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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.



Section A: What a standard form looks like in DSLive

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.
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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.
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Section B: Creating Templates

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.

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

Below is an example of how a template will look when open in a PDF Creator programme:
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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
Highlight the ‘Highlight Form Fields’ button on the toolbar. This highlights your fields in purple.
Form Fields

In addition when you click the ‘Add Text Field’ button, it makes the titles of the fields
[re<] Text Field visible.
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2. Adding a Field

Adding a Field

4

In your PDF Creator Programme, you should have something similar toan  E=8utton [ Text Field 9‘”
‘Add Text Field’ button. (Note that there should be other types of fields to © Radio Button Ellist Box

™ Check Box = Combo Box Sig:?;;.ajlre
choose from such a list field if you wish to use these)

Form Elements
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.

e [/} Hc™E @y M Generic_Approval_1 - Nuance Power PDF Standard

File Home Edit View Comment Advanced Processing  Security Connectors  Help Find a Tool

= Button [ Text Field g‘y\. % \,}% g%

(® Radio Button El List Box

FormTyper _— Digital Highlight Reset Form Import /
M Check Box Il Combo Box Signature Form Fields  Fields Export Data ¥
Fillable Form Form Elements Fields Data
4
]

JAGENT_COUNTY]

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).

AN ST e Bt.ombo BoX Signuature Form Fields  Fields Expor't Data ¥

)Ce
Form Elements Field . .
Text Field Properties
General | Options | Actions | Format | Validate | Calculate
Field Name:
Hover Text:
: : Orientation: |0 v
Attributes:  Line
Line Style:  Solid ¥ | Outline Color: -
Line Thickness:  Thin v Fill Color: X
Building Control Ref No:f = oD
Your Ref: [ ] Text
Font Size: | Auto v Text Color: -
Font: Helvetica v
Location of Work:
[v] visible Print [ JRead Only [ ]Required
fr_id
8.27 x11.69in 6

[ Protected Close
1of1 <



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.

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.

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

applications and inspections etc plus Other ’System’ General Options | Actions | Format | Validate | Calculate

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

Hover Text:

the name of the surveyor signing the certificate.

Orientation: |0 v

You will then be able to simply copy and paste them Afrbates: Line

3 . Line Style:  Solid ¥ Outline Color: -
here in the ‘Field Name’ box.

Line Thickness: | Thin v Fill Color: X

Later on when you have uploaded your finished Ted
Font Size: | Auto v Text Color: -

Font:  Helvetica v

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. Wi Gose

[v] visible Print [JrRead Only [ |Required

Making an Editable Field

Text Field Properties
If you wish a field to be editable when creating a General [Options | Adions | Format | Validate| Calcate
document in DSLive, you can simply leave the ‘Field Field Name:
Name’ box here blank and in DSLive it will also be Hover Text:
blank and you will be able to type into it rather than it Orlntation: |0 v

trying to find a match.



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 Close

General | Options | Actions | Format | Validate | Calculate

Field Name: AGENT_POSTCODE

Hover Text: | Agent's Postcode

Full Plans Approval Notice
Building Act 1984
Building Regulations

Text Field Properties

submit-a-plan.com

General Options | Actions | Format | Validate | Calculate

Field Name: = AGENT_POSTCODE
Hover Text: | Agent's Postcode
Orientation: 0 v

Attributes:  Line

Line Style: | Solid

Line Thickness:  Thin

Text

Font Size: | Auto

Font: |Helvetica

Visible Print

V| Outline Color: -
v Fill Color: X

v Text Color: -

v
D Read Only D Required

[ |Protected Close

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.

AGENT POSTCODE]




x |

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.

|

Edit % Cut Ctrl+X
Align Copy Ctrl+C
Center
Buil Distribute X Delete Dat
Size Uk} Select All Ctrl+A
You i Sut
Set as Default Properties E: I I
Properties... ﬁ
Locauorn or vrors: Buildina Control Ref No:f

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

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

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.

Full Plans Approval Notice w submit-a-plan.com

gui:ging QCt 1?3;4 s Wy Full Plans Approval Notice o submitap
ulidain egulations 1A
9 Reg Building Act 1984 . e
Building Regulations L
x Applicant/Agent Address:




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
Object  select it. A blue ‘edit’ box will appear around the item. HBesantiagent adgoress]

You can now edit the text, copy it, drag it to another location or right-click and choose to or
delete it. You also click on the ‘Properties’ button on the tool bar to change the text size and  Properties
font.

Object Properties

Content | Tag | Text
Font

Full Plans Approval Notice
Building Act 1984 -
Building Regulations

g submita-plal
r
w

Name: | Arial v Size: | 9pt v

Original Font: Arial

Jpplicant/Agent Address} Editing Font: Arial
[ ]Embed and Subset
Fill Color: Il Stroke Color: X Stroke Width: | 1 pt v
Positioning
Character Spacing: 0 v Word Spacing: | 0 v
Scaling: | 100% v Baseline Offset:| 0 pt v

SAP Submission ID: Date Deposited: Close

10



Section C: Uploading your template to DSLive

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.

@Gh.‘ipg(&? User-Admin Tool

Forms

Dashboard
Standard Form Management Smart Form Ma

Users \

m &
Reports Add Remove Update
7 2

Inspections Description Filename Version Date Created
Inspection Report 20160811163108_InspectionReport 1
Plancheck Approvall Approval Certificate 1 1 27-02-2017
STN - Certificate of Completion CERTIFICATE OF COMPLETION - Working 1 14-03-2017
STN Full Plans Approval Notice FullPlansApprovalNotice 1 16-03-2017
Approval With Combo FullPlansApprovalNoticeComba_1.pdf 2 23-03-2017
Authori Ty Details STN - Cond. Full Plans Approval FullPlansConditional ApprovalNotice 1 16-03-2017
BC Approval Certificate Generic_Approval_1 1
Dataspacelive Generic Approval Generic_Approval_1 1

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.

Form Upload

Use the ‘Browse’ button that appears to

Matching Fields

select your saved document template / e . oo =
from your computer. ks OR 3 '
New o
" EZE Approval Certificate 1 2
/
e :
¥ Homegroup v iia s e

Open |v. Cancel

11



You will then need to choose whether you Forms

Want to upload your document as a hew Standard Form Management Smart Form Management Form Upload
template or replace an existing one. Standard Form Upload

Browse

Selected: Approval Certificate 3.pdf

Upload Form

kA Upload as new form

8] Replace existing form

You will need to select ‘Standard Form’ as its

Matching Fields

type and add a further description |f yOU Please enter a type and description for the form.

wish to (ie ‘standard approval’, ‘conditional
approval’, ‘domestic projects’ etc) to }‘
differentiate your different templates from

Form
Desription:

Approval Certificate 3

one another,

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).

Forms

Standard Form Management  Smart Form Management  Form Upload
Standard Form Upload v X

m Confirm Discard

Matching Fields

AGENT_ADD1
AGENT_ADD2
AGENT_COUNTY
AGENT_ORGANISATION
AGENT_POSTCODE
AGENT_STREET
AGENT_TOWN
APPLICATIONID

BACKOFFICESYSTEMID

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.

v

Confirm

12

Discard



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.

Forms

e Standard Form Management Smart Form Management Form Upload

G o €&

Add Remove Update

Description Filename Version Date Created

Inspection Report 20160811163108_InspectionReport 1

Approvall Approval Certificate 1 1 27-02-2017
% Approval Certificate 3 Approval Certificate 3.pdf 1 05-04-2017

STN - Certificate of Completion CERTIFICATE OF COMPLETION - Working 1 14-03-2017

STN Full Plans Approval Notice FullPlansApprovalNotice 1 16-03-2017

Approval With Combo FullPlansApprovalNoticeCombo_1.pdf 2 23-03-2017

\J
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’ m

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.

13



Section D: Creating Your Approval Certificate or other document in DSLive

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.

E

App\icatiom> 5/2234/EFPA d Floor, 3, Royal Cre nhan 1L503DA
—

Received Applications  Archived 15/2234/EFPA

Download Documents Options
E 3 @ < o &6 B C |

Download View Edit Download Upload Create Refresh Inspection Report

‘ Approval Notice Approvalt

Detalls  Documents Statu: Payment Activity Initial Notice

Approval Certificate 3

& Application Documents Standard Documents »

Name STN - Certificate of Completion g Sht. Rev. Size Origin Created Date Last Updated
Original

& orig AF{405-54639-170415020004). pdf Application Fe STN Full Plans Approval Notice 1 A 5497KB Original 17 Apr 2015 17 Apr 2015
< & Additional . . ) Approval With Combo _ _ —
2 B Revised SULCUSS| Fiaekpol Structural Plal 35929_7983 1 14057KB  Original 7 Apr 2015 17 Apr 2015
z STN - Cond. Full Plans Approval

t B PO7 Notes.pdf PO7 Notes.pdi 428986_62606 1 601.96KE  Additional 12 May 2015 12 May 2015
2 B Superseded P " BC Approval Certificate - v Y
g_ & Public 421645485654856test pdf 42164548565  Generic Approval 59043_5083 1 44300KB  Additional 12Jun 2015 12Jun 2015
5 85 Inspection Documents
o 421344426244262P07 Notes. pdf 42134442624 Approval Certificate 2 50464_3621 1 601.96 KB Additional 12Jun 2015 12 Jun 2015
g B Plancheck Documents CBS Final Certificate
= B Document Folders @ plan.png plan.png - 2412656136 1 16.43 KB Additional 07 Aug 2015 07 Aug 2015
nitial Notice
85 Plans - Ground Floor Plans.pdf Ground Floor. 34116_3389 1 A 14057KB Revision 17 Apr 2015 03)un 2016
inspection report
B o 8 Intended Demolition Disy
- =
O DSLive PDF Creator - Google Chrome
Document Creator. etaspgse

You will notice that the pre-populating
fields
information from the application in

Full Plans Approval Notice
Building Act 1984
Building Regulations

have automatically pulled o submitaplan.com
rf

DSLive, such as addresses, work B
location, ID numbers and the date. Rl
3

Royal Crescent
Cheltenham

The editable fields are blank, ready for o

you to begin entering information.

SAP Submission ID: | {405-354539-37485725} Date Deposited: 05-04-2017

Surveyor:
# Line:

2nd Floor, 3, Royal Crescent, Cheltenham Gloucestershire GLS03DA

Your Refs: 547/

1269
15/2234/EFPA

Location of Work:

Details of Work:

single storey extension

The plans of the works described above have been checked and passed by this Autherity as complying with the
Buikding Regulations

This appraval s for the purpose of the requirements of Building Regulations anly
Itis NOT planning permission or an approval for a grant.

AS PREVIOUSLY NOTIFIED, YOU SHOULD CHECK WHETHER PLANNING PERMISSION IS REQUIRED FOR
ABOVE WORKS ON (1242 260505,

Please note you are legally required to notify us of the date of of works.
AUTHORITY:
Signed: Building Control Manager
-
o D &



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.

SAP Submission ID: {405-354639-37488728}

Your Refs: sap/Fp/1269

Date Deposited:

Surveyor:

05-04-2017

1Jc-e El

15/2234/EFPA )

Direct Line:

Location of Work:

2nd Floor, 3, Royal Crescent, Cheltenham Gloucestershire GL503DA

Details of Work:

Single storey extension

I

2. Saving the Document

The plans of the works described above have been checked and passed by this Authority as complying with the

Building Regulations

The ‘Save PDF’ box will open.

N T

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.

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 quide sheets> or why not watch a

video guide on our videos page here videos>

15


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

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 [

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.

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.

cthvity ~ Correspondence  Inspections  Plancheck

Jetalls  Documents k aymer A
@ View Document
B Application Documents ) .
Name Description Drawing Sht.  Rev. Size Origin Created Date - Open with Adobe Acrobat

& Original P07 Notes. pdf P07 Notes.pdf 30512 426986 62606 1 - 60196K8  Additional 12 May 2015

B Additional
< 421645485654856test.paf 421645485654856test pdf 30512 55043 9083 I - a300K8  Addtionsl  12/un2015
2 &5 Revised ® View In e
I e 421344426244262P07 Notes el 421344426244262907 Notes. ot 30512_50464_3621 1 - e01%Ks  Adaonal  12un201
g & Public (R ponpng plan.png 126_56136 1 - 1643KB  Additional 07 Aug 2015
s R . - = Folde!
= &S Inspection Documents Ground Floor Plans.pdf Ground Floor Plans.pdf 116_3389 1 A 14057KB  Revision 17 Apr 2015
% BB Plancheck Dacuments
s By 36602425 75008 28330b366b84250£063C0S1CD00GTS Jpg 1936_809054_42263 1 - S301KB  Agaitional 25)ul 2016 @ | Downlaad Document
® - B Document Folders

#* Resend Additional Document
& Plans B[O 15-2234-ErPA 05042017 142623.paf Approval Certificate 3 - 05/04/2017 14:54 1936_102869_656724 1 - 11342K8  Agaitional 05 Apr 2017
B @ =} Displ
@ a2a33cb366be425¢e063c05fcb00675d.jpg a2a33cb366be425c¢e063c05fcb00675d.jpg 1936_809054_42269 1 = 59.01 KB Additional 25)ul 2016
% 15-2234-EFPA_05042017_142623.pdf Approval Certificate 3 - 05/04/2017 14:54 1936_102869_656724 - 11342KB  Additional 05 Apr 2017
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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.

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.
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© 2017 Resolution Data Management Ltd

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.

)

The DataSpace Live Guide

Help & Support:
helpdesk@resolutiondm.com
01242-260505

For other guide-sheets and video tutorials visit the DSLive Help Hub:
http://www.resolutiondm.com/dslivehelphub
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