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RDN has released a new feature that allows you to edit an RDN 
Standard Form from within RDN. 
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View of RDN Standard Forms, Custom Office Forms, and Client Specific 
Forms. These forms may be found on the Forms tab on the Case Page. 
When editing a Form you have the option to save the Form as an RDN 
Standard Form,  Custom Office Form, or a Client Specific Form. 
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Click the pencil icon to edit an RDN Standard Form. 
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Acknowledge that you wish to Edit the form, or press Cancel if you do not wish to 
Edit the form. 
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View of Form in edit mode 



817.204.0298         support@recoverydatabase.net 

New Forms Section 

[7] 

To edit or replace the existing verbiage of the Form, click on the Form and 
enter the new verbiage you wish to display on the form.  
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You may also remove any component or field off the form. For example: If 
you wish to remove the Client information, highlight the client 
information with your cursor and hit delete.  



817.204.0298         support@recoverydatabase.net 

New Forms Section 

[9] 

Preview of Form with Client Information removed. 
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We have also provided you with tools to format your forms. 
You may make your text bold or change the alignment of your text, as well 
as other options. 
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If you would like to 
create your own 
Form, we have 
provided you with 
Full and Partial 
Templates.  
 
 
We have also 
provided you with an 
Elements section 
that will give you 
quick access to 
elements such as a 
signature line or 
check box. 
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Full Templates: 
 
The Full Template Two 
Column Form is shown to 
give you an example.  
 
The fields are pre-
populated to save you 
time in creating your 
form. 
 
Place your cursor on the 
Form, Select Full 
Template, and click the 
Full Template you wish to 
use. You may also mouse 
over each Template for a 
description. 

Enter your text here. You may add 
or remove any field or text when 
utilizing the Templates. Simply 
place your cursor on the form 
where you wish to make the 
changes. 
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Partial Templates: 
 
The Partial Template of 
Client Info and Vehicle 
Info is shown to give 
you an example.  
 
Partial Templates give 
you a block of 
information to add to 
your Form. 
 
Place your cursor on 
the Form where you 
wish to add a Partial 
Template, Select 
Partial Templates, and 
click the Template you 
wish to use. 

Client Info Partial Template 

Vehicle Info Partial Template 
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View of Form in Preview mode that was created using Partial Templates.  
The Partial Template field will be automatically populated with data from your 
RDN Case. 

Client Info Partial Template 

Vehicle Info Partial Template 
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Elements: 
 
The Elements of 
Signature Line and 
Check Box are shown 
to give you an 
example. 
 
Elements are 
provided to assist you 
in creating forms. 
 
Place your cursor on 
the form where you 
wish to add the 
Element, Select 
Elements, and click 
the Element you wish 
to add. 

New Forms Section 
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View of Form with Elements added in Preview mode. 
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Signature Line Element 

Check Box 
Element 
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Template Keys: 
 
You may utilize the 
Template Keys to 
replace a system 
generated field. 
 
 
For a complete 
description of each 
Template Key, click on 
Forms, navigate to 
Forms Help and click 
Template 
Replacement Key. 

We have grouped the Template 
Keys for easier use. 
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Template Keys: 
 
The Template Keys of 
Company Name, 
Address, City, State, 
and Zip are shown as 
an example. 
 
Place your cursor on 
the Form where you 
wish to add a 
Template Key. Select 
Template Keys, Select 
the category, and 
then click the 
Template Key you 
wish to add to the 
form. 
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View of Form with Company Specific Template Keys added in Preview mode. 
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You may save this form as a New Office Form. Select Yes above and 
rename the Form if you wish. If you select No above, this Form will replace 
the current RDN Standard Form. 
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You may save this form as a Client Specific Form. This Form will only 
display for the selected client. Select Yes above and select your Client you 
wish to save this form for. If you select No above, this Form will replace 
the current RDN Standard Form. 
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To save the edited Form, enter your Upper Management password and click 
Save. You may also preview your form with the new contents by clicking 
Preview. 
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The form you just saved now displays under the Forms tab. To delete the form, 
click the red minus icon, enter your Upper Management password, and click 
Continue. 
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Part of this exciting new Release is you may now upload a Company logo. 
You may also place this logo on your RDN Forms.  
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Click on your Main Menu 
 
 
 
 
 
 
 
Scroll down to Box 6 
Management Functions. 
Select Upper 
Management Area 

New Forms Section – Add a Logo 
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To add a Logo to your Company Profile: 
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Enter your Upper Management Password and press Enter Protected Area. 
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Select Option 3: View/Edit Company Profile 
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The Company Profile page will open in a new Tab. 
Scroll down and locate the Document Upload Section. 
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Click Browse next to Company Logo. Navigate to the Logo on your 
personal computer. Once the Logo has been selected, press 
upload images. 
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If you wish to delete the uploaded Logo, click the Red “X” next to the icon. 
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New Forms Section – Add a Logo 
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Acknowledge you wish to delete the Company Logo by pressing OK. 
Once you press OK the Company Logo is removed. 
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New Forms Section – Add a Logo 
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Now that you have uploaded a Company Logo, you may add this 
logo to your form. We give you the option to add the Logo as a 

Large, Medium or Small Logo to your Form. 
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New Forms Section – Add a Logo 
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Open the Form you wish to add the Logo to in Edit Mode. Place your 
cursor on the Form where you would like to add your Logo. Click 

Template Keys and select Company Specific. Select the size of the Logo 
you wish to place on the form. This will place the logo on your Forms. 
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New Forms Section – Add a Logo 
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View of Small Company Logo added to the Form. 
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If you have any questions regarding this new release, please contact 
RDN Support at 817-204-0298, option 1. 


