Creating Forms
Viewing the Forms Toolbar
1. Click on the View menu, Toolbars, Forms
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Text Form Field Options
1. After you insert the Text Form Field, double-click on that field to set the options
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Drop-Down Form Field Options
1. After you insert the Drop-Down Form Field, double-click on that field to set the options
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Adding Help Text
1. Every time you set the options of a form field you can also add help text to guide whoever is entering information into your form later on
2. Just look for the button called “Add help text” at the bottom of the options dialog box [image: image4.png]Add Help Text.




Saving the Form
1. Before you save your new form be sure to protect the document by clicking on the “Lock” button.

a. When your document is protected you can only type in the form fields

i. Use Tab and Shift+Tab to go from one field to the next

b. If you want to edit your document (outside of the form fields) you must un-protect the document first (click on the Lock button again)

2. If you plan on using this form often, you should almost always save the form as a Template
a. Click on the File menu and choose Save As
b. Name the document something descriptive

c. Click on the Save As Type drop-down and choose Document Template
i. This will change your save location to the Templates folder

d. Close the Template before working on the document (File menu, Close)

3. Later when you want to open the form template, click on the File menu and then choose New
a. Your file should be waiting for you on the 1st screen

b. In Word XP you will have to choose General Templates from the Task Pane before you can see your custom template
Uppercase, Titlecase, Date Format, etc.





This can always be changed later
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Type your list of items here


- Press Enter or click the Add button after each item -





Click Remove to delete an item from the list





Use the Move buttons to re�order your list








