
MobiTask/Groveware 

Overview



Setup Instructions

 Follow these steps the first time you setup the application.

 Open MobiTask Application

 Once logged in, go to the system settings from the main menu.

 Make the following adjustments to the settings:

 Replace the existing URL with: http://mindsmatter.groveware.com



Setup Instructions

 Click ‘Action’ which is located in the top right corner of the screen and then press 
‘Save’.

 Go back to the Main Menu and Log Out.



Login

 Login with the username and password assigned to you.

 Then SYNC DATA



Syncing Data

 This is crucial. In order to receive tasks (such as notes to approve or forms to 

complete) and the latest version of each form, you must click on the ‘Sync 

Data’ button that is located on the Main Menu. It is important to do this every 

time you login or open the app.

 The process of synchronizing does three things:

 Downloads any new tasks or forms for you to complete

 Downloads any updates or changes to the forms

 Uploads completed work (such as Daily Notes) which have not yet been sent to the 

server

 When synchronization is complete you should receive a message stating that 

it was successful. 



Main Menu

 The Main Menu has many functions on it.  The diagram below highlights the 

ones you will use.

 e-Forms: All blank forms that you will need to fill out sit here.

 Settings: When troubleshooting you will need to access settings.

 Task List: All forms submitted that need review by you will be sent and listed 

here. 

 Transfers: All  forms that are saved, submitted and waiting to upload sit here. 

 Sync Data: Downloads forms for you to complete; updates or changes to the 

forms.



Completing a Form from Task List

 Scheduled forms or forms that require approval will be in your Task List.  

Some information will be entered on the form and sent to you as a task to 

complete on your Task List. 

 You may be sent an email notification informing you that there is a task to be 

completed. You will enter MobiTask, Sync Data and the form will then show up 

on your Task List. 



Assigned Tasks (Task List)

 Select ‘Task List’ to view any newly assigned work. 

 Each task will be listed in bold by the date and time it was sent, and the form 

name. Below it will be summary details about the form; always will have the 

consumer name and depending on the form other information.  Click on the 

task description to open it. The details will pre-load on the form.



Saving a Form

 At any point you can ‘Save’ your work on a form and return to it. If saved 

correctly, you will see the message below. The form will be held under 

Transfers in the Drafts folder.



Submitting a Form

 Once you have completed a form, you will select the Submit button. 

 Note that once you tap this button, you will NOT be able to make changes on 

the form.

 If you do not have data connection (wifi or 3G, 4G etc.) in your location, your 

submitted items will be stored in Transfers under Drafts automatically and will be 

submitted the next time you sync your device in a location with connection.



Form Fields

 Signature - Click on the Edit Signature button and a screen will pop up. Use 

your finger or a stylus to sign the field and it will show up embedded in the 

form.

 Camera - Click on the button to access the Camera fields to take and embed 

pictures onto the form. 



Transfers

 Transfers shows the work in progress, items that are waiting to be sent and 

completed items.



Drafts (Within Transfers)

 If you save a form that you were working on it will be stored in the 'Drafts' 

folder. Open the form from drafts to continue working on it.

 *Note: If you are working on an item in your Task List, and save it, it will be 

saved to both the Transfers' Drafts folder and your Task List. You can open it 

from either place, and submit it from either place, it will not make a 

difference to the submission.



Outbox & Sent (Within Transfers)

 Outbox - Any submitted item is stored in the outbox until the server can verify it 
is received. If you do not have connection in your location, your submitted items 
will be stored here automatically and will be submitted the next time you sync 
your device in a location with connection.

 Sent - All successfully submitted items will be stored here until you delete them.

 Deleting Items from Transfers

 You can delete any item from any folder in Transfers (Drafts, Templates, Outbox, Sent). 

 To delete an individual record, simply select the radio dial beside form and click Action -
-> Delete.

 To delete all records from the folder, click Action --> Delete All.

Please note that once you delete a 

Draft, Outbox, or Sent record, you can 

never recover it for your tablet!!!!



Device Specific Reminder

 Please note that drafts and submitted forms are device specific. This means 

that if you have both a laptop AND an iPad, you will only see drafts and 

submitted items that were completed on your laptop ON YOUR LAPTOP and 

drafts and submitted items that were completed/in process on your iPad ON 

YOUR iPad!

 Why this matters: No one ever expects to lose an iPad.  Make sure that all of 

your notes are completed and you are syncing at the end of every day so that 

you 

 1) don’t lose information you have already completed and 

 2) can get paid for the time you worked in the case of lost daily notes that weren’t 

submitted



Questions?


