FORMS TEXT FIELD - EXERCISE

Most form fields ask the user to enter text.  A text field can be indicated by using three main categories of field entries:

1.    WITHOUT THE COMMANDS ON THE FORMS OR CONTROLS TOOLBARS

· the underscore key     

Email Address: _________________________________

· a procedure involving Tab, highlight, underscore

Email Address:





· the line tool on the Drawing toolbar

Email Address:


· a table (visible borders)

	



Email Address:

· a table (invisible borders when printed)

	


Email Address:

· a table (invisible borders except for bottom)

	


Email Address:  

2. WITH THE COMMANDS ON THE FORMS TOOLBAR
Forms must be protected to be used, unprotected to be edited.

3. WITH THE COMMANDS ON THE CONTROLS TOOLBAR*
Forms must be edited in design mode.  To enable the form to be used, the creator must exit the design mode.
Using either the Forms toolbar or the Controls toolbar, you can insert a variety of controls into a form.  However, you must be careful about combing controls from other methods; your controls could become useless.

*Technically the Control Toolbox.
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