CREATING A “TYPEABLE” LINE IN WORD
When forms were first created in a wordprocessing program, they were intended to be printed out and written on.  Now people want to type on them!  A significant problem with typeable forms is the typeable line.  To create such a line, the creator usually presses the underscore key.  An underscore works fine in a printout, but in an electronic version, the typed data shoves the line to the right (because each underscore is a character and two characters cannot occupy the same space).
OPTIONS
1.  Underscore.  For example, type on this line:

Name:  _______________________________

2.  Drawing tool.  Some people use the line drawing tool to avoid this problem.  Type on this line.  (If you click it, you will see that is not a text line, but an object.)
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Name: 

3.  Tab key and Underline tool.  Another way to avoid the problem of the moving line is to press the tab key several times; highlight the created space; then click the underline tool.  Type on this line.

Name:





(To “see” the formatting that you have told the computer to display with such a line, click the Show/Hide icon on the toolbar.)
4.  Word table
	Name:
	

	Date:
	

	Name:
	

	Date:
	


Unfortunately, Word tables are notoriously difficult to position.  Move the left table to align it directly under the words Word table.   The right table has invisible borders (when printed). Type in the tables above.
5.  Excel table pasted into Word
Although you can format a table or individual cells (borders, alignment, colors) in Word, formatting is much easier in Excel.  You can copy and paste highlighted cells into Word. (But this type of table is also difficult to position.)  Type in the table below.

	Name
	 

	Date
	 

	Email
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