
 

Below you will find the instructions on how to set up E-Forms in your Paired Plus 
software. While completing the setup, feel free to constantly save the E-Form so that 

you do not lose your progress if you need to walk away. 

1. Click on the “DARCI” button on the right side of the home 

page. 

 
 

2. Select the “E-Forms” button in the DARCI screen 

 
 

 



 

3. Enter the title that you want your E-Form to be named as in 

the first text box shown below, then click enter on your 

keyboard. 

 
 

4. Enter the information that you want shown to your clients in 

the following text boxes. The E-Form introduction and trailer 

will be shown at the beginning and end of the E-Form itself. 

 
 

 

 

 

 

 



 

5. Add your questions by typing in the question text box and 

choosing whether a client is required to answer. Next, you 

will select the type of question that is being asked. 

 

A. Yes/No  

B. Yes/No Text Answer.  (ie. Have you ever had a perm? If 
yes, when was your last perm?) 

C. Text Answer. This allows the customer to type in their own 
answer. 

D. Multiple Choice. This allows the customer to choose 1 
answer only from a multiple-choice drop-down list. 

E. Multiple Selection.  This allows the customer to choose 
multiple answers from the multiple-choice dropdown. 

 
 



 

6. If you choose either ‘multiple choice’ or ‘multiple selection’ a 

secondary box will appear which will allow you to add 

choices.  Type in a choice and then click ‘add’ to add it to the 

list.  

 
 

 

7.  When you are done with your question click the “Add 

Question to E-Form” button. 

 



 

8. (Optional) Once you have added the questions you want, you 

can select any that you want to remove by clicking on them 

and clicking the remove button at the bottom. 

 
 

9. On the right side of the E-Forms screen, you can turn on the 

“Send out with Darci” button. This will allow the E-Form to be 

attached to the customer’s appointment reminder. 

 
 

 

 

 

 



 

10. You can choose the requirements of when the E-Form 

needs to be filled out below. 

a. “Required only once” means that a client must fill out 

this E-Form only one time, then their future 

appointments will not resend them the E-Form. 

b. “Required for each visit” will send the E-Form each time 

the client books the appointment. 

c.  The “Required every…” option allows you to choose how 

long an E-Form will be valid. (ie. After this form is filled 

out, it will not send out again for another 12 months 

when it will need to be filled out again) 

 
 

 

 

 

 



 

11. Selecting ‘Attach to Group’ will send this form out any 

time any of the services within a whole group that are 

booked. 

 
 

12. Selecting ‘Attach to Service’ will send out just the 

specific individual services you’ve selected. 

 



 

13. Once your E-Form is set up, make sure to Save it by 

clicking the “Save E-Form” button at the top, and go ahead 

and email a test copy to yourself so that you can make sure 

it is exactly what you want! 

 
 

 

14. And your E-Form is complete! Lastly, you’ll want to see 

the client’s completed forms. To check a client’s filled out 

forms, you can go to a client’s file by clicking the Clients 

button, searching for the client, then clicking the “E-Forms” 

button in the upper right. 

 

 
 

 

 



 

15. If you need to send any additional E-Forms to a client 

for any reason, you can do so by choosing the E-Form in the 

drop down and sending it via E-Mail or text. 

 
 

 



 

16. You can view completed E-Forms by choosing them in 

the dropdown then clicking “View completed E-Form” 

 
 

 

 


