
Adding, editing, and deleting Online Forms
Every online form begins the same way, by creating the form's structure. From there, you'll add questions.

On this page:

Adding a new form
Editing an online form
Deleting an online form

Related pages:

Adding online form questions to your account
Enabling or disabling a form
Understanding the settings for online forms

Adding a new form
Once you click the  button, the form opens. What you see in this first screen is the behind-the-scenes structure of your form. In this Add an Online Form
first part of the form, you'll make decisions on how the form is presented and used, and you'll create a message for those who have just filled out the form.

These fields require you to fill out certain information, as marked by an asterisk, but as you'll see in the explanation below, other information can be 
gathered and is helpful.

Where do I find it?

You can find the   page by going to  and clicking the  button.Add an Online Form Features > Online Forms Add an Online Form

https://userguide.rescuegroups.org/display/OFG/Adding+online+form+questions+to+your+account
https://userguide.rescuegroups.org/display/OFG/Enabling+or+disabling+a+form
https://userguide.rescuegroups.org/display/OFG/Understanding+the+settings+for+online+forms
https://manage.rescuegroups.org/onlineform_add


When adding an online form you will be asked to provide the following information:

Name:  Enter a name for the form. Your visitors will be able to identify the form by its name and type. Example: Adoption Application or Foster *
Application.
Type:* Select the form type for this new form from the drop-down list:

Is this a public form:* You can choose if you want the form to be public or private. Public forms can be submitted by anyone who registers on 
your website. Private forms are not available to your visitors unless you email them a link to the form. The form will not appear in the list of forms 
on the My Rescue web page.



Allow multiple submissions by one user:* Should a single visitor be able to submit this form more than once?  Keep in mind that a visitor can 
still register multiple usernames and still submit the form multiple times.
Allow unregistered users to submit this form:* Should your visitors be required to register and log in before they can submit this form, or 
should an unregistered user be able to submit the form?  If you select  , all of your form questions will be presented on one page for the user Yes
to complete.
Display all questions on one page: You can choose if you want your entire form to be displayed on one web page or split up by pages? (Even if 
set to 'No', a visitor must be logged in to view the form on separate pages)
Submission fee: If you have added items to your Online Store, you can select one of them to be a Form Fee (application fee) for this form. The 
user will be directed to the selected Online Store item when they submit the form. You should also add a sentence in the Form Comment so that 
the visitor knows they must pay an application fee.
Form submission comment: The Form Submission Comment is the text that is emailed to the user when they submit the form.
Default Assignee: You can choose which of your volunteers to assign   to by default for the form. Only contacts that are in the Submitted Forms

 group are available in this list for you to select.Volunteer
Alert Email Addresses: You can specify email addresses to which   alerts should be sent.  Multiple addresses can be entered, Submitted Forms
separated by a comma.  (Any volunteer whose options are set to receive alerts for   will still receive them.) Submitted Forms
Reply to Email Address:  You can set an email address that submission emails are sent from and to which a reply is sent. 
Contact Fields: Select which built-in contact fields to display and require on your forms.
Status:* Select the status of the form -- if it should be enabled and accessible to visitors (this is different from public and private), or if it should be 
disabled. Take your time and ensure your application is the way you want it, then select to enable the form. If you want to make changes to the 
form, you can temporarily disable it if you like. You can also enable and disable forms from the list of online forms ( ). Features > Online Forms
You can disable or enable multiple forms at once from that list. See the screenshot below under  .Deleting an online form

When you have entered the required information to your satisfaction, click . Remember, you can save and return to this form later to Save Online Form
complete it. Just click the edit button next to the form in your list of forms. See the section below about   or   Editing an online form Deleting an online form
to return to your form and change it or to delete it and start again.

You've completed the structure of the form, the next step is to add questions to the form you just created. To add questions to a form, you must have 
already added questions to your account. Let's do that. See the chapter in this guide,  .Adding online form questions

Editing an online form

From the list of resulting forms, click the name of the one you want to change. When the next page opens, scroll down to the left bottom and click the Edit b
utton. When you have edited your form, click .Save Online Form

You can also edit a form simply by clicking the   icon to the left of the name of the form you want to change in the list of online forms. When the next Edit
page opens, scroll down to the left bottom and click the   button. When you have edited your form, click  .Edit Save Online Form

Deleting an online form
You can edit, delete, enable, and disable a form from the list of online forms ( ). Here's the difference:Features > Online Forms

Select   when you want to eliminate the form.Delete
Select   when you want to keep the form but make it unavailable.Disable
Select   when you want to make the form available again.Enable

To delete, disable, or enable a form, select the form or forms you want to change by ticking the box to the far left of the name. From the drop-down Actions
menu, select any of the choices: Delete, Disable, Enable.

Where do I find it?

You can edit an online form by going to Features > Online Forms.
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Popular Questions
Topics:

animals
animal
forms

0
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How do I get my listings to automatically feed to Facebook?
2 answers
Jennifer Myers
Mar 20, 2024
animals
website
exports
facebook
iframe

0
votes

How can we embed our available or adopted animal data stored in RescueGroups.org for display 
on an external website service?

4 answers
Whiskers & Tails Rescue Foundation
Sept 21, 2023
Space: Website Service Guide
website
exports
animals
toolkit

0
votes

My Animal List is empty
2 answers
Tammy Mullins
Feb 06, 2024
animals

0
votes

Requests
0 answers
Anita Lowman
Feb 19, 2024
requests
animals

0
votes

Add a mixed breed choice for dogs
1 answer
Richard [RG]
Feb 27, 2014
requests
animals
breeds
exports

0
votes

Change default location to "no"
1 answer
Alana Woodbury
Jan 22, 2024
animals
exports

0
votes

What fields is the Asilomar Advanced Animal Statistics report pulling from
0 answers
Alana Woodbury
Jan 20, 2024
animals

0
votes
status

Is there a way to view relationship from the Animal List page?
1 answer

https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/topics/12484630/animal 
https://userguide.rescuegroups.org/questions/topics/15138823/forms 
https://userguide.rescuegroups.org/questions/311296011/how-do-i-get-my-listings-to-automatically-feed-to-facebook?src=macro
https://userguide.rescuegroups.org/questions/users?username=usnjump
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/topics/11599889/website 
https://userguide.rescuegroups.org/questions/topics/11599886/exports 
https://userguide.rescuegroups.org/questions/topics/11599923/facebook 
https://userguide.rescuegroups.org/questions/topics/24346729/iframe 
https://userguide.rescuegroups.org/display/WSG/questions/254771239/how-can-we-embed-our-available-or-adopted-animal-data-stored-in-rescuegroups.org-for-display-on-an-external-website-service?src=macro
https://userguide.rescuegroups.org/display/WSG/questions/254771239/how-can-we-embed-our-available-or-adopted-animal-data-stored-in-rescuegroups.org-for-display-on-an-external-website-service?src=macro
https://userguide.rescuegroups.org/questions/users?username=whiskersandtailsfoundation
https://userguide.rescuegroups.org/display/WSG/questions/all
https://userguide.rescuegroups.org/questions/topics/11599889/website 
https://userguide.rescuegroups.org/questions/topics/11599886/exports 
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/topics/12910600/toolkit 
https://userguide.rescuegroups.org/questions/296615945/my-animal-list-is-empty?src=macro
https://userguide.rescuegroups.org/questions/users?username=tammy
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/301268996/requests?src=macro
https://userguide.rescuegroups.org/questions/users?username=edurango2
https://userguide.rescuegroups.org/questions/topics/11599918/requests 
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/12648549/add-a-mixed-breed-choice-for-dogs?src=macro
https://userguide.rescuegroups.org/questions/users?username=richard
https://userguide.rescuegroups.org/questions/topics/11599918/requests 
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/topics/12910601/breeds 
https://userguide.rescuegroups.org/questions/topics/11599886/exports 
https://userguide.rescuegroups.org/questions/290160642/change-default-location-to-no?src=macro
https://userguide.rescuegroups.org/questions/users?username=alana
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/topics/11599886/exports 
https://userguide.rescuegroups.org/questions/289505287/what-fields-is-the-asilomar-advanced-animal-statistics-report-pulling-from?src=macro
https://userguide.rescuegroups.org/questions/users?username=alana
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/275054595/is-there-a-way-to-view-relationship-from-the-animal-list-page?src=macro
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Michelle Caylor
Dec 08, 2023
animals

0
votes
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Can we increase the information exported to Adopt-A-Pet to include relationships?
1 answer
Michelle Caylor
Dec 08, 2023
animals
exports

1
vote

How do I duplicate an application? When I try to duplicate the resulting form is "Incomplete," 
and data from original form does not transpose.

1 answer
Kirsten A Reed
Oct 25, 2021
animals
forms
animal

Have a question about this topic?
  

https://userguide.rescuegroups.org/questions/users?username=michellec
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/275054600/can-we-increase-the-information-exported-to-adopt-a-pet-to-include-relationships?src=macro
https://userguide.rescuegroups.org/questions/users?username=michellec
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/topics/11599886/exports 
https://userguide.rescuegroups.org/questions/117899285/how-do-i-duplicate-an-application-when-i-try-to-duplicate-the-resulting-form-is-incomplete-and-data-from-original-form-does-not-transpose.?src=macro
https://userguide.rescuegroups.org/questions/117899285/how-do-i-duplicate-an-application-when-i-try-to-duplicate-the-resulting-form-is-incomplete-and-data-from-original-form-does-not-transpose.?src=macro
https://userguide.rescuegroups.org/questions/users?username=kirstenreed
https://userguide.rescuegroups.org/questions/topics/11599900/animals 
https://userguide.rescuegroups.org/questions/topics/15138823/forms 
https://userguide.rescuegroups.org/questions/topics/12484630/animal 
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