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ONSITE SAFETY USER GUIDE 
What is Onsite Safety 
Onsite Safety is Australian engineered software designed to assist businesses to manage safety at their workplaces. Through the Onsite Safety 
administrator portal, you can manage and create forms, sort forms into categories, run reports and add users. You’re able to view all your vital 
safety statistics at a quick glance using the Onsite Safety Dashboard. Users simply download the Onsite Safety app on their device and complete 
safety checks in the field, data is fed-back to the admin portal. 

How do I sign up? 
1. Go to the website www.onsitesafetyapp.com.au and select  from the options at the top right hand side of the screen. LOGIN/REGISTER

From here, underneath the login field select the “click here” link.  
 

On the website you’ll also find useful information including FAQs, information on how to Contact Us, as well as Terms & Conditions.  
 

2. Create your own company team: 
a. Enter an administrator email address you’d like to use and select the orange “Create Team” button. (NOTE - we have only enabled 

one admin log-in per company) 
b. Add your company details including: 

i. Company logo – (this logo will appear on your personalised dashboard and on your completed form PDF reports). Select the 
grey circle with the Onsite Safety logo silhouette, choose the desired image from your files and select “Open”, your company 
logo should now appear in the circle. 

ii. Company Name 
iii. Admin First Name 
iv. Admin Last Name 
v. Click the “Submit” button 

 
3. Once you’ve completed the above steps, you’ll receive a welcome email from Onsite Safety. TROUBLESHOOT - If you haven’t received 

an email from Onsite Safety after 30mins, it could be that the invitation email has found its way into your junk / spam folder, so please 
check there. If you still can’t find your welcome email please double check there are no typos in your email address, if this is the case, you 
may need to complete the sign up process again.  
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4. From your Onsite Safety invitation email, select the link to take you to the Onsite Safety login screen and use the login details including 

username and password provided in the email to login to your new Team site.  
 

5. Once logged into Onsite Safety you should be able to see your personalised dashboard straight away. The site will show your company 
name and logo on the right hand side. You can go to the ‘ ’ section and update your company information and password at Company Profile  
any time. 

DASHBOARD 
The  is your handy one stop shop as an administrator. It gives you an overview of your team’s activities based on your their use of the Dashboard
Onsite Safety App. If you need further info, you can drill down into the data by using . There’s more info about the Reports topic later in Reports
this user guide. 

Most Common Reports 
This bar graph report displays the total number of submissions for the 3 most regularly submitted forms entered by your team. You can 
hover your cursor over the graph to display name of the form as well as the total number of submissions for that form. You can also click 
on a bar graph to drill down and display a list of each individual form submitted. You can export individual reports to PDF. 

Reports Submitted This Month 
This line graph displays the total number of reports submitted each day of the current month. You can hover the cursor over the date to 
confirm the day of the month and the number of forms submitted that day. 

Team Activity 
This is a bit like your newsfeed on social media.  is a live feed showing you real-time updates on when one of your team Team Activity
members submits a form, including the name of the form, and the date/time it was submitted. This updates automatically whenever a form 
is submitted. You can select the user to bring up that user’s profile for you to view/edit that user’s profile.  
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Hazard/Incident data 
You can view all of the hazards and incidents logged via the Onsite Safety App by your team on the dashboard, including information such 
as the location (as a dropped pin on the map), the title, description, submitter, date and whether it’s an incident or hazard, as well as risk 
level (by colour). You’re able to toggle between the Map and List view by selecting the  buttons. Map / List

Map View 
The  displays the location and title of individual hazards or incidents that have been logged in the field by your team using the Map
Onsite Safety app. When you’re viewing the map you can select the drop pins to view the title. You can zoom into the map, and 
also filter the map view by toggling the Incident/Hazard and Risk level. 

List View 
The  view details all of the hazards and incidents logged by your team using the Onsite Safety app. You can view all of the List
Hazard / Incident information including the title, description, submitter, date and whether it’s an incident or hazard. You can filter by 
Hazard / Incident using the toggle on the left, and you can filter by the colour coded Risk level by using the risk drop down on the 
right.  
 
When you’re in the list view you can use the interactive data tables to sort the information in ways that are more relevant to you and 
your team. You can edit how many entries are shown on the screen by changing the drop-down on the left, and you can also sort 
the information for each column via the column headings. For example, if you click on Title heading, it will sort in alphabetical order, 
if you select the Date heading it will sort by date ascending or descending. 
 
In the  view you can also click on the image that was provided and this enlarges the image for a clearer view. If you want to List
save the image, you can right click on this and save this as a picture file on your computer or network. 

Exporting Hazard/Incident data 
You are able to export and save the whole  list to a CSV format file. Exporting to a CSV file will allow you to slice Hazard / Incident
and dice the information the way you want via MS Excel or other database application that you use on your own computer. NOTE 
Images are not exported with the CSV file. As above, you will need to open the image you wish to view, click on this and save it to 
your computer or network. 



 
 

   8 

USERS 
This section allows you to add and edit users for your Onsite Safety team.  

How do I add users to my Onsite Safety team? 
You can add users to your Team by going to the  page on the left hand side menu. To add a new user select the ‘ ’ button, User Create New User
add a user profile picture and fill out all of the required fields (First Name, Last Name, Email, Company, and Phone Number), and add a profile 
picture (users can edit or remove the profile picture from their own account via the Onsite Safety App). Once you’ve filled in the necessary 
information, click the orange “Add” button and the new user will been saved to the system. The new user will receive an invitation email from 
Onsite Safety including their username, password, as well as link to download the Onsite Safety App from the iOS or Android app stores. 

Edit a user 
You can edit the existing details for any user by going to the  page on the left hand side menu; here you will find a list of your existing users. User
Selecting the edit pencil icon next for the user you’d like to edit. This will bring up the User pop-up allowing you to edit and save the details. 
NOTE – User passwords can only be edited by the User in their own Onsite Safety App. 

Deactivating a User 
You can deactivate a user at any time by going to the  page on the left hand side menu; here you will find a list of your existing users. You User
deactivate a user by selecting the red dust-bin icon next to their details. You’ll be asked to confirm your action; you can either select “deactivate” 
or select “cancel” if you’ve changed your mind. NOTE – the deactivated user will be automatically logged out of the Onsite Safety app on their 
device, and will be unable to access your content while deactivated; the content previously submitted by the user will not be deleted. Once 
you’ve deactivated a user, their details will be greyed out on the  page.  User

Reactivating a User 
You can reactivate a user at any time by going to the  page on the left hand side menu; here you will find a list of your existing users. You User
reactivate a user by selecting the grey refresh icon next to their details. You’ll see a success message to tell you when the activation process is 
complete. NOTE – as an Onsite Safety administrator, you’ll need to contact the reactivated user in order to notify them of their account 
reactivation and of any changes you’ve made to their details. Once reactivated, they’ll be able to log into your Onsite Safety team on their device 
and access your content. If they’ve forgotten their password, they can follow the ‘Forgot Password’ process on their device using the 
email/username attached to their account. Once you’ve reactivated a user, their details will no longer be greyed out on the  page.  User
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CATEGORIES 
What is a category? 
A  is a location created to hold a  that you create and want to make available to your team on the App. A  is created in the Category Form Category
Admin Portal and a  is attached to the , and when ‘Activated’ makes the form available to the Onsite Safety App user on their Form Category
mobile device. The  is shown as a ‘tile’ on the App. Category
 
The  page is accessed via the left hand side menu on the Onsite Safety Admin Portal. Here you can view existing categories, create Categories
new categories, edit or delete existing categories.  

Adding a Category 
To add categories select the ‘ ’ button. This will open a pop-up, simply fill in the details and add the image you’d + Create New Category
like to appear on the tile. 

Editing Categories 
By editing a category you can either update the category title – or change the image. To edit a category, select the pencil edit icon. 
Selecting edit will open the categories pop-up. 

Deleting a Category 
You may wish to delete a category if it is no longer required. To delete a category select the red dust-bin icon. You’ll be asked to confirm 
your delete action, just to make sure you’re 100% certain.  
NOTE – when you delete an active category the attached Form will be made Inactive. If you wish to reactivate the form, you will need to 
assign the inactive form to an available unused category or create a new category. 
• Select ‘Delete’ to confirm 
• If you do not wish to delete select ‘Close’ 
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FORMS 
What is a Form? 
A  is the central point for your business to create checklists, capture information, and provide assurance that specific work activity is being Form
risk assessed whilst onsite. Forms can be created to suite your business and the work that you perform. You can also utilise the  function to Form
create and communicate operating procedures to your workers in the field.  

Onsite Safety – Pre-developed Forms 
You’ll notice that you already have access to some ‘Onsite Safety’ forms. These are forms we have created in conjunction with industry 
professionals on some key risk areas, which may be useful for your company. These pre-existing forms cannot be deleted, however they can be 
de-activated and / or cloned so that you can utilise this information and tailor it to your individual business requirements as you see fit. 

Form Builder - How do I create a form? 
The  page can be accessed by selecting  from the left hand side menu. This section allows you to create new forms, edit or clone Forms Forms
existing forms and assign a form into a . A form will only be visible on the Onsite Safety App if it is activated and assigned to . Category Category
 
You can create simple or more complex forms for your users by utilising the different elements of the . Form Builder
 
To create a form, select the orange ‘ ’ button. Selecting this will give you 2 options; +Create New Form
 

1. Blank Form – This allows you to create a blank form from scratch 
2. Clone an Existing Form – Create a copy of one of your existing forms 
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Blank Form  
Firstly, edit the name of your form by editing the “Untitled Form” text in the orange bar along the top of the .  Form Builder

 
The  does auto-save periodically but you can select the “Save” button at any time to save your progress. Next to the “Save” Form Builder
button, you’ll also see a few more functions; “Preview”, “Undo”, “Redo” and “Conditions”. “Preview” allows you to view the form you’ve 
created and sample how it will work on a device. “Undo” and “Redo” allow you to either backtrack or re-do actions. “Conditions” is a little 
more complicated and we’ll get to that part a little later in this User Guide once you’re more familiar with creating an Onsite Safety form. 

Cloning an Existing Form  
You can clone an existing form by selecting the 2nd “Clone an Existing Form” option after selecting the orange ‘ ’ button. +Create New Form
Once you’ve selected the “Clone an Existing Form” option, you can use the drop down menu to select the form you’d like to clone. This 
will be particularly useful if you’d like to utilise the content already provided to you in the Onsite Safety forms. When cloning a form you 
need to edit the name of your form by editing the “Clone of Untitled Form” text in the orange bar along the top of the . You are Form Builder
unable to have any 2 saved forms with exactly the same name.  
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Editing an Existing Form 
To edit an existing form, firstly ensure you’re in the  page can be accessed by selecting  from the left hand side menu. Once Forms Forms
on the  page, select the orange pencil icon button on the right hand side of the page, next to the form you’d like to edit. This will Forms
launch the form builder.  

Form Tools 
From the left hand side of the  select  to view the different  available to utilise. The  include Form Builder Form Tools Form Tools Form Tools
straightforward fields, such as headings, text box, radio buttons etc.  

 

 

Headings 
The Headings function can be utilised in many different ways, you can use them to state the purpose of your form, use them to break up 
forms. Use them to add informative pieces of information for your end user. They can also be used to title different sections of a form.  

 
Simply select the Heading option from the left hand side Form Tools menu, you can drag and drop the heading wherever you like in the 
form. To edit the text, simply click to edit the text and begin typing your heading text.  
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If you decide you’d like to delete the heading, select the red cross from the top right hand corner of the heading element. Once you select 
the cross, you’ll be presented with a warning message to make sure you’re 100% sure. Select OK to delete and cancel if you’ve changed 
your mind.  

Text Box 
Text Boxes are useful for adding small boxes for the end user to add small pieces of text such as name, email, number etc. To add a Text 
Box, select the Text Box option from the left hand side  menu, you can drag and drop the Text Box field wherever you like in Form Tools
the form. To edit the question text, simply click to edit the text and begin typing your question text.  

 
You can assign specific criteria for the answer using the control options above (Required, Validation, Max Size, Default Value and Hint 
Example) for more information on the Control Options please look at the Control Options section further on in this User Guide.   

Text Area 
Text Areas are useful for adding larger boxes for the end user to add text such as entering a description or message etc. To add a Text 
Area, select the Text Area option from the left hand side Form Tools menu, you can drag and drop the Text Area field wherever you like in 
the form. To edit the question text, simply click to edit the text and begin typing your question text.  

 
You can assign specific criteria for the answer using the control options above (Required, Validation, Max Size, Default Value and Hint 
Example) for more information on the Control Options please look at the Control Options section further on in this User Guide. 

Drop Down 
Drop Down menus enable users to select a value from a drop down menu. Drop Down menus are commonly used for single selection only 
questions e.g. yes/no/maybe. To add a Drop Down, select the Drop Down option from the left hand side Form Tools menu, you can drag 
and drop the Drop Down field wherever you like in the form. To edit the question text, simply click to edit the text and begin typing your 
question text. To edit the Options, select the Drop Down icon next to the Drop Down and edit the pre-set options (Option 1, Option 2 and 
Option 3).  

 
You can assign specific criteria for the answer using the control options above (Required, Calculation Values, Options, Size, Selected) for 
more information on these Control Options please look at the Control Options section further on in this User Guide. 
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Radio Button 
Radio Buttons menus enable users to select one option from a list. Radio Buttons are commonly used for single selection only questions. 
To add a Radio Button, select the Radio Button option from the left hand side Form Tools menu, you can drag and drop the Radio Button 
field wherever you like in the form. To edit the question text, simply click to edit the text and begin typing your question text. To edit the 
Options, select and edit each pre-set options (Option 1, Option 2 and Option 3).  

 
You can assign specific criteria for the answer using the control options above (Required, Calculation Values, Options, Allow Other, 
Selected) for more information on these Control Options please look at the Control Options section further on in this User Guide. 
 

 

Check Box 
Check Boxes enable users to select more than one option from a list. Check Boxes are commonly used for multiple answers that belong 
to the same category as users can select more than one if it applies to them. To add a Check Box, select the Check Box option from the 
left hand side Form Tools menu, you can drag and drop the Check Box field wherever you like in the form. To edit the question text, 
simply click to edit the text and begin typing your question text. To edit the Options, select and edit each pre-set options (Option 1, Option 
2 and Option 3).  

 
You can assign specific criteria for the answer using the control options above (Required, Calculation Values, Options, Selected) for more 
information on these Control Options please look at the Control Options section further on in this User Guide. 
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Take Photo 
The Take Photo option enables users to capture photos using their mobile device. Take Photo enables users to take one or more photo’s 
using their device and add it into a form submission. To add a Take Photo question, select the Take Photo option from the left hand side 
Form Tools menu, you can drag and drop the Take Photo question wherever you like in the form. To edit the question text, simply click to 
edit the text and begin typing your question text.  

 
You can assign specific criteria for the answer using the control options above (Required) for more information on these Control Options 
please look at the Control Options section further on in this User Guide. 
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Image 
The Image Wizard enables you to add an image into your form which will be visible to the end user when completing the form. Images can 
be uploaded from a file, by entering an image URL, or by choosing from an existing image (if previously uploaded). To add an Image 
element, select the Image option from the left hand side Form Tools menu, you can drag and drop the Image wherever you like in the 
form. To edit the question text, simply click to edit the text and begin typing your question text.  

 
You can assign specific criteria for the answer using the control options above (Image Source, Link, Height, Width) for more information 
on these Control Options please look at the Control Options section further on in this User Guide. 
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Quick Tools 
Quick tools are commonly used questions that can enable you to create a form faster. You can choose to edit the pre-set questions, and apply 
validation using the Control Options however this is optional.  
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Full Name 
The Full Name field adds 2 fields, First Name and Last Name, which will be visible to the end user when completing the form. To add a 
Full Name field, select the Full Name option from the left hand side Quick Tools menu, you can drag and drop the Full Name field 
wherever you like in the form. To edit the question text, simply click to edit the text and begin typing your question text.  

 
You can assign specific criteria for the answer using the control options above (Required) for more information on these Control Options 
please look at the Control Options section further on in this User Guide. 

Email 
The Email field adds an editable field, which will be visible to the end user when completing the form. To add an Email field, select Email 
from the left hand side Quick Tools menu, you can drag and drop the Email field wherever you like in the form. To edit the question text, 
simply click to edit the text and begin typing your question text.  

 
You can assign specific criteria for the answer using the control options above (Required, Validation, Default Value, Sub Label, Hint 
Example) for more information on these Control Options please look at the Control Options section further on in this User Guide. 
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Address 
The Address field adds 6 editable fields, which will be visible to the end user when completing the form (Street Address, Street Address 
Line 2, City, State/Province, Postal/Zip Code, Country). To add an Address field, select Address from the left hand side Quick Tools menu, 
you can drag and drop the Email field wherever you like in the form. To edit the question text, simply click to edit the text and begin typing 
your question text.  

 
You can assign specific criteria for the answer using the control options above (Required, Country) for more information on these Control 
Options please look at the Control Options section further on in this User Guide. 

Phone 
The Phone field adds 2 editable fields, Area Code and Phone Number, which will be visible to the end user when completing the form. To 
add a Phone field, select Phone from the left hand side Quick Tools menu, you can drag and drop the Phone field wherever you like in the 
form. To edit the question text, simply click to edit the text and begin typing your question text.  

 
You can assign specific criteria for the answer using the control options above (Required) for more information on these Control Options 
please look at the Control Options section further on in this User Guide. 

DateTime 
The DateTime field adds 6 editable fields, Month, Day, Year, Hour, Minutes, AM/PM, which will be visible to the end user when completing 
the form. To add a DateTime field, select DateTime from the left hand side Quick Tools menu, you can drag and drop DateTime wherever 
you like in the form. To edit the question text, simply click to edit the text and begin typing your question text.  

 
You can assign specific criteria for the answer using the control options above (Required, Date Format, Allow Time, Time Format, Default 
Time) for more information on these Control Options please look at the Control Options section further on in this User Guide. 

Number 
The Number field adds an editable field which will be visible to the end user when completing the form. To add a Number field, select 
Number from the left hand side Quick Tools menu, you can drag and drop the Number field wherever you like in the form. To edit the 
question text, simply click to edit the text and begin typing your question text.  
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You can assign specific criteria for the answer using the control options above (Required, Validation, Max Size, Default Value, Sub Label, 
Hint Example) for more information on these Control Options please look at the Control Options section further on in this User Guide. 

Survey Tools 
Survey tools allow you to create questions that can measure users answers. Surveys can be used to collect information on a wide range of 
things, including personal facts, attributes, behaviour and opinions. 
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Scale Rating 

 
Scale Ratings are used to indicate preference based on scale points. Lower numbers universally represent the worst and higher numbers 
represent the best. To add a Scale Rating to your form, select Scale Rating from the left hand side Survey Tools menu, you can drag and 
drop the Scale Rating field wherever you like in the form. To edit the question text, simply click to edit the text and begin typing your 
question text. To edit the Worst text, select the thumbs down icon from the top Control Options menu and edit the text and select ok, 
follow the same steps for the Best text. You can also edit the Scale Amount by using the ruler icon in the top Control Options menu. 
 
HINT - On your average mobile device, only numbers 1-5 can be seen gracefully on the screen. Make sure you consider your screen real 
estate. 
 
You can assign specific criteria for the answer using the control options above (Required) for more information on these Control Options 
please look at the Control Options section further on in this User Guide. 

Slider 
Slider scales enable users to indicate their preference using a draggable scale, rather than traditional scale points, this can be particularly 
handy on mobile devices. To add a slider to your form, select Scale Rating from the left hand side Survey Tools menu, you can drag and 
drop the Slider wherever you like in the form. To edit the question text, simply click to edit the text and begin typing your question text.  
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You can assign specific criteria for the answer using the control options above (Required, Max Value, Default Value) for more information 
on these Control Options please look at the Control Options section further on in this User Guide.

 

Spinner 
Spinner scales enable users to indicate a numerical value by using a spinning drop down scale. To add a Spinner to your form, select 
Spinner from the left hand side Survey Tools menu, you can drag and drop the Spinner wherever you like in the form. To edit the question 
text, simply click to edit the text and begin typing your question text.  
 
You can assign specific criteria for the answer using the control options above (Required, Max Value, Min Value, Stepping, Negatives, 
Default Value) for more information on these Control Options please look at the Control Options section further on in this User Guide. 
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Matrix Scale 
Matrix scales are used to indicate user preferences based on a series of predefined questions in a matrix layout. This is not shown as a 
matrix on the mobile device due to limitations with mobile screen sizes however the selected answers are shown using a matrix in the 
PDF submissions. To add a Matrix to your form, select Matrix from the left hand side Survey Tools menu, you can drag and drop the 
Matrix wherever you like in the form. To edit the matrix text, select the Rows and/or Columns icons from the top Control Options and edit 
the pre-defined options.  
 
You can assign specific criteria for the answer using the control options above (Required) for more information on these Control Options 
please look at the Control Options section further on in this User Guide. 

 

Page Break 
Inserting a Page Break signifies the start of a new page within the form. This can be handy when you’re creating a form with lots of 
Conditions - we’ll address adding Conditions to a form further on in this User Guide. To add a Page Break to your form, select Page Break 
from the left hand side Survey Tools menu, you can drag and drop the Page Break wherever you like in the form. To see how this Page 
Break will function, utilise the Preview tool at the top of the Form Builder.  
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What are the Control Options? How do these affect the different elements of the Form Builder? 
The Control Options allow you to assign specific criteria for the answer. They’re shown on the top grey menu bar when you’re editing a question 
and they can also be accessed by using the ‘Properties’ cog on the top right hand corner of a form element.  

Required 
A “Required” question needs to be answered in order to move to the next page, or submit the form. This is signified on the mobile device 
as a red asterix *. If the End User tries to submit a form without completing fields marked as “Required” they will receive an error message 
on their device advising them of the fields which must be completed before submission. 

Validation 
Using the “Validation” Control Option assigns a validation value to the answer, for example, if it is an Email field, you can apply Email 
Validation; this means that when completing the form, the end user must enter a “Valid” email address. A “Valid” email address must 
include an @ symbol and “.com” such as example@email.com.au. 

Max Size 
Using the “Max Size” Control Option assigns a character limit to the answer field. You may be used to seeing character limits on popular 
Social Media platforms such as Twitter. This is useful is you’d like the End User to keep their answer concise and to the point. You can 
increase/decrease the “Max Size” by using the Spinner Dropdown. Characters include spaces and special characters so please keep that 
in mind when implementing a “Max Size”. 
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Default Value 
By assigning a Default Value to a question you are ensuring that the answer to that particular question is pre-populated with an answer of 
your choice. This answer is editable by the End User. This is useful if you know that the answer to that particular question is normally 
always the same answer but can sometimes change. This can save the End User some time when completing that form. 

Hint Example 
By assigning a Hints Example you are guiding the End User to the type of answer you are expecting in that particular field. This Hint 
Example is shown in a light grey as opposed to the actual answer which will be black text. The Hint Example only shows when that field is 
empty, as soon as data is input into the field, the Hint Example is no longer visible. 

Options 
The Options element of the Control Options toolbar is pretty straightforward. It allows you to view and edit the possible answers (Options) 
for that particular question. Options are separated by rows i.e. 
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Option 1 
Option 2 
Option 3 
 
You can add more options by entering text on the next row i.e.  
 
Option 1 
Option 2 
Option 3 
Option 4 

Size 
The Size Control Option is used for Drop Down questions; it expands the visibility of the Drop Down selections. This can be useful if you 
are using large quantities of data for a Drop Down question. If you have a lot of data used in a Drop Down question it may not be the best 
user experience for the end user on their mobile device, you may want to have a thing about a better way that particular question can be 
asked. 

Entry Limit 
The Entry Limit Control Option is similar to the Max Size Control Option. The Entry Limit Control Option assigns a limit to the answer field. 
However, Entry Limit allows you to limit by Words OR Characters. This is useful is you’d like the End User to keep their answer concise 
and to the point. You can increase/decrease the “Entry” by entering a number into the number field, you can specify if this applies to words 
or characters by using the dropdown. Characters include spaces and special characters so please keep that in mind when implementing 
an “Entry Limit”. 

Selected 
Using the Selected Control Option allows you as the administrator to sets a pre-selected answer to a particular question. This is a similar 
function to assigning a Default Value to a question. This “Selected” answer can be changed by the End User. This is useful if you know 
that the answer to that particular question is normally always the same answer but can sometimes change. This can save the End User 
some time when completing that form. 



 
 

   27 

Allow Other 
The ‘Allow Other’ Control Option only appear on the Radio Button question. As you’ll have seen earlier on in the User Guide, Radio Button 
questions only allow the End User to select one option from a list of pre-defined answers. ‘Allow Other’ means there is a possibility that the 
answer the End User is looking for is not provided and it allows them to type in their own individual answer if the Other option is selected. 

Why some questions are scored compliant/non-compliant? How do I include this in my forms? 
You can add a compliancy score to your questions within a form by using conditions. You can add a compliancy score to any radio or checkbox 
questions (explained above) by selecting the questions you’d like to add the score to and selecting Calculation Values. 
 

 
 
By using the Calculation Values you can assign a value to corresponding answer. 1 is a pass, and 0 is a fail. Values are separated by rows i.e;  
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YES  =  1 (Compliant) 
NO  = 0 (Non-Compliant) 
 
“Yes” is the answer on the 1st line, which is marked with the Calculation Value 1, which equals “Compliant”. This means if anyone selects “Yes” 
when completing this particular form, their answer will be marked as Compliant.  
 
“No” is the answer on the 2nd line, which is marked with the Calculation Value 0, which equals “Non-Compliant”. This means that if anyone 
selects “No” when completing this particular form, their answer will be marked as Non-Compliant.   
 
If you don’t assign a Calculation Value to an answer it will count as Not Scored and the green "Compliant" value and the red " Non-Compliant" 
value won’t be shown. This is explained in more detail in the “REPORTS” section of this User Guide. 

How do I add conditions to a form? 
Here’s where it can get a little complicated. Adding conditions to a form means that you can add a rule that can change the behaviour of the form 
depending on the answer/s selected. To do this, you select the green Conditions tool (shown below). This will appear if you have not selected 
any of the form elements, to see the Conditions button, select the white space outside of the form elements. 
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When you select this you’ll be given the opportunity to add a rule to either “Show / Hide a form field” or “Skip to a page or end of the form”.  

“Show / Hide a form field” 
If you select “Show / Hide a form field” you’ll be taken to the Conditions Wizard (shown below).  
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This Wizard is pretty helpful. For this form example we would like to add a condition/rule to say that only if the end user answers “YES” to 
the first question will they be able to answer the second question. So, we have said that If the answer to the “Have you completed all 
necessary checks?” question is equal to “YES” then show question “In your checks, did you discover any risks while completing your 
checks?”.  
 
There are many different combinations of Conditions you can use, you can make these as simple or as complicated as you like or, you 
may decide you don’t need them at all.  
 
From top left to bottom right of the “Show / Hide a form field” Conditions Wizard; the first dropdown field after “If” shows the form elements 
you can chose from to add a condition to. The second dropdown you can select from; “Equals To”, “Not Equals To”, “Is Empty” and “Is 
Filled”. The third dropdown along the top row shows the possible answers you can chose from. The second row of options helps to 
determine the result; the first dropdown field after “Then” shows the “Show / Hide” option, and the last dropdown shows the form elements 
you can chose from to add a “Show / Hide” condition to.  
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You’re able to check how your Conditions work by selecting the “Preview” tool in the form builder. The Preview tool will replicate the exact 
behaviours that will be shown on the app users mobile device when completing the form.  
 
Here’s an example of how you can use the “Hide” condition on a form, this example shows the conditions used in the Onsite Safety – 
Electrical Work form. This is the content we want the app user to have access to... 
 
“PART 1: INITIAL ASSESSMENT 
1. Can the work be undertaken while the electrical equipment is de-energised?  

If Yes, proceed to Part 2.  
If No,: 	  

a.  is it necessary in the interests of health and safety that the electrical work is carried out on the equipment while the equipment 
is energised? 

OR 
b. is it  necessary that the electrical equipment to be worked on is energised in order for the work to be carried out properly?  

OR  
c. is it necessary for the purposes of electrical testing required under regulations 155 (i.e. testing to determine whether equipment 

is energised or not)?  
OR  

d. are there no reasonable alternative means of carrying out the work?  

If your answer to any of these is ‘yes’ proceed to Part 3 after considering whether part of the installation or equipment may be de-
energised while the work is carried out.  
If you cannot answer ‘yes’ to any of these proceed to Part 2—you must work de-energised.” 
 
So the first question 1. Can the work be undertaken while the electrical equipment is de-energised? Is to determine if the work can be 
completed in a de-energised state, if the answer is Yes, then they’re not required to answer questions 1a, 1b, 1c, 1d as they’re questions 
regarding undertaking the work in an energised state. So the conditions we will need to need to apply will need to hide questions 1a, 1b, 
1c, 1d is the answer Yes is selected.  
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As you can see from the above example, the following condition has been created; 
 
If 1. Can the work be undertaken while the electrical equipment is de-energised? Equals To Yes 
Then Hide 1a. is it necessary in the interests of health and safety that the electrical work is carried out on the equipment while the 
equipment is energised? 

 
This has been replicated for 1a, 1b, 1c, 1d and looks like this in the Saved Conditions,  
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NOTE – If a required field is “Hidden” due to a condition applied to the selection of a specific answer it will still allow the end user to submit 
the form.  
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Skip to a page or end of the form 
If you select “Skip to a page or end of the form” you’ll be taken to the Conditions Wizard (shown below).  
 
NOTE – You can only implement this type of conditions if you have utilised the “Page Break” element in your form. The Page Break form 
element is explained previously in this User Guide in the Survey Tools section.  

 

 
 

From top left to bottom right of the “Skip to a page or end of the form” Conditions Wizard; the first dropdown field after “If” shows the form 
elements you can chose from to add a condition to. The second dropdown you can select from; “Equals To”, “Not Equals To”, “Is Empty” 
and “Is Filled”. The third dropdown along the top row shows the possible answers you can chose from. The second row of options helps to 
determine the result; the dropdown field after “Then after user clicks "next" button skip to” shows the pages available to skip to.  
 
As with the “Show / Hide” conditions, you’re able to check how your Conditions work by selecting the “Preview” tool in the form builder. 
The Preview tool will replicate the exact behaviours that will be shown on the app users mobile device when completing the form.  
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Here’s an example of how you can use the “Skip to a page or end of the form” condition on a form, this example shows the conditions 
used in the Onsite Safety – Electrical Work form again. This is the content we want the app user to have access to... 
 
“PART 1: INITIAL ASSESSMENT 
1. Can the work be undertaken while the electrical equipment is de-energised?  

If Yes, proceed to Part 2.  
If No,: 	  

a.  is it necessary in the interests of health and safety that the electrical work is carried out on the equipment while the equipment 
is energised? 

OR 
b. is it  necessary that the electrical equipment to be worked on is energised in order for the work to be carried out properly?  

OR  
c. is it necessary for the purposes of electrical testing required under regulations 155 (i.e. testing to determine whether equipment 

is energised or not)?  
OR  

d. are there no reasonable alternative means of carrying out the work?  

If your answer to any of these is ‘yes’ proceed to Part 3 after considering whether part of the installation or equipment may be de-
energised while the work is carried out.  
If you cannot answer ‘yes’ to any of these proceed to Part 2—you must work de-energised.” 
 
We’ve already looked at the first part of question 1 for the “Show / Hide” conditions, for this part we need to implement the following logic, 
“If your answer to any of these is ‘yes’ proceed to Part 3 after considering whether part of the installation or equipment may be de-
energised while the work is carried out.” This means that if the app user answers yes to ANY of the questions, when they select the next 
arrow to navigate to the next page, they will automatically jump to Part 3. This is what that condition looks like... 
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As you can see from the above example, the following condition has been created; 
 
If is it necessary in the interests of health and safety that the electrical work is carried out on the equipment while the equipment is 
energised? Equals To Yes 
If Any of these conditions are matched  
Then after user clicks ‘next’ button skip to Page 3 
This has been replicated for 1b, 1c and 1d and looks like this in the Saved Conditions, 
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If you have the Onsite Safety app you can have a look at how these conditions look by selecting the Onsite Safety – Electrical Work form.  

Saved Conditions 
You can view and edit all of your saved conditions by selecting the Conditions tool and selecting “Saved Conditions”. 
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How do I activate a form so that it’s visible on the Onsite Safety app? 
To activate a Form to be visible on the App, you first need to create a Category. See Categories section to learn how to create a Category. 

Activating a Form 
To activate a Form into a Category, select the grey form icon. A Category pop-up will appear, tick your desired category that you want to 
show the Form in, and click add. Now the form has been added to the desired category, and Onsite Safety users will be able to see and 
use the form on their mobile device via the Onsite Safety app.  

Inactive Forms 
Inactive Forms are forms that haven’t been added to a Category and therefore are not available to use on the App. Onsite Safety users 
are not able to see or complete inactive Forms. Forms that are in the process of being edited whilst inactive are saved and can be 
accessed from this page at a later time. 

REPORTS 
How does the “Reports” page work? 
What’s the use of creating and completing all these forms if you can’t access your data? Well, you can do just that on the Reports page. All of the 
data captured via Onsite Safety is stored here, the Reports page allows you to filter through data, generate reports and export results as a CSV 
or PDF file.  

Filtering Report Data 
To filter you report data, you can use the “Form Name” drop down to narrow it down to a particular form and you can use the date pickers 
to select a date range. Simply select your criteria and press the Apply button.  

Reports Graph 
Reports graph displays the following values: Not Scored, Non-Compliant and Compliant as a bar graph. Each bar represents an 
individual form. The Y-axis represents the total compliance score; the X-axis represents the name of a form.   

 



 
 

   39 

 
 
 In the graph, Items not scored = Grey, Non-compliant = Red and Compliant = Green.  

You can hide/unhide any score by clicking on its corresponding label (Not Scored, Non-Compliant and Compliant) just underneath the 
graph, doing this will alter the graph too, it’s dynamic. When you hover your mouse over a bar, the numeric point labels will display data 
within your selected date range.  

Report Table 
The table underneath shows you all of your active forms; to be active a form needs to be completed and submitted at least once. The 
table allows you to see the Form Name, the number of submissions, the date / time of the last submission, and the “View History” option. 
You can use this option to drill down into the submission data for that particular form.  
 
You can customise this section to suit you, use the drop down to show the number of entries you’d like to see, you can choose from 10, 
25, 50, 100 depending on how many active forms you have. You can also use the “Search” function in the top row of the table to search 
for a particular entry. 

Form History 
Form history displays the similar values to the Reports page, each bar represents a single day within your selected range. The 
Compliancy Rating (Not Scored, Non-Compliant and Compliant) is displayed and you have the option to download a PDF, or CSV file 
for individual form entries. You can also delete an entry by selecting the red dustbin icon and download an overview PDF for the selected 
ranges by clicking the orange “Download PDF” button at the top right hand side of the screen. 
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Terms & Conditions 
To view Terms & Conditions, please visit Onsite Safety online here: Terms & Conditions 

 


