
Free and Easy Online Repair Request System 

You will have a much easier time managing repair and maintenance requests if there is an easy way for 

tenants to make them, and for you to forward them to whoever will do the work.  If your lease, or your 

Rules and Regulations, require tenants to use your online system, you will also have a good paper trail. If 

a tenant claims they requested repairs, but there is no record in the online system, you will be able to 

successfully refute their claims. 

There are several similar services to the one described below. I prefer the service I use, which is 

Formstack. This is a free online forms service. You are limited to only three different forms, and only a 

very few styles, but that will be enough for your purposes. 

Go to www.FormStack.com 

 

Click on “LOGIN” in the upper right corner. 

http://www.formstack.com/


 

Click on “Don’t have an account? Sign up now” 

After setting up your account, and returning to the main page, click on “Create Form” 

 

You will see the screen below: 



 

 

From among the “Advanced Fields” at the left, click on “Description Area” and drag it over to the space 

that says “This is your blank form.” 

 

This is what your screen will look like after that: 

 

Begin adding “short answer” and “long answer” fields. The process is the same for all of them. A short 

answer would be something like the tenant’s name, property address, unit number, phone number, and 

email address. The “long answer” field would be used for a description of the problem. 

 



For each field you drag and drop to the form, you will see something similar to the screen below: 

 

In the “label” field on the left, enter the label you want tenants to see when you reach that spot in the 

form. For example, the label might be “What is your name?”  Be sure to check the box that says 

“Required” for all your fields, otherwise a tenant can submit a form with little or no information, and 

you will not know who it is from. 

 

The “supporting text” field is optional. It is for more information, should you think that is necessary. It 

will appear BELOW the place where a tenant will answer the question. An example appears below: 

 



  

When finished with all your fields you need, click on the “Settings” button. Fill in a title for this form. 

Leave the other choices alone, unless the time zone is not showing up properly. 

 

Click the “Publish” button when finished. The next screen will look something like this: 

 

The website address is the address of your form. You should put it on your website, or your Facebook 

page, for tenants to use when they have repair or maintenance requests. The QR code will also take 

them to the online form. You might want to put the QR code on your Rules and Regulations, or on the 

lease, or on a sign at the premises, especially if you do not have a website. This will make it easy for 

tenants to use the online form, simply by using their QR Code Reader app on their smart phones. 


