
 
Gravity Forms are a great tool to create surveys, client forms, and more.  

While they may seem a little intimidating at first, this will show you how to 

create and use gravity forms.  

First you need to locate your Gravity forms in your Dashboard.  While in 

your Dashboard, you will see a tab called Forms pictured below.  Click on 

that to open up the forms as shown. 

 

 

 

The second red arrow pointing to the number underneath entries is where 

you will look to see if there are any entries for your forms.  If you did have 

an entry, there would be a number there that you could click on.  The next 

image shows you an example of what comes up when you click on a 

number in the Entries column. 

Gravity Forms 



 

This shows all of the entries for the Recipe Submission form on the main 

site.  If you cursor over a name it will pull up the option to View that form.  

Clicking on that will pull up the form for you to view the entry.   

Now that you know how to access the completed form, we will show you 

how to create a form.  It’s a relatively simple “click to add” system.  While in 

your Dashboard, you can cursor over forms and select New Form.  

Pictured below is the pop up that will appear on your screen.  You will need 

to title your form.  Make sure it is easy to recognize what the form is for.  If 

you wish to provide a description you can but it is not necessary.  Then 

click Create Form. 

                                          



The form will initially start with no fields.  This is where you will use the box 

located on the right (pictured below) to begin to fill in your form.   

 

 

By clicking on one of the boxes in the Standard Fields box you can add 

fields to your form.  For this example, we selected the Single Line Text 

field.  This pulled up a box on the left that you can click on to add in your 

field entry.  In this example, we changed the Untitled to First Name and 

checked the Required box as we require the name for the form to 

successful submit.  Once you have that field to your satisfaction, you can 

select another box to add another field.   

Once you have your entire form completed, you will Update Form and you 

are then ready to create the page to post the form on.  First though you will 

need to get the ID number of your form.  To find this, click on the Forms 

option in the Dashboard.  This pulls up your list of forms.  Where the red 

arrow shows in the picture below is the ID number for each form. 



 

 

Head back in to your Dashboard, cursor over Pages and select Add New.  

Give the page the same title as your form and select the Page Builder.  

Then scroll down and click on the Insert Column and select the top left 

widest option.  Then click on the Insert Module and select the text module.   

Here is where you will need your form ID number.  You will paste this code 

into the text box. 

 

[gravityform id="Form ID Number" title="true" description="true"] 

In the example in the picture above where the ID number of 13 is shown by 

the arrow, the code would look this: 

[gravityform id="13" title="true" description="true"] 

 

Then publish your page.  The URL to that specific page is the URL you will 

give to those you would like to fill out the form.  You can also add that page 

in to your menu to make it public.   

 

 

 

 



Setting up Notifications for a Form 

 
You can set up notifications to send an email to a desired email address 

when a form is successfully submitted.  To do this, go to your Dashboard 

and click on Forms.  Locate the form you wish to add the notification for 

and cursor over Settings to show the settings options.  Select Notifications 

 

The next page that pulls up is where you will input the information for the 

form.  See the image below: 

 



The field entry descriptions are below: 

 

Name Field: Give your notification an easily recognizable name.  You can 

set up multiple notifications for each form should you want to. 

Send to Email: Enter the email of the individual who should be receiving 

the notifications 

From Name: Your name or your website name 

Reply To:  Enter your own email here 

BCC:  Add any other emails you wish to get the notification as well 

Subject:  Give the email a subject line such as “A Women’s Health History 

Form was just completed” or something along those lines 

Message:  Any message you wish to add. 

 

Then select Save Notification and you are all set! 


