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Introduction 

 
 

Note: This is a draft manual due to this module being a newly developed release to DSLive. This 

means that some of the details and processes in this guide may change. 

Our standard forms facility enables you to create a range of documents online within an application 

in DSLive itself, such as initial notices, approval certificates, inspection reports and standard letters 

which can then be shared with an applicant or agent or other contacts. 

 

By pressing the new ‘Create Document’ button in the ‘Documents’ tab of an application you’ll be 

able to select the document you wish to create from a list and a standard template form will open 

on your screen. 

 

When your new document template opens you will find various fields where the information in your 

document will appear. Some of these fields are pre-populating fields ie. information the system can 

pull and merge from DSLive automatically  ie – application submission IDs, applicant or agent name, 

work locations etc etc. Other fields will be editable which you can type your information or 

comments into. You’ll then be able to save the document and share it with the applicant or agent. 

 

 

Creating and Managing your Document Templates 

 

The templates for certificates and other such documents can be created and managed by each 

authority individually meaning that you can decide how you would like your different document 

templates to look and what information you would like them to contain. You can also have multiple 

templates for a certain type of certificate or other document with slightly varied responses to suit 

your needs. Templates are created using a PDF Creator Programme which enables you to add both 

pre-populating and editable fields and which you can return to at any time to edit. Once ready 

templates are uploaded to DSLive enabling you to then complete your certificates or other 

documents online in the application. Templates are uploaded and managed here in the User Admin 

Tool under the ‘Standard Forms’ tab. 

 

To demonstrate we will be using a program called Nuance Power PDF which enables you to create 

document templates but other similar programmes can also be used. 

 

 

 

 

 

 

 

 

 



3 
 

 

 

 

 

First we will take a look at what a certificate or other document will look like in DSLive. You’ll find 

the ‘Create Document’ button under an application’s ‘Documents’ tab. 

 

When you click the button you will find a drop-down list of different ‘Standard Documents’. For this 

guide we will demonstrate an Approval Certificate. When you click on ‘Approval Certificate’ in the 

list a document will open on your screen like below in the DSLive Document Creator. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You’ll notice the different fields in the document. 

 

Some are pre-populating, pulling information from 

DSLive itself such as the work location, submission 

ID number and the date on which you are creating 

the document. You can see these details already 

visible in the fields. 

 

You will also see empty fields that are editable for 

you to enter information. These are the fields you 

can add and arrange as you wish in your PDF 

Creator programme. When you hover over the 

field with your cursor, the name of the field 

appears. 

 

These are all fields that you need to add to your 

template using a PDF Creator.  

Section A: What a standard form looks like in DSLive 
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1. Introduction to Creating Templates 

 

 

The first thing you will need to do is create your document templates. You can either create a 

template from scratch or edit any existing template you may have in your PDF Creator programme. 

 

In your programme you should be able to add a main document title and your authority’s logo as 

well as adding text titles for your different fields. 

 

If you are using an existing template where you have already added these objects, you should be 

able to edit, delete or move them around when you open the template in your PDF Creator. If you 

already have existing text boxes for entering information, you should be able to delete these to 

make way for the pre-populating or editable fields you will add.  

 

 

 

 

 

Below is an example of how a template will look when open in a PDF Creator programme: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip: If you wish to create or edit your templates for you, we can do this at a small charge. 

Section B: Creating Templates 

 



5 
 

In your programme you should have something similar to a ‘Forms’ tab on the toolbar which you can 

use to add your fields (see below image). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the programme we are using you can easily see the fields that you add by pressing 

the ‘Highlight Form Fields’ button on the toolbar. This highlights your fields in purple. 

In addition when you click the ‘Add Text Field’ button, it makes the titles of the fields 

visible. 
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2. Adding a Field 

 

 

Adding a Field 

 

In your PDF Creator Programme, you should have something similar to an 

‘Add Text Field’ button. (Note that there should be other types of fields to 

choose from such a list field if you wish to use these) 

 

Once you have clicked the ‘Add Text Field’ button, you should now see a cross appear when you 

hover over the document. When you click on the document where you wish to add your field and 

drag your mouse, you will be able to draw a text field. See Below. 

 

 

Once you have drawn your field box and let go of your mouse button, your new field will appear 

highlighted in a red box and a ‘Field Properties’ window will open asking you to name and select any 

settings for your field (see image below). 
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3. Text Field Properties 

 

 

Field Name Box 

The ‘Field Name Box’ is what will determine if your field will be a pre-populating field eg. will 

automatically pull the information from DSLive and enter it for you such as submission ID, work 

location, agent name etc, or an editable field, leaving the field blank for you to enter information as 

you need. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We will supply you with an excel list of all the fields in 

applications and inspections etc plus other ‘system’ 

fields such as local authority address, today’s date or 

the name of the surveyor signing the certificate.  

You will then be able to simply copy and paste them 

here in the ‘Field Name’ box. 

Later on when you have uploaded your finished 

template to DSLive and go to create an ‘Approval 

Notice’ in an application, the system will match the 

names in the two fields ie AGENT_POSTCODE and 

enter the postcode into the certificate for you. 

 

Making an Editable Field 

If you wish a field to be editable when creating a 

document in DSLive, you can simply leave the ‘Field 

Name’ box here blank and in DSLive it will also be 

blank and you will be able to type into it rather than it 

trying to find a match. 

Making a Pre-populating Field. 

To make a field pre-populating field (eg. will automatically pull the information from DSLive and 

enter it into your document for you), you will need to enter the name of that specific field in 

DSLive here into the Field Name Box. ie. AGENT_POSTCODE. 
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Hover Text 

Just below the ‘field name’ box you’ll find a ‘hover 

text’ box.  

Here you can label your fields, even for an editable 

field, and when you hover over a field in DSLive 

when creating a document, the label will appear to 

remind you what the different fields are for. 

 

 

Field Font, Style & Other Settings 

Further down in the properties window you will 

have other settings to choose from such as the 

font of the text or whether you would like your 

field to have a border outline or be invisible. 

There are also tabs along the top of the properties 

box where you can find other settings for changing 

the field from a text field to a number, currency, 

date or time field or even calculations. 

 

 

Click ‘Close’ to apply your settings 

At any time you can reopen a field’s properties window to change its settings by double-clicking on the 

field itself or right-clicking on it and selecting ‘Properties’. 

Back in the template, you’ll find the name has now been entered into the field. 

 

You change the size of the field using the adjusters at the ends of its box or move it by dragging the box 

across the page. 
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4. Adding or Editing Other Text and Objects 

 
As well as adding fields you can also add normal text to make up the main part of your document 

and edit any objects already in the document when you opened it in your PDF Creator Programme ie 

your council logo or other existing document contents. 

 

If you are using an existing template where these objects were added previously, you should be able 

to edit, delete or move them around when you open the template in your PDF Creator. If you 

already have existing text boxes for entering information, you can delete these to make way for the 

pre-populating or editable fields you will add.  

 

 

Adding Text  

 

 
 

 

 

 

 

 

 

 

 
  

 

 

 

Tip: Copying and Pasting Fields 

 

You can also create a field by right-clicking on an existing field and selecting ‘copy’ then ‘paste’. The 

copied field will appear on the template and you can drag it to the desired place. You can then double-

click on the field to open its properties window and changed its field name. 

 

In Power PDF which we are using for our demonstration, you can add text to your document 

by going to the ‘Edit’ tab on the main toolbar and selecting the ‘Typewriter’ button. 

 

Simply click with your mouse on the place where you wish to add text and when the cursor 

appears on the page you can start typing. 
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Editing Text  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can then edit the text item you’ve added or that was already in your document. 

Click on the ‘Edit Object’ button on the tool bar then click on the item in the document to 

select it. A blue ‘edit’ box will appear around the item. 

You can now edit the text, copy it, drag it to another location or right-click and choose to 

delete it. You also click on the ‘Properties’ button on the tool bar to change the text size and 

font. 
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Once you have added all the fields and information to your document template you are ready to 

upload it to DSLive. 

 

First save the document you’ve created in your PDF Creator Programme to your computer. You will 

then need to login into DSLive and click on the ‘Admin Tool’ link at the top right-hand corner of your 

screen. 

 

Once in the admin tool you will need to select the ‘Forms’ tab.  Here will be listed any templates 

you upload to DSLive. 

 

 
 

 

1. How to upload the template 

 

 

To add your document you can either click on the ‘Add’ button on the toolbar or go to the ‘Form 

Upload’ tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the ‘Browse’ button that appears to 

select your saved document template 

from your computer. 

 

Section C: Uploading your template to DSLive 
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2. Reviewing the Fields 

 

 

Once you click ‘Ok’ you will then be asked to review and confirm the fields in your template. 

You will be shown a list of all the matching fields the system has found (ie the system has 

successfully matched the fields in your template with their corresponding fields in DSLive). 

 

Also listed are any fields in your template that the system hasn’t been able to find a match for in 

DSLive (maybe because they were entered incorrectly or misspelt in the template).  

 

 

 

 

 

 

 

 

 

 

 

 

If you are happy with the fields then click ‘Confirm’ to keep your uploaded form. You can 

choose ‘Discard’ to cancel the upload. If you choose ‘Discard’ you can return to your PDF 

Creator programme, make any changes you need, then save and upload again. 

You will then need to choose whether you 

want to upload your document as a new 

template or replace an existing one. 

You will need to select ‘Standard Form’ as its 

type and add a further description if you 

wish to (ie ‘standard approval’, ‘conditional 

approval’, ‘domestic projects’ etc) to 

differentiate your different templates from 

one another, 
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You can now return to your list of templates under the ‘Standard Form Management’ tab where you 

will find your new template has now been added.  

 

To rename a template simply click on the template in the list and click ‘Update’  

 

To remove a template simply click on the template in the list and click ‘Remove’  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip: To replace a template simply upload a new form and when asked if you wish to upload your 

document as a new template or replace an existing one choose the latter option and follow 

instructions. 
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Now that you’ve uploaded your template to DSLive, you are ready to create an Approval Certificate 

in an application online in DSLive. 

 

1. Creating a Document in an Application 

 

 

In DSLive open an application to its ‘Documents’ tab. 

 

Click the ‘Create’ button on the tool bar, choose ‘Standard Documents’ and from the drop down list 

of different documents and listed will be the template you uploaded. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
The document will open in the DSLive 

Document Creator. 

You will notice that the pre-populating 

fields have automatically pulled 

information from the application in 

DSLive, such as addresses, work 

location, ID numbers and the date. 

The editable fields are blank, ready for 

you to begin entering information. 

Section D: Creating Your Approval Certificate or other document in DSLive 
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2. Saving the Document 

 

 

The ‘Save PDF’ box will open. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A document will always be saved with the application’s ‘Back Office’ number and the day’s date to 

ensure you never overwrite a previous form. You can change the description field to anything you 

wish so you can add your own title or reference if you wish.  

 

 

 

 

 

 

 

 

Simply click on an editable field and 

when a cursor appears in the box 

you can begin typing. 

Once you have finished filling in your 

form, click the green ‘Save’ button 

at the bottom of the form. Click 

‘Cancel’ if you wish to discard. 

 

 

Tip: Learn how to add a Back Office ID number to an application by downloading a guide here 

‘adding a back office ID’ or from our guide sheets page here guide sheets> or why not watch a 

video guide on our videos page here videos> 

 

http://www.resolutiondm.com/website/pdf/Adding%20a%20Back%20Office%20ID%20to%20an%20application%20using%20Qwickfill%20-%20The%20DSLive%20Guide.pdf
http://www.resolutiondm.com/guidesheets
http://www.resolutiondm.com/videos
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You will be asked which folder you would like to save the document to. If you create your own 

folders in an application’s document tab to organise its documents then you will be able choose one 

of these to save your new certificate to. Alternatively if you leave this field blank the certificate will 

be saved to the main list of application documents by default. 

 

Click ‘Save PDF’ to confirm 

 

 

 

 

 

 

 

 

 

You will now find the document saved in the application’s ‘Documents’ tab. 

 

It will be saved in the folder that you chose to save it to but will also be listed under the main 

‘Application Documents’ folder where all documents associated with the application whether 

original or newly added are listed. You’ll notice the date and time the document was created has 

been added to the description. 

 

You can view the document at any time by right-clicking and selecting ‘View Document’ to view it in 

the DSLive Document Viewer or ‘Open with Adobe’ to view as a PDF. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip: Creating ‘share-able’ Document Folders 

 

If you wish to share the certificate or document you create with the applicant and agent you will 

need to create a share-able folder in the application’s ‘documents’ tab that you can either save the 

document  to at this stage or add it to later. Find out more about this in the next section. 
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3. Notifying and Sharing with the Applicant/Agent 

 

 

When you save the document you will also be asked if you wish to notify the applicant/agent that 

the document has been created. An email will be sent to the applicant/agent. 

 

You can also share the document with the applicant or agent or another contact using PlanShare. 

PlanShare works by adding a document to one of our ‘share-able’ folders in the application’s 

‘Documents’ tab then sharing that folder with an email address.  

 

To create a new ‘share-able’ folder click the ‘Create Folder’ button below your other document 

folders (see image below). You can then drag and drop the document into it from the main 

‘Application Documents’ folder depositing a copy. You can then right-click on the new folder, click 

‘Share’ and follow instructions for adding an email address. The folder with its document will be 

shared with the applicant/agent where they can view and download it online in their Submit-a-Plan 

account.  

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

Help & Support: 

helpdesk@resolutiondm.com 

01242-260505 

 

For other guide-sheets and video tutorials visit the DSLive Help Hub: 

http://www.resolutiondm.com/dslivehelphub 

 

Tip: If you create your share-able folder prior to creating your certificate or document, when you go 

to save the document, that folder will appear in the application’s list of document folders as a 

location for you to save it. 

 

Learn how to share a folder of documents using PlanShare by downloading a guide here ‘PlanShare 

Guide’ or from our guide-sheets page here  Guide-Sheets page. 

 

mailto:helpdesk@resolutiondm.com
http://www.resolutiondm.com/dslivehelphub
http://www.resolutiondm.com/website/pdf/PlanShare%20Local%20Authority%20Guide.pdf
http://www.resolutiondm.com/website/pdf/PlanShare%20Local%20Authority%20Guide.pdf
http://www.resolutiondm.com/guidesheets

