customise on the row you want.
To copy one of your own templates, choose Duplicate on its row on the Organisation templates

tab instead. The steps from here are the same.

Note: You do not need to duplicate a built-in template just to use it. Duplicate one only when
you want your own version with different questions.

Organisation templates 2 Built-in templates 14 ]o

Built-in templates

Ready-to-use BondiByte templates available to every organisation. Preview a template,
or duplicate one to customise it for your organisation.

TEMPLATE STAFF MOBILE APP

Appointment or meeting report

Preview Duplicate & customise
Capture meetings, appointments,
decisions, and action items.
Behaviour support report Preview Duplicate & customise
Capture behavioural context, observations,
response strategies, and follow-up. e

Client progress
Record client progress, support outcomes,
and any follow-up required.

Preview [ Duplicate & customise ]

Open the Built-in templates tab (1) and choose Duplicate & customise on the row you want (2).
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*% Create or clone a form

@ Alternative: name the copy

o In Name for the copy, type a new name. BondiByte suggests the original name followed by
(Copy).
9 Change the Description if you want to.

@ Choose Create copy.

Note: The copy starts with all the fields of the original and belongs to your organisation. A
copy of a built-in template opens in the builder straight away. A copy of one of your own
templates is added to the Organisation templates list as a draft, and a message confirms
the copy, ready to open with Edit.

Duplicate "Client progress”
The copy starts with all the fields of the original and belongs to your organisation.
Mame it before it is created.

[Name for the copy

Sample Progress Check

\

F[}escriptian

Record client progress, support outcomes, and any follow-up required.

Type a name for the copy (1), change the description if you want to (2) and choose Create copy (3).

What happens next

The template appears in the Organisation templates list with the status Draft. A draft is not offered to
anyone yet.

When the form is ready, publish it. See Publish a form. To make it available to staff in the Staff App as
well, see Show a form on the staff mobile app.

You can change a template later with Edit on its row. Edit is not offered on an archived row, so restore it
first. A published template can be edited too. Your changes to the questions are saved on top of the
published form, and people keep using the current version until you publish again.

To publish your changes, choose Publish at the top right of the builder. The row keeps the status
Published. Publishing a draft that has changes creates a new version, and reports that were already
completed keep the version of your form they were completed on.
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*% Create or clone a form

Important notes

Important: A form belongs to your whole organisation. You create and publish it once, and a switch
decides whether it also appears in the Staff App.

Good practice

e Choose the category before people start using the form. Moving a form into or out of Incident later
moves its existing reports to the other area, and BondiByte asks you to type RECLASSIFY to confirm.

¢ Name a form for what it records, such as Daily house check, and keep the name short and clear,
because staff and managers choose a form by its name. Put the date or house name in each report's
Title, not in the form's name.

e \Write each label as the question a support worker would ask in plain words, use Help text for

anything that needs explaining, and turn on Required only for answers you cannot do without. A long
list of required questions slows people down.

e Start from a duplicate when a BondiByte template is close to what you need. The copy keeps every
question, so you change only what differs. Use Conditional display for follow-up questions so the
form stays short.

Troubleshooting

The + Create template, Edit or Duplicate
buttons are greyed out.

Why it happens: Your role can view report
templates but not manage them. Pointing at a
button shows the message You do not have
permission to manage report templates.

What to do: Ask an Owner or Admin to create
the template, or to give your role the
permission to manage report templates.

Amessage says A template with this name
already exists in your organisation. Choose a
different name.

Why it happens: Another template in your
organisation already uses that name.

What to do: Choose a different name for the
new template or the copy. Look in the
Organisation templates list to find the
existing one, and turn on Show archived in
case it was archived.
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Aboxabove the builder says Tissue to fix
before publishing.

Why it happens: Something in the form is
incomplete, for example a choice field with no
options, or a question with no label.

What to do: Read the line under the heading,
such as "Area checked" needs at least one
option. Open the field marked in red and fix it.
The box disappears when nothing is left to fix.

Amessage says Add atleast one section
before saving.

Why it happens: Every section has been
deleted from the form.

What to do: Choose + Add section, or add a
field from Add a field, which creates a section
for it.
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A message says the form has too many
sections, fields, options or columns, for
example This template has 13 sections. The
maximumis 12.

Why it happens: A form can have up to 12
sections, 80 fields in total, 30 options in a
choice field and 8 columns in a table.

What to do: Remove or combine what you do
not need, or split the form into two forms.

A message under Key says This key is already
used elsewhere in this template. or that keys
start withalowercase letter.

Why it happens: Two fields have the same key,
or the key has a space, a capital first letter or a
symbol.

What to do: Choose Regenerate from label, or
type a short key that starts with a lowercase
letter and uses letters and numbers only.

Amessage says a choice field has a duplicate

option value or an option missing a value or
label.

Why it happens: Two options share a Value, or
an option has an empty Label or Value.

What to do: Give each option its own label and
value, or remove the extra option.

Need more help?

Create or clone a form

Iwant to change a field from one type to
another.

Why it happens: A field's type cannot be
changed after you add it.

What to do: Delete the field and add a new
one of the type you want, then enter its label
and settings again.

Savedraftis greyed out.

Why it happens: Nothing has changed since
the last save.

What to do: Make a change in the builder and
the button turns on again.

| cannot find an Edit button on a built-in
template.

Why it happens: Built-in templates are shared
by every organisation, so they cannot be
changed. Their rows only offer Preview and
Duplicate & customise.

What to do: Choose Duplicate & customise
to make a copy that belongs to your
organisation, then edit the copy.

Guides: bondibyterobotics.com.au/guides | Support: support@bondibyterobotics.com.au

Screens show a demonstration organisation with made-up names and may differ slightly as BondiByte is updated.

Last reviewed 2 October 2026.
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