
InForms

Getting started 



Common uses to get you started!

• Confirm receipt of documents and policies 

• Find out your team members’ communication 
and recognition preferences

• Professional Development

• Get feedback on a new team member’s 
orientation experience

• Create your own form! 
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InForms Use Laudio as a streamlined way to collect information 
from your staff quickly and easily - send forms and track 

all responses in one central place! 

Click here to 
get started



FYI: Questions that flow back to the team member profile 
are not editable and will have this symbol:        
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Use a Laudio Template or Create your own!
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Share InForms and collaborate with other leaders

Add another leader as a 
collaborator on an InForm 
you create so they can use 
it for their team!

Add a leader as a 
collaborator so they can see 
all responses to InForms 
you send (great for groups 
with multiple leaders) 



Copyright 2020. All Rights Reserved.

Sending an InForm to your team

Email the InForm to a team member or group!

{Form Link} will appear as a URL and each person 
will receive a unique link.

Document 
responses 
from a 1:1 
conversation 

NOTE: InForms are sent directly from Laudio when 
you click “Send Form.” You will not be directed to 
Outlook.  



Tracking InForm responses
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Toggle between 
views: 
• All forms sent
• Only responses  

received 
• Only responses 

pending

Send a reminder to 
any staff who have 
not yet responded

See your sent forms 
and track responses 
in one central place



Export data from InForms responses
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Team member responses can be 
exported to give you raw data in a 
spreadsheet format.

Just click "export" at the top of the 
response list and the data will 
automatically download to an .xlsx file


