WAKING FILLABLE FORMS
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Enable Developer Tab

1 To he tab, click on File and
- then Options.




m Click on Customize Ribbon and then check
the Developer box in the right-hand list box.
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Creating a Form in Word

tion has eight different controls

Drop-Down List
= Date Picker.




Adding control

Layout References Mailings Review View Developer

sign
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insert a control, just click on it.

e It will appear wherever your cursor was
located



Change Filler Text

s ntrol has its own filler text.
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Enter Your First Name

First Name: s

Last Name: Click or tap here to enter text.



- Change Propeties

| ick on Properties,
- = Directly below the Design Mode button.



Content Control Properties ?

General
Title: |

Taog:

Show as: Bounding Box | «

Color: fz -

[] Use a style to format text typed into the empty control

Style: |Default Paragraph Font

| New 5tyle...

I:] Remove content control when contents are edited

Locking

|:| Content control cannot be deleted
[ ] Contents cannot be edited

Plain Text Properties

[ ] Allow carriage returns (multiple paragraphs)

oK Cancel




f/Choose an item. ~| Dro o BOX

In order to add items to the list, click
on Properties.

Add button and type list item. There is
~ no reason to —

[] content control cannot be deleted

. hange the Value' [] Contents cannot be gdited

Drop-Down List Properties

= Add all items. Bk e -
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Combo Box

1ser has to choose from list

can choose fror , OF

n enter text in box.



Date Picker Box

on it and a calendar appears

Click on the date to select it

i o Date Picker Properties
= In properties, Disply the date e this
M/d/yyyy
. Choose how to S

Monday, March 21, 2016

£ March 21, 2016
display date. e
2016-03-21
21-Mar-16
3.21.2016
Mar. 21, 16

s Choose a different Locale:

English (United States)

Calendar type Calendar type:

Gregorian

Store XML contents in the following format when mapped:
Date and Time (xsd:dateTime) v




Checkbox

d a checkbox and try to type text
vou that the selection is

': next to the checkbox and then type
>Xt.

] - 1talian

[ - French



Protect Document
fill out the form fields

lick on Restrict Editing on the Developer tab.

Developer Q Tell me what you war
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:=| Properties
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e dropdown under Editing
restrictions and choose Filling in forms.

‘ Restrict Editing ™ %
heck Allow only this type 1. Formatting restriction

|_| Limit formatting to a selection

of editing in the document . of sty

Settings...
2. Editing restrictions

m Click Yes, Start Enforcing /! Allow only this type of editing

in the document:

Protection Filling in forms =

3. Start enforcement

= Enter a password if desired. it it i ot 0

later)

Yes, Start Enforcing Protection




itol ext and Quick Parts

ing block control.

5 Type some text into document, i.e. your name
& address.



AutoText and Quick Parts
oxt and the click the Insert tab on

\ L[]

ck on the
-k Parts icon.



Autolext and Quick Parts

ave Selection to Quick Part Gallery

A_% &% Signature Line ~
—— [§) Date & Time
BT;:tv 3;::5 wuidm E’a’;'i "gd Object ~
&, AutoText >

Document Property > Create New Building Block

| Quick Parts

General

Field...
& Building Blocks Organizer...

Save Selection to Quick Part Gallery...

and a popup appears.

Building Blocks

Insert content only

[ x ]




Quick Parts in Action

ick on the Quick Parts icon.

You will see the captured text in a dialog box.

Ll _|L-J_ A A= Signature Line ~ TE )

EDate&Time
Text  Quick WordArt Drog . Equation Symbol
Boxv [Putsv| ~  Cap- WObject~ - -
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\utolext and Quick Parts

e Selection to Quick Part Gallery
and a popup appears.
lick Ok. ﬂ = _— @Signature Line -

5 Date & Time

Text | Quick WordArt Drop :
Box~ |Parts~| -  Cap~ ’dd Object~

S AutoText

Document Property

[ Field...
j Building Blocks Organizer..

Save Selection to Quick Part Gallery...

Note: The Name of the Quzck Part you are creating,
defaults to the first line of your text



- Quick Parts Iin Action

Duick Parts window with your

is inserted at the cursor position.
‘way to insert Quick Parts text:
typing the text you have saved.
= Popup window appears.
= Press Enter and the rest of the text will be filled in.
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