
Need to change the steps in a 
business process to match the 
way your organization does things?

This guide shows you how.



Microsoft Dynamics CRM Online Fall ’13 & Microsoft Dynamics CRM 2013

Note: 

View your user profile

http://www.microsoft.com/en-us/dynamics/crm-customer-center/view-your-user-profile.aspx


Want a short, visual guide that introduces business processes? 

Check out the eBook: Business Processes.

http://go.microsoft.com/fwlink/p/?LinkID=321480






On the nav bar, click or tap the 

Microsoft Dynamics CRM logo.
1

2 Click or tap Settings,

3 and then click or tap Processes.

(You may need to scroll right to see the tile.)



To see a list of all the business processes installed on 

your system, click or tap the arrow, and then select 

Business Process Flows.

(Otherwise, you’ll also see other types of processes like 

workflows and dialogs, which you don’t need to worry 

about right now.)



To take a look at the stages and steps in a business 

process, click or tap the name on the list to open the 

business process editor.

In our example, we’ll add a new stage to the Lead to 

Opportunity Sales process. This new stage will guide 

you through the steps to create a proposal for a lead.



List of steps in a stage.

List of the stages. Click or tap 

a stage to select it.

The record types used by the process. 

You can click or tap the name of the record type to see more stages.

Fields used for 

entering data to 

complete a step.



Click or tap an arrow to move a selected  

stage up or down in the process.

Click or tap to fill in 

descriptive fields about 

the process.

Click or tap to add or remove 

a record type (or “entity”).

Click or tap to add a step.

Select the check box 

for any required field.



1

2 Click or tap the Opportunity

record type. 

Click or tap

next to Stages to add 

the stage.

In our example, we’ll add a stage 
called “Generate Proposal” to 
cover the steps to draft a 
proposal to send to a lead who 
is almost ready to buy.



Type a name for the 

new stage. 

In our example, the 

stage is called 

“Generate Proposal.”



In our example, the new stage 

happens between the Develop and 

Propose stages.

Click or tap the arrow to move the 

new stage to the right place. 



A category lets you group 

stages by a type of action. 

In our example, we’ll select 

Develop.

In the Stage Category column, 

click or tap the bar, and then 

select a category. 



In the Steps column, click or tap 

the bar, and then type a name. 

In the Fields column, click or 

tap the bar, and then select a 

field to use for data entry. If 

applicable, select the check box 

for any required field.

1
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In our example, we’ll just add 

one step called “Develop 

Proposal.” 

If you were adding more steps, 

you would click or tap         

next to Steps for each new one.



Let’s say that after you win an 

opportunity, you want to move 

the customer to the next stage 

– which is placing an order. 

No problem.

You can extend a process to 

include another type of record, 

such as an order.

Click or tap        for Options, 

and then select the record type.

For our example, we’ll select Order.

Note: You can use up to five different 

types of records in a business process.



Point to the stage or step 

you need to remove, and 

then click or tap X.

(You’ll only see the X when 

you point to the stage or 

step.)



If necessary, you can remove a 

record type from a business 

process, if your organization 

does things differently.

Click or tap        for Options, 

and then click or tap Delete 

Last Entity.



When you have the stages and steps the 

way you want them, click or tap Save.



If there’s more than one business process for a 

record type, you’ll need to set which process is 

automatically assigned to new records. 

On the command bar, click or tap Order 

Process Flow.

In our example, there’s only one business 

process for leads, so it will be assigned to new 

leads automatically. No action needed.

Note: If there is more than one, and you want it 

assigned to new records automatically, you’ll 

need to move the process to the top of the list.



A business process must be activated before people 

can use it. 

On the command bar, click or tap Activate.

Now, when you create a new lead, this process will be 

assigned to it automatically, and the stages and steps 

will be ready to follow as you work with customers.



add them to the 
system

business 
process solution that you download 
from the Microsoft Dynamics 
Marketplace

http://www.microsoft.com/en-us/dynamics/crm-customer-center/add-ready-to-use-business-processes.aspx
http://www.microsoft.com/en-us/dynamics/crm-customer-center/business-process-solutions-available-for-download.aspx


Thanks for reading!

Did this eBook help you? 
Send us a quick note. 

We’d love to know what you think.

Find more eBooks at 
www.CRMcustomercenter.com

Version 6.0.2

mailto:mscrmdf@microsoft.com?subject=eBook: Edit a business process (/1:help/2:V6.0/3:V6.0.2/4:eBook-Edit-a-business-process.pdf/5:None/6:en-us/7:Both)&body=Thanks for taking the time to send us your feedback. What would you like to let us know about this eBook?
http://www.crmcustomercenter.com/



