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1. BUILDING A TEMPLATE 

1.1 ADDING THE FIRST SECTION TO A TEMPLATE 
 

Step 1: To add a new section to your template, select + Add New Section 

 

Step 2: A window will pop up where you can fill in details such as section name and fields 

 

Field Types are explained further in the Appendix. 

 

 

 

 

 

 

 

Add in the 

section name 

Select ‘Yes’ is you would like further 

sections to be on the next page 

Select ‘Yes’ if you would like to have a 

minimise section option 

Add in instructions for completing 

the section if applicable 

Add in fields/questions for the 

template 

Select the ‘Field Type’ for each 

field 
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Step 3: Select Add Section 

 

Step 4: To edit/delete the section, select the edit button 

 

Step 5: Select either Update Section when happy with changes, or Delete Section if 

necessary 
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1.2 ADDING ADDITIONAL SECTIONS  
 

Step 1: Select + Add New, Section 

 

Step 2: Complete the details as seen in section 1. 

 

1.3 ADDING ADDITIONAL FIELDS 
 

Step 1: Select + Add New, Standard Field 

 

Step 2: Fill in the details below and select Add Field 

 

N.B. See section 1.4 on managing condition-based fields. 

 

 

 

 

Add in the field label 

Select the section you want the field to 

be added to 

Select the field type 

Add help text & image if required 

Select whether the field is 

mandatory required and/or visible 

Toggle ‘Yes’ if required 
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Another way to add additional fields is the Quick Add button 

Step 1: Select + Quick Add Section Fields 

 

Step 2: Add in Field Labels and select the Field Type. Select Update Section when complete. 

 

1.4 ADDING CONDITIONS TO FIELDS 
 

Conditions can be applied to certain fields if you want them either to be mandatory or 

visible, based on certain conditions. For example, if ‘Yes’ is selected for the first question, the 

second can be set as mandatory and visible. See below for an example. 

The fields I will use as examples are below: 

 

The first field is a yes/no answer. 

Step 1: Select edit beside the second field 

 

Step 2: You will now set up that this field is required condition based. Select Required 

Condition Based, then select Click Here 
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Step 3: Once you have selected Click Here, a new window will pop up. Select + Add 

Condition 

 

Step 4: Fill out the form details and select Save.  

In this case, you are stating that if ‘Yes’ has been answered to ‘Has there been any product 

recalls this month?’, then the field ‘Please select the reason for these recalls’ will be both 

Required & Visible.  

 

 

 

 

 

1.5 ADDING EXTERNAL FIELDS TO THE TEMPLATE 
 

Certain tools have the ability to include external fields. External fields can be used to pull 

supplier information from other tools within Foods Connected.  

Select the field which will impact the 

requirement/visibility of that in question 

Select the answer which impacts the field 

Select if this will impact if it is Required and Visible 
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Step 1: Select Add New and select External Field from the dropdown options. 

 

Step 2: Enter the external field details and select Add Field when the details have been 

entered.  

 

 

 

 

 

 

 

 

 

 

 

 

 

1.6 EDITING / DELETING FIELDS 
 

Step 1: Select the Edit Field button 

 

 

 

 

Select the section to add the field to 

Give the field a label 

Select the Tool, Template and Form 

Type the field of interest is in 

Select the field of interest 

Select toggles to ‘Yes’ if applicable 

Scores can be assigned to answers 

if applicable 
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Step 2: Update any details and then select Update Field, or if necessary, select Delete Field 

 

 

1.7 DUPLICATING A SECTION / FIELDS 
 

There is the ability to duplicate a section and its fields, or just the fields on their own. 

Step 1: Beside the section title, select the arrow which implies the duplicate function 

 

 

Step 2: Choose to either duplicate the section & fields, or the fields only 
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Step 3: A window will pop up which allows you to customize the duplicate 

 

 

 

 

 

 

 

 

 

Enter the new section name 

Select a parent section if applicable – this 

means the new section will be a sub-

section of the parent 

Select the section you would like it 

placed after 

You can set conditions & add intro 

text if applicable  

Choose the fields you wish to copy  

Choose if you would like to duplicate 

field conditions, triggers and scoring 

criteria  
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Step 4: Select Create Duplicate 

 

2. REORDERING SECTIONS / FIELDS 
 

Step 1: Select Reorder and choose Sections / Fields where applicable 

 

Step 2: Hover over the arrows on the field you wish to move and use a drag and drop action 

until happy with the order 
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Step 3: Click Done when complete 

 

 

3. APPENDIX – EXPLANATION OF FIELD TYPES 
 

TEXT 

Textbox – Single line text input 

 

Textarea – Multiple line text input  

Drag the bottom right-hand corner of the textbox to expand it. 

 

NUMERIC 

Numeric 

 

With numeric fields, there are decimal and unit options which you can edit when you update 

the field. You can also change a single numeric field into a counter. 

  

 

 

 

 

Numeric (2/3/4/5 values) 
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With multiple value numeric fields, you have the same options for decimals and units, as well 

as the option for labels, these can all be selected per value. 

Numeric Limited - within given min/max range 

The numeric limited field allows you to set a numeric range so users can only input numbers 

within that range into the field.  

If a number outside of that range is input, a warning message will appear. 

With numeric limited fields, you have the same options for decimals and units as well as the 

min/max range. 

Calculation 

Numeric fields can be used in a calculation field along with standard functions and numbers. 

The calculation field has the same decimal and unit options as numeric fields. 

 

The calculation is set in the formula bar by searching for the chosen fields, functions and/or 

numbers and clicking on them to add them into the formula. Use the arrow keys to move 

back and forward through the formula. 

Hovering over the question mark gives some function examples. 
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IMAGES/FILES 

Images(s) – small image(s) with a description 

Large Images(s) – large image(s) with a description 

Each image field has three options for attaching images to a form with optional descriptions. 

Only the following image types can be used - .jpg, .jpeg, .png, .bmp and .gif.  

 

File - document with a description 

Each file field has one option for attaching a file with an optional description. 
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Signature Box 

The signature box field has a textbox for typing the sign off name as well as a box to draw 

the signature using your mouse on the desktop or finger on the app. The ‘Undo Previous 

Stroke’ and ‘Clear’ buttons can be used to fix mistakes made in the signature box. 

 

DATES & TIMES 

Date – Select a date from a Calendar 

Time - Select a time from a Timepicker  

Type your time into a time field or select it from the timepicker. 

DROPDOWNS 

Standard Dropdown - Single selection from custom options 
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Use the standard dropdown field to build a set list of options for your question. Type each 

option into the textbox and click on ‘Add’ to insert it. The options can be edited or deleted 

from the buttons to the right-hand side of each option. 

 

Weighted Dropdown - Single selection from custom options, with scoring assigned. 

Weighted options can be used when using scoring on your template, available in various 

tools. 

Use the weighted dropdown field to build a set list of options for your question and add 

points to each dropdown option. Type each option and their points into the textbox and click 

on ‘Add’ to insert it. The options can be edited or deleted from the buttons to the right-hand 

side of each option. 

 

Dropdown with Quantity - single selection option with number 
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This field has a numeric field which you can set decimal places and units for, as well as a 

custom dropdown field which works the same as the standard dropdown field. 

 

Dropdown with Comment - single selection option with comment 

The dropdown with comment field works in the same way as the standard dropdown field 

but you also have the option to input a comment which will save beside the selected 

dropdown option. 

Yes/No - Single selection yes/no 
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Yes/No - Single selection with optional comment 

 

 

 

 

 

 

 

 

 

 

 

 

Linked Dropdown – Option dependent on another dropdown 
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The linked dropdown option allows you to link the options of two dropdowns, so the linked 

dropdown field options are limited based on what was selected for the initial dropdown field. 

The options for this field as set up in the same way as a standard dropdown but when editing 

the field, you can select a parent field. Then click on ‘Update & Manage Linked Options’ to 

set the links between the field options.   

 

 

 

 

Numeric Dropdown – Set min/max and increment  
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With the numeric dropdown field, you can set the minimum and maximum numbers as well 

as the increment to create a dropdown list of numbers. 

 

CHECKBOXES 

Standard Checkboxes – Multiple choice from custom options 

The checkbox field is set up with options the same as a dropdown field but when completing 

questions using this field type you can select multiple options. 
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Weighted Checkboxes - Multiple choice from custom options, with scoring assigned. 

Weighted options can be used when using scoring on your template, available in various 

tools. 

Use the weighted checkbox field to build a set list of options for your question and add points 

to each checkbox option. Type each option and their points into the textbox and click on 

‘Add’ to insert it. The options can be edited or deleted from the buttons to the right-hand 

side of each option. 

When completing questions using this field type you can select multiple options. 

 

 

GRIDS 

Grids – Textboxes and Checkboxes 

The grid field type allows you to create custom tables with column and row names.  
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The textbox grid option will create a table with empty textbox to fill in. 

The checkbox grid option will create a table with checkboxes to select and multiple options 

can be selected across the columns and rows. 

 

*The grid field type is currently not compatible with the Mobile App so if included in a form 

to be used on the app, the grid will be excluded from the form on the app view* 

COMPLETION AIDS 

Comment - sub heading to provide the user with information 

The comment field type can be used as a sub heading or a piece of information within the 

template by typing the text into the field name. 

 

Internal Field Reference – display value of another field within the form 

This field option allows you to select another field within the template to display the latest 

value of what was input into that field. 
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PREPOPULATED OPTIONS 

There are multiple different prepopulated options of dropdown fields for countries, products, 

suppliers etc. 

PRESET FIELDS 

Preset fields are set up in the ‘Admin’ section of the tool, these fields can be set up once as a 

preset field and then used multiple times across tool templates to prevent the need to 

recreate the field. 

The preset fields can be set up for various field types and the field categories can be 

managed by using the ‘Manage Categories’ option. 
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Once you have set up your preset field in the ‘Admin’ section, it will be available to select in 

your template. 
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VIEW OF COMPLETED FIELDS ON DESKTOP 
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