CREATING FORMS IN WORD

A form is static or dynamic.  Most of our existing forms are static; these hardcopies are intended to be printed out, filled in by hand, and mailed.  There are many different levels of dynamic forms—from relatively simple to very complex.  Today we will concentrate on typeable forms that can be created in Word and emailed as attachments.

EXAMPLES – Analyze these fields and their formats.  
First Name _____________________  Last Name______________________

School ______________________  Email _________________________________

First Name: 




Last Name: 




	First Name
	

	Last Name
	

	School
	

	Email Address
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The text fields above were not created with Forms tools. The checkboxes and drop-down lists below were created with Forms tools.

On a scale of 1-5 (low to high), indicate your comfort level with the topic.  Check only one box per line.  To remove a check, click on it.

	#
	TOPIC
	1
	2
	3
	4
	5

	1
	Adding bullets and numbered lists
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	Merging documents (form letters, labels, envelopes)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	Using headers and footers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4
	Using and creating templates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5
	Cropping pictures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Please answer the following questions by selecting one answer.
  

	A
	What is your level of experience with computers?
	 FORMDROPDOWN 


	B
	What version of Word do you use at work?
	 FORMDROPDOWN 


	C
	What version of Word do you use at home?
	 FORMDROPDOWN 



CREATING A FORM WITH THE FORMS TOOLBAR

One of the problems of creating forms in Word is that there are two toolbars:  Forms and Control Toolbox.  If you create your form in the latter, it will look better and offer more options, but some of the people you want to use your form will have difficulty accessing it.  The Forms toolbar is somewhat easier to use to create a form. Therefore, we will use only the Forms toolbar.  (When you experiment with the Control Toolbox, don’t use any of the Forms commands in your file; keep the two methods separate.)

Steps to Create a Form


1. Plan your form.  

a. Identify the information you want to collect.  Make a list of your fields, or categories. (Think database!)
b. Draw the form on paper.

2. Insert a table as a container for all the fields.  Later, you can format the table (borders, shading) to assist the user.

3. Using the Forms toolbar, add controls (textboxes, checkboxes, drop-down lists).

4. Protect your form so that it can be used and save it.

5. If you decide to edit your form, you must un-protect it first.  And then remember to protect it before you save your changes.

To create or edit a form, display the FORMS TOOLBAR by clicking VIEW | TOOLBARS | FORMS or rightclick in the toolbar “well” (the empty space around the toolbars).
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Put the insertion point where you want to add a control and then click its icon.  By default, the controls are shaded gray.  (You can’t see a text field unless it is shaded.)  As you develop your form, you might want to toggle the shading on/off.

Insert a text field, a check box field, and a drop-down list field.  Experiment with each control.  Doubleclick a control to change its properties.
Form Templates

Explore the school-related forms on the Microsoft website. Download the Basic field trip permission slip.  (The lines in this form are actually customized bottom borders of table cells—that’s why the lines don’t move when you type on them.)

Text 





Check Box 





Drop-Down





Shading 





Your form must be protected before it can be used.





It must be unprotected for you to edit it.





Forms should be placed inside tables.





A table can be inserted in Word or pasted from Excel.
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