UNDERSTANDING CONTROLS
A control is a graphical user interface object, such as a text box or check box, that lets users respond to the prompts in a form.  Controls display data or choices, perform an action, or simply make the user interface easier to read.

Some controls are standard across different software applications and some are specific to an application or a task.  (Website forms in html format require additional support files and server support; therefore, you should check with your web-hosting administrator to learn the options available before creating such a form.)
Before adding controls in Word and Excel documents, some people prefer to save their forms as templates.  We will not discuss templates in this class, but you should be aware of this procedure.  When the customer opens your template file, the SAVE command leads to the SAVE AS dialog box, helping the user to remember the options of changing the file’s name, location, and file format.  Note:  If you do NOT want the template to be stored in the program’s template folder (and appear on the tab with the other templates), you will need to change the location of the folder in which it is stored.
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EXAMPLES OF CONTROLS AND SELECTED PROPERTIES

1.  Check boxes allow multiple selections. 
Properties
· Checked   Determines whether a check box is selected by default.
NOTE:  Each check box must have a different name; otherwise, checking one box could check another.
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2.  Option buttons (aka radio buttons) are used when choices are mutually exclusive; only one can be selected. 
Properties
· Checked   Determines whether an option button is selected by default.
NOTE:  Each option button must have the same name; otherwise, each option button could be checked.
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3.  Drop-down boxes (aka combo boxes) display choices in drop-down lists. 
Properties
· DisplayValues   The items to display in the list.
· Selected   Determines whether the first item appears in the box and whether the first item is selected by default.
· Size   The size of the font. Defaults to 1.
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4.  List boxes display choices in a scrollable list format. 
Properties
· DisplayValues   The items to display in the list.
·  Selected   Determines whether the first item appears selected by default.
· Size   The depth of the list as measured by the number of items that appear. Defaults to 3. If the MultiSelect property is set to True, defaults to 1.
The height of the box determines the items visible without scrolling.  Items can be sorted.  Direction can be the first item.
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5.  Text Boxes (and/or Text Areas) vary with the applications that create it.  In some applications, a text box allows the user to enter just one line of text, and a text area allows multiple lines of text.  In other applications (Acrobat), a text box allows multiple lines if that property is set.
Some of the options:  Border, scroll, multi-line, text size, variable height and width, tooltip
Properties (Different with application) 
· MaxLength   The number of characters the user can enter. Defaults to 0, which doesn't restrict the length.

· Value   The default text to display in the text box (optional)
· Width   The maximum width of the text area 

· Rows   The height of the text area in number of rows
· WordWrap or Multiple Lines 
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