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How to create and edit a custom 

form 
 

Custom forms are your primary way to collect information from 

requesters for item donations, matching gifts, or grants. 

DonationXchange provides you with a set of useful forms when you 

first start, but creating new forms can be invaluable for collecting 

specific information for records, reports, or statistics. 

This guide will walk you through all necessary steps for creating, 

editing, and organizing your custom forms. 

Note: These edits can only be done by an account with Admin status. 

I.   Under Configurations, select ”Custom Forms” 
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II. Creating the custom form 

1. Give the form a title in the first box, and choose which form type 

best suits it.  

2. Use this table to view the request form as it appears to the public, 

access the edit page, or call the form as an admin.  

 

III. Adding custom fields to your form 

1. Navigate to Custom Fields under Configurations.  

2. Under ‘Location’ select Form Specific – External Fields and choose 

the specific form. This ensures that the field you create will be used 

for the form you are editing.  

Note: If you would like to have this custom field shared among all forms, choose Shared-

External Fields instead.  

 

3. Give the field a title, this will be the actual question asked in the 

form.  

4. Choose a type (these will all be explained in the following pages).  

5. Click on the pencil icon next to the field to edit the contents of the 

question (including options, description, or anything else). 
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6. In the editing field, fill in a description (if wanted). This description 

will be placed wherever you choose in the Desc. Placement 

dropdown.  Use the description to add context or other details to the 

question asked.  

7. When finished with any edits to any form, click Update. To discard 

any changes, click Cancel. 

 

 

 

 

 

 

IV. Custom field types 

1. Memo 

The memo field creates a large box for the requester to input multiple 

sentences of text. 

 

2. Choice - Radio 

An option for adding a single choice selector, it can have as many 

inputs as needed. Fill in the boxes with whatever choices needed.  

In order edit the item and click the Optional Options box to input the 

values to choose from. 

Note:  The Caption column is the text displayed to the requester, while the Value column 

is what will be exported when reports are run. These columns can be the same or different.  
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3. Choice - Checkboxes 

Use checkboxes to have the requester choose multiple items at once 

from a list. Edit the items within by following the same path to Optional 

Options as Choice – Radio. 

 

 

 

 

4. Choice – Dropdown 

A dropdown offers the opportunity to select an item from a 

preconfigured drop down list. Again, follow the same path to Optional 

Options as Choice – Radio or Checkboxes. 
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5. Line 

Use line if you do not need a field to appear and do not need any 

specific input from the requester. There will be no label, simply the 

description text.  

Note:  You can also use the line field for form spacing. Simply leave the description box 

blank and use the sort order to place it between fields. The spacer will look like this: 

 

6. Date 

This field will allow requesters to select a date from a calendar box, and 

will only allow date inputs. 

 

7. Text 

This will most likely be the most used field, as it is a standard text input. 

Use it to capture a short string of information. 
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8. Label 

Use this field if you only want the label listed. It can be useful as a 

divider into a new section, an extra description, or a 

warning/announcement.  

V. Field editing rules 

1. You cannot use any apostrophe’s, use single quotes ( ‘ ) instead. 

2. For Choice – Radio and Choice – Checkboxes, follow the following 

formula: ‘xxx’:’xxx’,’yyy’:’yyy’,’zzz’:’zzz’ (for however many variables 

needed). 

 

3. Text and Memo field types are similar, with the one exception that 

text fields offer a single line of input, where memo fields offer a box 

for a lengthy response. 

4. The Currency field will allow requests to enter dollar amounts. 

5. The Number field will allow requesters to enter numerical digits. 

6. Make sure to always click ‘update’ after editing your custom fields. 

VI. Organizing and viewing custom fields 

1. Navigate to Configurations and Custom Form. Click ‘View Request 

Form’ to view this form from the perspective of whoever will be 

filling it out.  

2.  Back in the Custom Form tab, click Edit to access the available form 

options. Click the field tab to access the menu to add in all custom 

fields. 
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a. Add in a shared custom field by choosing from the dropdown 

titled Select Field to Add.  

b. Your form specific fields will already be in this table. Click the 

pencil to edit any items 

c. Change the item’s Sort Order by filling in the field.  

d. Select Required? to make this field required for all individuals 

filling out the form.  

 


