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Edit Existing Portal Forms

At the end of this guide, you will be able to edit existing Portal web forms.


http://adxstudio.com

Edit Existing Portal Forms

Edit Existing Forms

D)

Login to your Portal as an administrator.

2) Click Customer Care and select Feedback.
# Products My Account Community - ‘ Customer Care ~ Store Locator
Customer Care
\ Feedback

=\

Donation Request

3) Take alook at what the form currently looks like. You will move the Topic just below the First
Name field and add Middle Name filed to form.

Feedback

Al Maximum Tools, we love to hear from our community. Complete this form and we'll
Feedback
i Add Middle Name field
Donations First Name Last Name * here
Product Requests System Administrator
Recalls ot W mai Phone Number
*
Knowledge Base K admin@adxstudio.com
-
[}
L]
s Street 1
.
: 8201 164th Avenue NE
M
M
: City State/Province
. Redmond WA
.
L ]
L]
. ZIP/Postal Code Country/Region
.
A 98052 USA
.
»
*
0‘ Topic *
Description
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Edit Existing Portal Forms

4)  Click Edit.

Feedback

At Maximum Tools, we love to hear from our community. Complete this form and we'll get right
Feedback
back to youl Edit

Donations
First Name
Product Requests
System
Recalls
E-mail

Knowledge Base

admin@adxstudio.com

Preview On

Children

.k

Delete

Last Name * Mew ¥

Administrator

Phone Number

5) Locate the Web Form field and make a note of the selected Web Form. Retail Feedback
form is the form we will edit in Dynamics CRM.
Edit Feedback x
MName (required) Partial URL (required)
Feedback | |feedback
Title Page Template (required)
| | Content Page - Left Navigation x
Copy Publishing State {required)
File ~ Edit~ Insert~ View ~ Format = Published 4
|Fomats >~ | B J E=E = EE =~ E - = Ll :
Retail Feedback x|
At Maximum Tools, we love to hear from our community. Complete this form and we'll ) )
get right back to you! Entity Form
Entity List
Display Date
Choose a Date = ||{]0|00|
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6) Go to your Dynamics CRM and navigate to Portals and click Web Forms.

Marketing Settings Help Center

Website Content Security Blogs

ﬂ Websites Content Snippets f’ Web Link Sets Contacts Website Access Permi... E Blogs
E Page Templates Entity Forms D }Neb Pages m Entity Permissions

m Redirects E Entity Lists % Web Templates Invitations

Site Markers D Shorteuts Publishing State Trans...

Site Settings E Web Files Web Page Access Con...

g Website Bindings

Web Roles

7) Locate the Retail Feedback web form and click on it.

4 NEw [ DELETE ~ € EMAILALINK ~ [F]RUNREPORT~ [l EXPORTTOEXCEL '~ [ IMPORTDATA |~  glI CHARTPANE ~  »es
+ Active Web Forms ~ Search for reco
v Name Start Step Authentication Required

Case Satisfaction Survey Step 1 Yes

Checkout Purchase Summary Yes

Event Registration Purchase Summary Yes

Job Application Load Job Application Form No

Open New Support uest - Retail... Entitlement Process Yes

Product Reque: Load Product Request Form No

Retail Feedback Display Form Na
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8) We want to know the target entity of the Retail Feedback form and the name of the form.
Scroll down to the Web Form Steps tab and take a note of the Target Entity and the Form

Name.

4 NEw [S DEACTIVATE TJ DELETE S8 ASSIGN € SHARE o EMAILALINK (% RUN WORKFLOW  ses t

WEB FORM : INFORMATION

Retail Feedback =

General

Web Form Steps

+
Web Form Mame A Type Form Name Tab Name Target Entity Logical Name Mode
Retail Feedback Display Form Load Form Contact Us Personal Web Form | General lead Insert

9) Navigate to Settings | Customizations.

Microsoft Dynamics CRM Portals | v WebForms | v Retail Feedback | v

Help Center

Process Centel|
'II Business Management Customizations @ Administration Email Configuration ﬂ Processes
& £

Templates Solutions m Security E Activity Feeds Configu...
Product Catalog Dynamics Marketplace m

Service Management Plug-In Trace Log

Business ustomization System

Data Management E Activity Feads Rules

System Jobs

o
Document Manageme...
9

A [E3] [

Auditing
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10) Click Customize the System.

FirstName LastN...

Microsoft Dynamics CRM = Settings | v Customizations @ @ L E¥  AdwPortalReta

@ ADXSTUDIO INSTALLER

Customization

Which feature would you like to

@| Customize the System - Publishers
| ‘ . Create, modify, or delete components in your organization. Components include 5 w Create, modify or delete a solution publisher.
entities, fields, relationships, forms, reports, processes, and others. '_FF"

Developer Resources

View information or doewnload files that help you develop applications and
for Microsoft Dynamics CRM.

Create, modify, export, or impert 2 managed or unmanaged sclution.

0 'ﬁl}: Solutions
»

Themes
Adjust your organization’s colors. Create, change, or delete themes that are used in
" your organization.

11) Expand Entities, expand the Lead entity, select Forms, locate the Contact Us personal Web

Form, and click on it.

E@| Lead
=~ = Forms

[olution Default Solution System Forms Active Forms ¥
» (5] Issue Comment
> L_JJ |ssue Forum ~ :lNew - )( % Enable Securiy Roles %Form Order - Maore Actions - ‘:d Activate 1,;4 Deactivate

> :J Issue Motification

$ MName Form State Form Type State Customizable Version Descriy 4
> 2# Job Application
> ﬁjob Posting Web Form Active Main Managed True 7.0.0003
> LTJ Knowledge Base Re . _ . R
Join Web Form Active Main Manzaged True 7.0,0003
48 Lead
E Forms. Contact Us Personal Web Form Active Main Managed True 7.0.00032
5 Views
I..h Charts Lead Active Main Manzaged True 5.0.0.0 Updated dey
=
(= Fields Information Active Maobile - Express Managed True 5.0.0.0 This is the g
0] Keys
_’(jj 1:MN Relationships Lead Quick Create Active Quick Create Managed True 6.0.0.0 Default quic]

g:a N:1 Relationships
53 0 Belatinneh

6 © 2015 Adxstudio. All rights reserved.



Edit Existing Portal Forms

12) Locate the Topic field and double click to open.

la Contact Us Personal W...

Solution: Default Solution

L General Form: Lead
4 Common
|25 Documents & Header
|=f Activities
I.E) Closed Activities
'&] Connections
l:ﬁ Documents 4 General
= Audit History
Al First Mame ©
4 Service E-mail
| street 1
4 Marketing -
] Marketing Lists | City tate/Province
= Campaiqns 47|P/Postal Code untry/Region
4 Processes :
(4 Background Processes iTODiC*

Field Explorer

Filter All Fields
E‘ Only show unused fields

(£ Address 1

5] Address 1: Address Type
=] Address 1: County

= Address 1: Fax

= Address 1: Latitude

=] Address 1: Longitude

= Address 1: Name

= Address 1: Post Office Box
(=] Address 1: Shipping Method
=] Address 1: Telephone 1
=] Address 1: Telephone 2
(=] Address 1: Telephone 3
] Address 1: UPS Zone

(=] Address 1: UTC Offset
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13) Select the Formatting tab, change the layout from two columns to one column, and click

OK.

Field Properties

Meodify this field's properties.

Display Formatting Details Events Business Rules

— Layout
Select the number of columns the control occupies:
o
(@ )One colurnn
Pl .
[_JTwo columns

P
[_JThree columns

Ir'\IF |
_JFour columns

OK

Cancel
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14) Move the Topic field below the First name field.

4 Contact Us Personal W...
L General

|z} Audit History

Solution: Default Solution
Form: Lead

| @ Header

4 General

ﬂ Competitors

4 Processes

Process Sessions

gg. Background Processes

| First Name ©

i Last Mame ™

Topic *

Phone Mumber

i1 E-mail

i Street 1

City

State/Province

{ ZIP/Postal Code

Country/Region

15) From the Field Explorer locate the Middle Name filed.

(==2in

T O

T

Form: Lead

Solution: Default Solution

ﬂ Header

4 General

Field Explorer

Filter All Fields
W Only show unused fields

=] Job Title
& Last Campaign Date
] Markating Matarial

= Merged

Last Mame ™

=] Middle Name

Phone Number

1 Mobile Phone
] Modified By
] Modified By (Delegate)

=] Modified On
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16) Add the Middle Name field to the form and place it just below the Last Name Field.

P —— | ©p|  Solution: Default Solution e dlExpiores
L General Form: Lead
Filter All Fields
4 Common
|3 Documents & Header ~ ] ©nly show unused fields
|=j Activities =] Job Title
) Closed Activiti
o o e & Last Campaign Date
@I Connections
- ] Marketing Material
i3l Documents 4 General
S (= Merged
|z} Audit History
i i = Mobile Phane
goales i First Mame * i i Last Name * i
Competitors : - (=] Modified By
S e Topic* Middle Mame =] Modified By (Delegate)
E-mail Phone Number £ Modified On
4 Marketing 1 =] Name
aﬂ Marketing Lists EStreet 1
: : =] Need
¥ Campaigns [ i ]
i City i State/Province (2] No. of Employess
o
17) Click Save and Close.
M Microsoft Dynamics CRM
HOME INSERT
= — -
Save As - 1 ©Undo —_ Header l;;‘_[ sigil 3 &, Enable Security Roles
a EE g B = =2 R _
| 5ave and Clgse Redo __ Footer lﬂj Show Dependencies
Save Change Remowve Business  Form  Preview Merge
| &y Publisn Properties E[]mavigation ~ Rules Properies  + g% Managed Properties Forms
Save Edit Select Form Upgrade
s C ct Us Personal I <D Solution: Default Solution
L General Form: Lead
4 Common
Documents ~
. =——==
| Closed Activities
18) Publish All Customizations.
o [y Publish All Customizations @ He
e
@ Lead
= Forms
e System Forms Active Forms v
I» (5 Issue Comment
[ LlJ |ssue Forum ~ :]New - )( g Enable Security Roles %Furm Crder « More Actions = @ Activate géed Deactivate
b [ Issue Notification Name Form State Form Type State Customizable Version Descri 4]
[ & Job Application —
B ﬂ Job Posting ‘Web Form Active Main Managed True 7.0.0003
[ E]j Knowledge Base Re . B B
Join Web Form Active Main Managed True 7.0.0003
4td Lead
@ Forms Contact Us Personal Web Form Active Main Managed True 7.0.0003
5‘ Views
-'h Charts Lead Active Main Manzaged True 5.00.0 Updated d
= Fields formation Active Mobile - Express  Manzged T 2000 Thiz iz fhed
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19) Close the solution explorer.

20) Go back to your Portal and navigate to the feedback page. The form will be updated, and it

will look like the image below.

Feedback

Donations
Product Requests
Recalls

Knowledge Base

At Maximum Tools, we love to hear from our community. Complete this form and we'll get right back to you!

Preview On

Children

‘ 1

First Name Last Name * Edit
System Administrator Delete
New|
Topic * Middle Name
E-mail Pheone Number

admin@adxstudio.com

Street 1

8201 164th Avenue NE

City State/Province
Redmond WA
ZIP/Postal Code Country/Region
98052 USA
Description

This concludes the Edit Existing Portal Forms guide.
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