Creating a Form Fill document using Word XP

Form fill documents can be used as templates that make certain repetitive word processing tasks easier. The form fill document can be locked so that the user can fill in only certain parts of the document. Shaded fields indicate where text can be inserted and it is possible to add drop down lists in order to restrict the range of entries in any of the fields. 

In this exercise I wanted to provide the students with a template in order to structure their answers to certain questions. Hopefully these instructions will help the reader to set up their own work. When I finished creating the document I saved it as a template on the college Intranet in the students’ shared files
Proceed as follows: 
In this exercise we will be concerned with inserting a ‘Text Form Field’, and a ‘Drop-Down Form Field’. 

NB The ‘Form Field Options’ button only becomes active when a drop down form field is active. 
1) Open a new document and type in the questions you want to ask.

2) Right click anywhere on the tool bar and select the ‘Forms’ toolbar
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Task 1 — Dating agency questionnaire

Imagine you are designing a questionnaire in order to gather information about
potential clients. The on screen template will be filled in by an operative or by the 2
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3) Where you want the student to answer an open-ended question use the text form field button after the question.

4) Where you wish to set a range of response from a list you have chosen, then use the ‘Drop-Down Form Field’ option.

5) Once you have inserted a drop-down form field, the ‘Form Field Options’ button will light up and it will be possible to set the option that you want to appear in the field. It is only possible to set a maximum of 12 options (months, star signs etc).
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6) When you have completed your form, click the ‘Protect Form’ button oin the form fill toolbar. Note: it is now only possible to enter text in the designated areas.
Insert text form field





Insert Check Box Form Field (Yes/No)








Insert drop down form field








Form field options





Protect form





Type the entry you want to appear here.





Click ‘Add’ to add the entry to the list of entries that will appear.








Nicola Gardiner

