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THE 60-SECOND VERSION

3. For electrical, gas, water, or ladder work, please call a
licensed professional. — Bill's Home Tech
1. The Whole Idea on One Page If you read only one page, read this. Here is the whole

plan as a short checklist. A contact form is the little 'send us a message' box on your

website. The whole point is that when someone fills it in, the message actually reaches you

— promptly, in an inbox you check. Far too many forms quietly drop messages into a void

no one watches, losing customers and inquiries without anyone ever knowing.

1 Build a short form with just the fields you truly need.
2 Point it at an email inbox you actually check every day.
3 Turn on notifications so a new message pings you right away.
4 Add a quiet spam-catcher so junk does not bury the real messages.
5 Send a friendly automatic 'we got your message' reply to the sender.
6 Test it yourself from a different device, and check it lands — then check again monthly.

WATCH OUT The most common and costly mistake is a form that looks fine but sends
its messages nowhere anyone looks. A form you never test is a form you cannot trust.
Always send yourself a test message. The rest of this guide walks through each piece
gently: building the form, making sure it reaches you, stopping spam without blocking
real people, and testing it so you know it works. Take it a page at a time. WHY FORMS
FAIL 2. The Silent Form Problem The saddest thing in small-business websites is the
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silent contact form: a tidy little box that takes people's messages and sends them
precisely nowhere. The visitor thinks they reached you; you never see a thing. Weeks of
lost inquiries pile up invisibly, and the owner wonders why the website never brings any
business. The form was never connected to a real inbox, so messages vanish.
Notifications are off, so messages pile up unseen in a dashboard nobody opens. The
alerts land in a spam folder, so you never notice them. No one was ever assigned to
watch for messages at all.

GOOD TO KNOW

4. For electrical, gas, water, or ladder work, please call a
licensed professional. — Bill's Home Tech
A silent form is worse than no form, because it makes customers feel ignored when they

think they reached out. Getting the plumbing right is the whole job — a pretty form that

works beats a fancy one that does not. This guide exists to keep you from the silent-form

trap. Nearly all of it is about one thing: making sure the message a visitor sends truly

arrives where you will see it, and testing until you are sure. WHAT IT IS 3. A Form, Not Just

an Email Link You might wonder why bother with a form at all, rather than just posting your

email address. A form has real advantages: it guides people to give you what you need, it

hides your address from the spam-bots that harvest the web, and it can save a copy and

send an automatic reply. Done right, it is friendlier and safer than a bare address. A form

prompts for the details you need — name, how to reach them, their message. It hides your

email address from spam-bots that scrape plain addresses off pages. It can save every

message, so none is lost even if an email slips by. It can send an automatic, reassuring

reply to the person who wrote in. TIP A form and a visible phone number make a fine pair.

Some people want to type a message; others want to call. Offer both, and you catch

everyone in the way they prefer. A contact form is not just a fancier email link; it is a small,

helpful gatekeeper that collects the right details, protects your address, and keeps a

record. Those are good reasons to use one well. WHAT YOU NEED 4. What You'll Need to

Begin Setting up a working contact form takes very little. If you already have a website, you

very likely have a form tool built in; if not, a free form service covers you. What matters

most is not the tool but an inbox you faithfully check and a willingness to test the thing. A

website, or a free form tool if you only need a standalone form. An email inbox you check

daily, to receive the messages.
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A few minutes to set notifications and a spam-catcher.

The patience to test it from another device before trusting it. That is the whole list. You do

not need to be technical, and you do not need to spend money — the built-in and free tools

do everything a small shop or church requires. The care you put into testing matters far

more than any gear. The single most important ingredient is an inbox someone actually

reads every day. A perfect form pointed at an abandoned address is still a silent form.

Choose the inbox first. THE OPTIONS 5. Three Ways to Get a Form There are three

common ways to put a working form on your site, and all are either free or already included

in what you have. The best choice depends mostly on how your website was built, so a

little knowing of your own setup points you to the easy path. Your website builder's own

form: if you use Wix, Squarespace, WordPress, or similar. A free standalone tool like

Google Forms, embedded or linked from any site. A dedicated form service, which adds

polish and spam protection. If your site was built on a website builder, its own form tool is

almost always the simplest start, because it is already connected to your site. If you have

no site, or want something quick and free, Google Forms works anywhere. The next pages

take the two most common in turn. GOOD TO KNOW You rarely need a fancy paid form

service for a small shop or church. The form built into your website, or a free tool, handles

everything — the trick is always in the setup, not the tool. GOOGLE FORMS 6. The Google

Forms Way Google Forms, free with any Google account, is a quick and reliable way to

make a contact form that works anywhere. You build the questions, collect the answers

neatly in one place, and turn on an email alert for each new submission. You can link to it

or embed it on almost any website.
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TIP
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1 Create a form in Google Forms with your few questions.
2 In the form's responses settings, turn on email notifications for new responses.
3 Collect the answers in a linked spreadsheet, so every message is saved.
4 Link to the form, or embed it, from your website or social pages. Google Forms saves

every answer in a spreadsheet automatically, so even if an email notification slips by, no
message is ever truly lost. That built-in record is a quiet safety net worth having. For a
church or shop that already uses Google tools, or has no real website, Google Forms is a
free, dependable way to collect messages with a record and an alert. It is hard to beat for
simplicity. BUILDER FORMS 7. Your Website Builder's Own Form If your website was
built with a service like Wix, Squarespace, or WordPress, it almost certainly includes a
contact-form feature made to drop right onto a page. This is usually the smoothest path,
because the form matches your site's look and is already wired into the platform. The one
thing you must do is tell it where to send the messages. Add the builder's contact-form
block to your contact page. Set the destination email address — the inbox you check
daily. Turn on the notification so each message emails you right away. Style it to match
your site, keeping the fields few and simple. WATCH OUT The default on many builders
is to collect messages in a dashboard you must log in to see, not to email you. Hunt
down the notification setting and point it at your real inbox, or you have built a silent form.
Your builder's form is the natural choice if you have one of these sites. It looks right and
connects easily — just make certain you set the destination and turn the alert on, which
is the step most people miss.
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8. The Part Everyone Forgets Here is the single most important page in this guide. A form

must send its messages somewhere you will actually see them, and getting that right is the

whole difference between a form that works and one that silently fails. Everything else is

polish; this is the plumbing that matters. Decide the exact inbox that should receive

messages, and make sure it is checked daily. Set the form to email that inbox for every

submission. Do not rely only on a dashboard you must log in to check. If several people

should see messages, send to a shared address, not one person's. GOOD TO KNOW

Picture the message's whole journey: visitor types it, form sends it, it lands in an inbox, a

person reads it, a person replies. If any link in that chain is missing, the form is silent.

Check every link. Spend your care here above all. A form that reliably lands in a watched

inbox is doing its one essential job; a beautiful form that does not is worthless. Get the

destination right, then test it. NOTIFICATIONS 9. Turning On the Alerts A message you are

not told about might as well not have arrived. Notifications are what turn a form from a

passive collector into something that actually reaches you. Make sure that every

submission sends an email alert to your inbox, so you know the moment someone has

written in. Find the notification setting in your form or builder and turn it on. Point the alert at

the inbox you check daily. Include the message itself in the alert, so you can read it without

logging in anywhere. If you like, send the alert to two people, so it is never missed. TIP

Have the notification include the full message, not just a 'you have a new message' note.

Reading it right in your email, with no extra login, means you actually see and act on it.
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Notifications are the heartbeat of a working form. With them on and pointed at a watched

inbox, a visitor's message reaches you within moments — which is exactly what a contact

form is for. 10. Don't Rely on the Dashboard Alone Many website builders, by default, tuck

messages into an inbox inside the builder itself — a dashboard you must log in to see.

People rarely log in just to check, so messages sit there unseen for weeks. Email

notifications solve this by bringing the message to where you already look. A builder's own

message inbox is easy to forget to check. Email notifications bring the message to your

everyday inbox instead. Turn on email alerts even if the builder also keeps its own copy.

The dashboard copy is a fine backup, but it should not be your only alert. WATCH OUT If

the only place your messages land is a dashboard behind a login, they will be missed.

Always add an email alert so the message comes to you, rather than waiting for you to

come to it. Let the builder keep its copy if it likes, but make sure an email alert reaches your

real inbox. The message should chase you, not the other way around. A THANK-YOU 11.

Sending the Writer a Reassurance When someone sends a message, a brief automatic

reply — 'Thank you, we got your message and will be in touch soon' — does two kind

things. It reassures the sender that their note went through, so they are not left wondering,

and it buys you a little time to reply properly without them feeling ignored. Set up an

automatic reply that confirms the message was received. Keep it warm and brief, and set a

gentle expectation for when you will respond. Include your phone number, in case their

matter is urgent. Make clear it is an automatic note, with a real reply to follow.
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A simple 'we got it, we'll reply soon' confirmation prevents the anxious feeling of shouting

into a void. It costs nothing to set up and makes your small business feel attentive and

professional. An automatic thank-you is a small touch that leaves a big impression. It tells

every visitor their message truly arrived, which is reassuring precisely because so many

forms leave people guessing. KEEP IT SHORT 12. Only the Fields You Truly Need Every

field you add to a form is a small hurdle, and each hurdle loses a few people who cannot

be bothered. The best contact forms are short — usually just a name, a way to reach them,

and their message. Resist the urge to ask for everything up front; you can always ask more

once the conversation starts. Keep it to the essentials: name, email or phone, and the

message. Add a phone field only if you genuinely need to call people back. Mark only the

truly necessary fields as required. Every extra question loses a few people — ask only

what you must. TIP A long form feels like a form; a short one feels like a conversation.

Three fields invite people in; ten send them away. When in doubt, cut a field. Short forms

get filled in; long ones get abandoned. Ask for the least you need to start a conversation,

and gather the rest naturally once the person has reached out. RIGHT FIELDS 13. Asking

the Right Few Things Within that short form, the fields you choose should set you up to

help the person well. A name to greet them by, a reliable way to reach them, and enough of

their message to understand what they need. Anything beyond that is usually better asked

in your reply. Name: so you can address them warmly in your reply. Email or phone: at

least one solid way to get back to them. Message: a box roomy enough to say what they

actually need.
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Optional: a simple 'what is this about?' choice can help you route it quickly.

Always capture at least one reliable way to reach the person back. A message with no

return address is a frustration for both of you — make the contact field required. Choose

your few fields to serve the reply you will send. A greeting, a way back, and the heart of

their need are almost always enough to begin helping someone well. THE SPAM FLOOD

14. The Spam Problem Leave a form unprotected and the spam-bots will find it, filling your

inbox with junk — fake inquiries, gibberish, offers for services you never wanted. Left

alone, the flood can bury the real messages among the garbage, which is its own kind of

silent-form failure. A little protection keeps the junk out without troubling real visitors.

Automated bots roam the web submitting junk through unprotected forms. Unchecked, the

spam can bury genuine messages in your inbox. A simple spam-catcher stops most of it

quietly, without annoying real people. The goal is to block bots while letting every real

human through easily. WATCH OUT If your form starts drowning you in junk, do not simply

delete it in frustration and lose the real messages too. Add a spam-catcher instead — the

next pages show the gentle ways to do it. Spam is a solvable nuisance, not a reason to

give up on a form. With a quiet protection in place, the junk stays out and the real

messages come through clean. SPAM-CATCHERS 15. Captchas and Quieter Tricks

There are a few ways to catch spam, ranging from the familiar 'prove you're not a robot'

box to quieter tricks the visitor never sees. The gentler the better, because every hurdle

you put in front of a real person costs you a few of them. Many tools offer an invisible

option that stops bots without asking anyone to click anything. A visible 'I'm not a robot'

check stops bots but adds a small step for people. An invisible check works quietly in the

background, bothering no one.
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A hidden 'honeypot' field, invisible to people but tempting to bots, catches many.

Most form tools offer one of these built in — just switch it on. Prefer the invisible options

when your tool offers them. They stop most spam while letting real visitors through without

a single extra click, which is the best of both worlds. A good spam-catcher is one your real

visitors never notice. Turn on the quietest option your tool provides, and the junk falls away

while genuine messages sail through. NOT TOO TIGHT 16. Blocking Bots, Not People It is

possible to fight spam so hard you block real customers too — a captcha so fiddly that

older visitors give up, or a filter so strict it eats genuine messages. The aim is balance: stop

the bots while keeping the door easy for every real person. If in doubt, err toward letting

people through. Avoid captchas so hard they frustrate older or less-techy visitors. Do not

set spam filters so strict they discard genuine messages. Test your protection by

submitting the form as a real person would. A little spam getting through is better than one

real customer blocked. WATCH OUT An overzealous spam filter can be a silent form in

disguise, quietly tossing real messages as 'suspected spam.' Check occasionally that

genuine notes are not being caught by your own defenses. Protect the form, but keep it

welcoming. The point of a contact form is to hear from real people, so never let your spam

defenses turn away the very customers you built it for. THE SPAM FOLDER 17. When

Your Own Alerts Get Filtered Here is a sneaky trap: your form's email alerts can

themselves land in your spam folder, so the form works perfectly and you still never see

the messages. This happens because automated form emails sometimes look suspicious

to email providers. A quick check and a small fix keep your alerts in the inbox where they

belong.

1 Check your spam or junk folder for any missed form notifications.
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1 If you find them there, mark them 'not spam' and add the sender to your contacts.
2 Send yourself a test message and confirm the alert lands in the inbox.
3 If alerts keep going to spam, your tool may offer a setting to improve delivery. A form can

be flawless and still fail if its alerts are quietly filtered as spam. Always check your junk
folder when testing, and teach your email that these notifications are wanted. This is one
of the commonest reasons a 'working' form seems silent. A minute spent checking your
spam folder and teaching your email to trust the alerts closes the last gap in the chain.
TEST IT 18. Actually Sending a Test Message You cannot trust a form you have not
tested. The single most valuable thing you can do is fill in your own form, exactly as a
visitor would, hit send, and confirm the message lands in your inbox. It takes two minutes
and is the difference between hoping the form works and knowing it does.

4 Open your own contact form as a visitor would see it.
5 Fill it in with a test message and submit it.
6 Confirm the email alert arrives in your inbox — not just the dashboard.
7 Check that the automatic thank-you reply reaches the address you entered. TIP Do this

the day you set up the form, and then once a month after. Forms can quietly break when
a website updates or a setting changes, and only a regular test catches it before
customers do. Testing is not optional; it is the whole proof. A form you have personally
tested and seen arrive is a form you can trust. One you have only built on faith is a
gamble with your customers.
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19. Testing From a Visitor's Shoes For a thorough test, try the form the way a real stranger

would — from a different device, on a different connection, not logged into any of your own

accounts. This catches problems you would never see from your own computer, where

everything is already set up to work. Test from your phone, on cellular data, not your office

computer. Use an email address that is not your business one, to mimic a real visitor.

Confirm the message still reaches your inbox and the thank-you reaches the test address.

Ask a friend to try it too, and tell you what they experienced. GOOD TO KNOW Testing

only from your own logged-in computer can hide problems a real visitor would hit. A test

from an outside phone and address is the closest thing to seeing your form through a

customer's eyes. A test from a visitor's shoes gives you real confidence. If it works from an

unfamiliar phone and a stranger's address, it will work for the customers you are trying to

reach. ON PHONES 20. Making Sure It Works on Phones Most people will meet your form

on a phone, so it must be easy to fill in on a small screen. Fields that are too small, a

submit button that is hard to tap, or a layout that breaks on a phone will quietly lose you the

very people most likely to write in. Checking the form on a phone is essential, not optional.

Open your form on a phone and make sure every field is easy to tap and type in. Check

that the submit button is large and obvious on a small screen. Keep the form short, since

typing on a phone is more effort than on a keyboard. Make sure the whole thing fits the

screen without awkward sideways scrolling. TIP Since most visitors are on phones, design

the form for the phone first. If it is easy on a small screen, it will be easy everywhere. A

short form is doubly welcome on a phone. A form that frustrates phone users is a form that

loses most of its audience. Check it on a phone, keep it short and tappable, and you

welcome the majority of visitors who will never
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21. Naming Who Watches the Inbox A form that reaches an inbox still needs a person who

reads that inbox and replies. Name who is responsible, and give them a simple routine, so

messages never sit for days. For a small shop this might be the owner; for a church, the

office or a volunteer. The key is that someone truly owns the watching. Name one person

responsible for watching the contact inbox. Give them a routine — a daily check at a set

time works well. Make sure a backup watches when that person is away. Agree how

quickly messages should get a reply. GOOD TO KNOW The form's technology is only half

the job; a human who reads and replies is the other half. A message that arrives but sits

unanswered for a week still disappoints the customer who sent it. Name the watcher and

give them a routine, and your form becomes a reliable front door. Messages arrive, a

person sees them promptly, and every visitor who writes in gets a real reply. A SHARED

INBOX 22. Sending to a Shared Address For a church or a shop with more than one

helper, it is wise to send form messages to a shared address — like info@ your own

domain — rather than to one person's personal email. Then whoever is on duty can see

and answer, nothing is lost when someone is away, and the inbox belongs to the

organization, not an individual. Send messages to a shared address such as info@ your

domain. Several helpers can watch and answer it, so nothing waits on one person. The

inbox stays with the organization when a volunteer or employee leaves. It looks more

professional to customers than a personal address.
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A shared inbox at your own domain is both tidier and more durable than one person's

personal email. When that person moves on, the messages and the address stay right

where they belong. A shared address is a small step that pays off in resilience and

professionalism. The form's messages belong to the whole organization, reachable by

whoever is there to help. REPLY PROMPTLY 23. Answering Quickly Matters A contact

form earns its keep only when the messages get prompt, friendly replies. People who write

in are often comparing you with someone else, and the business that answers first and

warmest often wins. A quick reply, even just to say you are on it, keeps the door open. Aim

to reply the same day, or the next at the latest. Even a brief 'thank you, I'll have an answer

for you shortly' keeps them engaged. A warm, personal reply beats a terse one every time.

Prompt replies turn website visitors into real customers and members. GOOD TO KNOW

The automatic thank-you buys you a little time, but it is no substitute for a real reply. People

remember the business that got back to them quickly and kindly, and they reward it with

their custom. The whole chain — form, inbox, alert, watcher — exists so you can reply to a

real person promptly. Answer quickly and warmly, and your contact form becomes a

steady source of new business and connection. FOR EVERYONE 24. Keeping the Form

Easy for All A contact form should be usable by everyone who visits, including older folks

and anyone using assistive tools. The same qualities that make a form easy in general —

clear labels, good contrast, large tappable fields — also make it accessible. A little care

here means no one is turned away at the door. Label each field clearly, so everyone knows

what to type where.
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Use good contrast and large enough text to read comfortably.

Keep fields and the submit button big enough to tap easily. Avoid relying on color alone to

show a required field or an error. An accessible form is simply a well-designed form. Clear

labels and good contrast help everyone, and they make sure a visitor with weaker eyesight

or a screen reader can still reach you. Designing the form for the person who finds it

hardest to use makes it better for everyone. Clear, large, and well-labeled is never a

compromise — it is simply good design that welcomes all. PRIVACY 25. Handling What

People Send You People trust you with their name, their contact details, and sometimes

personal matters when they fill in your form. Handle that with care: collect only what you

need, keep it secure, and use it only to reply to them, never to add them to a marketing list

they did not ask for. Collect only the details you genuinely need to help them. Use what

they send only to answer their message, not for unasked marketing. Keep the messages

secure and do not share them outside those who must see them. If you will add them to

any list, ask first — do not assume. WATCH OUT A contact form is not permission to add

someone to your newsletter. Signing up to ask you a question is not the same as signing

up for marketing. Keep the two separate, and ask before you add anyone. Treating the

details people send with respect keeps their trust. Use the form's messages to help, not to

market, and your customers feel safe reaching out — which is exactly what you want.
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26. Staying Off the Spam List Yourself There is a flip side to spam: making sure your own

replies do not look like spam to the person's email provider, and making sure you do not

become a spammer by over-emailing people who simply asked a question. A little restraint

and good email habits keep you welcome in people's inboxes. Reply from a real, consistent

address at your own domain where you can. Do not fold form-writers into bulk marketing

emails without their asking. Keep your replies personal and relevant, not mass blasts. If

you do run a newsletter, let people opt in to it separately and clearly. GOOD TO KNOW

The quickest way to lose trust is to turn a simple question into a flood of marketing. Answer

what they asked, and invite them to your newsletter only if they want it — separately and

clearly. Good email manners keep you on the right side of both the spam filters and your

customers' goodwill. Reply personally, market only with permission, and your messages

stay welcome. KEEP A RECORD 27. Saving Every Message Beyond the email alert, it is

wise to keep a saved record of every message, in case an email is ever missed or deleted.

Many tools save submissions automatically — Google Forms to a spreadsheet, builders to

a dashboard. Knowing where that record lives gives you a safety net and a history to look

back on. Confirm your tool saves a copy of every submission somewhere. Know where that

record lives, so you can check it if an email goes missing. A saved history helps you spot

patterns and follow up on old inquiries. Keep the record secure, since it holds people's

details. TIP The saved record is your backstop against the one email that slips away. If a

customer says 'I wrote to you a while back,' you can check the record and find their

message even if the alert was missed.
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A saved record turns the form into something dependable. Alerts bring messages to you;

the record makes sure none is ever truly lost, even on the day an email goes astray. 28. If

You Have No Website Yet You do not need a full website to have a working contact form. A

free tool like Google Forms gives you a form with its own link that you can share anywhere

— in your social-media profile, in an email signature, on a printed card. It collects and

alerts you just the same, with no website required. Make a Google Form and use its

shareable link as your contact point. Put the link in your Facebook page, email signature,

or on a card. It collects messages, saves them, and alerts you with no website needed.

When you do get a website later, you can embed or link the same form. GOOD TO KNOW

A free form with a shareable link is a perfectly good contact point for a shop or group with

no website. People can reach you through it from anywhere you post the link. Having no

website is no barrier to a working form. A free form with a link does the whole job, and

carries over neatly if and when you build a site to put it on. COMMON MISTAKES 29. The

Mistakes That Make a Form Silent Most contact-form failures come from a short list of

avoidable mistakes. Knowing them in advance keeps your form working and your

customers heard. None is hard to fix; each is simply a step people skip. Never connecting

the form to a real, watched inbox. Leaving notifications off, so messages sit unseen in a

dashboard. Letting alerts land in spam and never checking the junk folder. Making the form

so long that visitors give up partway. Never testing it, so a quiet break goes unnoticed for

weeks.
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Run a simple test: send yourself a message from an outside phone today. If it lands in your

inbox within a minute and you get the thank-you reply, you have avoided every mistake on

this list. Avoid these five, test the form regularly, and the rest takes care of itself. A contact

form is not complicated; it just needs its plumbing checked and a human watching the other

end. COMMON QUESTIONS 30. Answers to Common Questions A few questions come

up again and again when a shop or church sets up a contact form. Here are short, honest

answers to the ones heard most. 'Does it cost anything?' No — your site's built-in form or a

free tool covers it. 'Why not just post my email?' A form hides your address from spam-bots

and keeps a record. 'Why am I not getting messages?' Usually notifications are off, or

alerts are going to spam. 'How do I stop spam?' Turn on a quiet spam-catcher, ideally an

invisible one. 'How do I know it works?' Test it from an outside phone and watch the

message arrive.' GOOD TO KNOW If you suspect your form has been silently dropping

messages, that is worth checking today. A quick test tells you, and a customer who thought

you ignored them deserves better. Most form worries come down to the same thing: is it

reaching you? Test it, check your spam folder, and confirm the chain works, and nearly

every question answers itself. GETTING STARTED 31. Getting Your Form Working You

now know the whole shape of it: a short form, pointed at a watched inbox, with alerts on, a

quiet spam-catcher, a friendly thank-you, and a real test to prove it works. The best time to

check your form is before the next customer writes in and wonders why you never

answered.

1 First: build or find your form, and point it at an inbox you check daily.
2 Turn on email notifications and a quiet spam-catcher.
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1 Add an automatic thank-you reply for the sender.
2 Test it from an outside phone, and check your spam folder for the alert.
3 Name who watches the inbox, and test again once a month. You do not have to

remember all of it. You just have to remember you can call. Friendly, in-person help for
shops and churches — I come to you. (330) 200-8042. A working contact form is one of
the quietest, most valuable fixes a small website can have. Get the plumbing right, test it,
and every message a visitor sends finds its way to you. BILL'S HERE TO HELP 32. You
Don't Have to Set It Up Alone If building the form, pointing it at the right inbox, stopping
the spam, or figuring out why messages are not arriving feels like more than you want to
take on, that is exactly the kind of thing I help local shops and churches with. There is no
silly question, and I am glad to get your form actually working. I can set up the form, wire
it to a watched inbox, turn on alerts and a spam-catcher, add a warm thank-you reply,
and test the whole chain from an outside phone so you know it works. Then I leave you
with it running and a simple cheat sheet, so you own it for good. GOOD TO KNOW
Friendly, in-person tech help for shops, churches, and clubs around Portage County. I
come to you. If you are not happy with a visit, I will make it right. (330) 200-8042.
Whether you set it up yourself with this guide or give me a call, the goal is the same: a
contact form you can trust, where every message a visitor sends truly reaches you, every
time.

CHEAT SHEET
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Everyday Cheat Sheet Keep this page handy. It points you straight to what to do for each

task. I want to... Do this Build it short Just name, a way to reach them, and their message

Point it at you An inbox you check daily — not a dashboard you never open Turn on alerts

Email notifications that include the full message Send a thank-you An automatic 'we got it'

reply reassures the sender Stop the spam A quiet, ideally invisible, spam-catcher — not

too strict Check your junk folder Make sure your own alerts aren't filtered as spam Test it

Submit from an outside phone; confirm it lands — then re-test monthly Name a watcher

One person reads the inbox daily and replies promptly Get help Call Bill: (330) 200-8042
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Your Visit — and My Promise In-home visit — $99 flat for your first visit. No contracts and

no surprise charges, and a 30-day follow-up is included. Remote Support — $49 for a

screen-share session. I only connect with your permission, you watch the whole time, and

you can end anytime. If I can't fix it over the screen-share, I refund the $49 — and if it turns

out you need me in person, that $49 goes toward your visit. It's included free for Support

Plan members ($39/mo). GOOD TO KNOW My promise — If you're not 100% satisfied

with your visit, I'll come back at no charge, or refund the full $99. No questions, no

awkwardness. That's how I'd want to be treated. Call or text (330) 200-8042 · Book a visit:

billshometech.com/book · bill@billshometech.com This free guide is for general information

only — not professional advice, and no substitute for your device's own manual. Any prices

or outside products mentioned can change; please confirm current details before you buy.

Please use your own good judgment and follow it at your own risk — for anything involving

electricity, gas, water, or heights, stop and call a licensed professional. Bill's Home Tech

and Bill Davis can't be responsible for any damage, data loss, or injury that results. © 2026

Bill's Home Tech, LLC.
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AT A GLANCE

A Picture to Follow Along

The Path a Message Takes
From a visitor's note to your inbox — and back with a reply.

Visitor fills the
form

Lands in your inbox

A copy is saved

Sender gets a thank-you

You reply promptly

Illustration — a schematic. Set-up screens differ; each takes only a few minutes.
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AT A GLANCE

A Second Look

Setting Up a Form That Works
Four steps — the middle one is the part people forget.

Build the form

A few

simple fields

Point it to you

Email alerts

turned on

Stop the spam

A quiet

spam-catcher

Test it

Send one,

make sure it lands

Illustration — a schematic. The order is a suggestion; do one box at a time.

A schematic of the plan — company steps vary; the order does not have to.

BEFORE YOU GO

A Note From Bill
A quick note from Bill. I write these guides to make home tech a little less frustrating, and I do

my best to keep every step accurate and up to date. Still, every home, device, and setup is a

bit different, so I can't promise a guide will match yours exactly or fix your particular problem.

These guides are for general information only — they're not professional, legal, or financial

advice, and they don't replace your device's own manual or the manufacturer's instructions.

Please go slow, use your own good judgment, and use everything here at your own risk. If a

step involves electrical wiring, a gas appliance, a water heater, plumbing, or climbing a ladder

— or if anything just doesn't feel safe — please stop and call a licensed professional (or give

me a call at 330-200-8042). Bill's Home Tech and Bill Davis can't be responsible for any

damage, data loss, or injury that results.
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HOW I CAN HELP

Your Visit — and My Promise
In-home visit — $99 flat for your first visit. No contracts and no surprise charges, and a

30-day follow-up is included.

Remote Support — $49 for a screen-share session. I only connect with your permission, you

watch the whole time, and you can end anytime. If I can't fix it over the screen-share, I refund

the $49 — and if it turns out you need me in person, that $49 goes toward your visit. It's

included free for Support Plan members ($39/mo).

GOOD TO KNOW

My promise — If you're not 100% satisfied with your visit, I'll come back at no charge, or
refund the full $99. No questions, no awkwardness. That's how I'd want to be treated.

Call or text (330) 200-8042 · Book a visit: billshometech.com/book · bill@billshometech.com

This free guide is for general information only — not professional advice, and no substitute for your device's own manual. Any prices
or outside products mentioned can change; please confirm current details before you buy. Please use your own good judgment and
follow it at your own risk — for anything involving electricity, gas, water, or heights, stop and call a licensed professional. Bill's Home

Tech and Bill Davis can't be responsible for any damage, data loss, or injury that results. © 2026 Bill's Home Tech, LLC.


