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Step 1: Access Form Builder

Log in to your Salesforce account.
Navigate to the Form Builder app by entering the URL or selecting it from the app
launcher.

e Click on Form List from the navigation menu to view available forms.
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Step 2: Create a New Form

e Onthe Form List page, click the + New Form button located at the top right.
e A new form creation interface will open.
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Step 3: Add a New Page

Locate the "Pages:" section on the right side of the interface.

Click the "+" icon next to "Pages" to add a hew page.

The interface will update to show "Page: 1" with an empty page, Please drag content
from the left panel to start designing.
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Step 4: Adding Fields to the Form

1. Drag and Drop Fields:

e From the left panel, select a field (e.g., Short Answer, Long Answer, Email Address,
Phone Number, etc.).
Drag the chosen field into the empty page area.
Example: Drag "Short Answer"”, "Long Answer", "Email Address", "Phone Number" to
create a form as shown in the below screenshot.
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2. Edit Fields in Form Builder:

e After designing your form (e.g., "Customer Form"), locate the field you wish to edit (e.g.,

"Customer Name", "Address", "Email", "Phone-Number") on the form page.

Click the pencil icon next to the field to open the edit options.
In the "General" or "Logic" section, modify the field properties such as Field Label, URL
Param Name, or other settings like "Do not clear existing value" or "Placeholder" as

needed.

e Use the "Show Builder" or "Show Formula Editor" buttons under the "Logic" section to

add or adjust logic for the field if required.

e Click the "Save Changes" button to apply the changes to the field and update the form
design.
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Step 5: Save Form

1. Initiate Save
e Click the "Save" button located at the top right of the Form Builder interface.
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2. Enter Form Name
A "Save Form" dialog box will appear.

In the "Enter the Form Name" field, type a unique name for your form (e.g., "Account
Form").

Save Form

Enter the Form Name:

Cancel Save




3. Confirm and Save
e Click the "Save" button in the dialog box to save your form.
e Click "Cancel" if you wish to discard the save action and return to the design interface.

Save Form

Enter the Form Name:

[ Account Form

After saving, click the "Form Builder(-)" icon to redirect to the Form List page, where you can
view the created form along with other available forms.
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Step 6: Edit and View the form

Edit an Existing Form:

After saving your form, locate it in the Form List page.

To edit your form, click the "Edit" button next to the desired form (e.g., "Account Form").
This will redirect you to the Form Builder interface, where you can modify the form
design and settings.
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After that, For View go back to Form List, Click on dropdown and the "View" option from the
dropdown menu next to the form (accessible by clicking the three-dot icon or right-clicking the
form).
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This will display the form details for review.
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Step 7: Activate a Form from Form List

e After reviewing the form data, return to the Form List page by navigating back.
e Locate the desired form (e.g., "Account Form") in the list of Available Forms.
e Click the "Activate" button next to the form.
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e A confirmation dialog will appear asking,

"Have you completed the design for this form? After activating this form you will not be
able to edit this form”.

e Click "Yes" to activate the form, or "No" to return without activating.



Activate Form?

Have you completed the design for this form? After activating this form you will not able to edit
this form.

Click Yes to activate this form
Click No to return

After clicking “Yes”,

Once the form is activated, the “Activate” button is replaced with a “Deactivate” button for that
specific form.
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Step 8: Deactivate a Form from Form List

e Locate the form you want to deactivate in the Forms list.
¢ Click the “Deactivate” button next to the dropdown.
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e A confirmation dialog will appear asking,
Are you sure you want to deactivate the form?

Click "Yes" to deactivate the form, or "No" to return without deactivating.



Are you sure you want to deactivate the form?

Click Yes to deactivate this form.
Click No to return.

e After Deactivate, the form will return to its editable state.
e The “Activate”, “Edit”, “Dropdown” buttons will reappear.
e Once you are done reviewing or modifying the form, you can activate it again
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Again, View the form from the dropdown for Submit and Save the data.

Step 9: Submit and Save Form Data

e Enter the required data into the respective fields of the form (e.g., "Customer Details",
"Address", "Email", "Phone-Number") as shown.
Review the entered information to ensure accuracy.
Click the "Submit" button to process the form data.
Click the "Save" button to save the form with the entered data and return to the Form

Builder interface.
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Customer Details
[ John Deo

Long Answer
Apt 58
Springfield, IL 62704
USA

Email-Address

[ john@gmail.com

Phone-Number

+1(415)555-2671

Next,

After clicking on the Submit button.

The form will enter Preview Mode, displaying the entered data for verification with a
message: "PREVIEW MODE - PLEASE VERIFY YOUR RESPONSES BEFORE THE
FINAL SUBMISSION."

Review the data to ensure accuracy.

Click the "Final Submission" button to submit the form data permanently.

Alternatively, click the "Edit" button to make changes if needed before final submission.
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After that, submitting click on save and it will save the data in the form object.
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Click on Forms Object,
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Click on the Account form to view its details.
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