CREATING INTERACTIVE FORMS 
IN WORD AND EXCEL - OVERVIEW
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ORGANIZING WITH TABLES
To organize the content of a form, you will probably want to use a table.  If so, you will need the tables toolbar.  To display a toolbar, click VIEW | TOOLBARS and select it.  (Toolbars can be floating or docked.)  
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ADDING CONTROLS

To add or edit controls, display the FORMS toolbar.    
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EDITING CONTROLS

To edit the sample controls below, click the padlock on the forms toolbar to remove the protection.  Doubleclick any control to edit its properties.
	#
	TOPIC
	Yes
	No

	1
	I agree with the recommendation of the committee.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	I believe the club should increase annual dues.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	What is your level of experience with computers?
	 FORMDROPDOWN 
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	What version of Word do you use at work?
	 FORMDROPDOWN 

	




Your Name:       
Your Email Address:       

EXCEL

DELETING WORKSHEETS
At the bottom left of the Excel window, delete the second (and third) worksheet by clicking its tab, and then EDIT | DELETE SHEET. 

ADDING CONTROLS
To add the CONTROLS, display the forms toolbar:  VIEW | TOOLBARS | FORMS.  

EDITING CONTROLS

Doubleclick any control to edit its properties.

The items to the left look like regular text, but they are fields that can be collected in an Excel spreadsheet.








Click on each word.
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