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MS Word Forms

Overview

Building the Basic Form for Structured Data

You can create electronic forms in many of the Office applications, but forms created in
Word have a winning advantage over forms created in the other applications; due to the
larger number of potential users. Word is the most used office application, and might be
the only application other than Solitaire that home users are comfortable with. If you are
creating forms to email to a diverse group of users, Word is your best bet.

Objectives
Participants will create Word Forms in class. When saved as a template and stored on the Web or on a

Shared Drive they can be used repeatedly. MS Word Forms can be password protected.

Supplies: Document without Form Fields Added will be supplied for participants. You are welcome to
bring your own form with you to class.

Optional: Thirty minute lab time available immediately following 60 minute workshop.

Participants will be able to:
e C(Create an attractive Word Form

e Save a Word Form as a template
e Password Protect a Word Form
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Fortunately, it is easy to create forms in Word. Here are the steps:

1. Use tables to lay out the form

2. Use borders and shading to create lines and boxes for users to enter information
3. Add form controls from the Forms toolbar

4. Lock the form

5. Distribute the form

Some users assume you need Excel if your form includes formulas, but this is not true. Word forms
support basic calculation:

e Addition

e Subtraction
e Multiplication
e Division

If your form must include complex formulas, then use Excel, but for simple arithmetic, Word is sufficient.

Understanding the Word Form Controls
First you will probably have to add the Developer Tab to the Office Ribbon.

o~ .'\.
3 \
Go to the Button
Publish Section_l.doc =

bl
Close

23 WGH Options | | 4 Exit Word
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Word Options

|"1"i:|-pular _"| - . .
ClL Change the most popular options in Word,

Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection (i)

Enable Live Preview (i)
Advanced

Show Developer tab in the Ribbon ()
Customize Always use ClearType
B Ine |:| Open e-mail attachments in Full 5creen Reading view (i)

Now you have the Developer Tab and you are ready to get started with form development.

5 G-

Choose the Developer Group and to find the hidden Legacy Tools click on this icon

Legacy Forms
abl 7 (B ik a1
ActiveX Controls
M@ A e ES
Ha=mg 2%

A control is any element of an interface that a user can interact with or a developer can place, delete,
move, or size a text box, a button, a label, and so on. Labels describe other controls. Text boxes, check
boxes, and drop down form fields are data controls. Data controls are bound (connected) to fields in a
data source or in the case of Word, unbound. In Word, data is stored directly in the control.

There are two sets of form controls in Word.
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ActiveX Controls are used by Visual Basic Coding. Users must allow Macros or the forms will not be

interactive. In other words, if ActiveX controls are used in the form’s creation, they must be allowed to
be filled out on line.

The controls on the Forms toolbar are used to create Word forms.

The ActiveX controls in the Control Toolbar are used with Visual Basic coding.

Using tables as Your Form’s Foundation
Tables have two roles in forms: layout and data entry areas. Use tables as you would when creating a

web page: to align form elements like text and images or to display and hide cell borders to create data
entry areas in your form.

If you are beginning with an existing form, start by analyzing the form to determine how many rows and
columns are required to display the labels (text) and blanks needed in the form. As with any Word table,
it is easier to add rows than columns without messing up the layout, so focus on the columns first.

Include a column for each column of data or labels, as well as extra columns to provide horizontal
spacing.

Providing User Clues with Borders and Shading

After creating the tables and adjusting column (don’t forget to use the Merge Cells and Split Cells
features on the Table menu!) insert extra rows for vertical spacing, then enter labels in the appropriate
cells. As an example, here’s the table that provides the top section of our form. We have added shading
so you can see the blank rows and extra cells, inserted to provide space in the form:

Today’s Date Date Rec'd in Acct

Name/Payee

Check if New Street Address
Address

City State Zip Code

Reason for
Expense
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Decide how much the form should look like a table when it is printed/viewed on screen. You will find all
the formatting tools you need on the Insert Tab and the Tables Group on the Ribbon.

Apply a bottom border to provide a horizontal line for user to “type on,” or border all four sides of the
table cell to create a box for user input. When you have numerous cells to which you want to apply only
one border (like a bottom border), remember that the shortcut to repeat the last command is Ctrl+d a
horizontal line for user to “type on,” or border all four sides of the table cell to create a box for user
input. When you have numerous cells to which you want to apply only one border (like a bottom
border), remember that the shortcut to repeat the last command is Ctrl+Y.

Adding Form Controls
You can complete all the form design before placing controls, or place them as you design each section.

If the Legacy Forms toolbar is not visible turn it on now (Developer Tab » » Legacy Forms).

-

Make sure the Form Field Shading button is enabled; when the form fields are not shaded, they are
invisible in the form. To add a form control, position the insertion point where you want to place the
control. Then click one of the three form field buttons on the Forms toolbar to place the control at the
insertion point. After placing the field, double-click the form field to open the fields dialog box.

Setting a bookmark name and enabled option

You do not need to set all the options for any field but it is a good practice to enter a Bookmark name so
you will know what to call each field should you need to refer to it later in a formula or a macro. For
example if a form contained 15 rows for expenses, each row has four text form fields, one for the
expense’s date, one for item description, one for dollar amount, and one for general ledger account.

In the first row, the text form fields could be named Datel, Item1, and atm1, and Acctl. Similar
bookmark names are used for rows 2 — 15. When we need to add all the expenses in the calculation
area of our form, we won’t have to guess the names of the fields.

Every form field has an Enabled option: Fill-in Enabled is the option for Text field. The option is turned
on by default. When this option is turned off, users can not enter data in the field.

Setting Data Type For Text Form Fields

Text Form Field Data Types

Data Type Other Options
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Regular Text Format as uppercase, lowercase, first capital, or title case
Specific length or unlimited

Default text

Number Format number of decimals and currency or percent
Specific number of digits or unlimited

Default number

Date Various date, time, and date/time formats

Default date

Current Date Various date formats
Current Time Various time formats
Calculation Formula

Setting Drop-Down List Options

Once you create a drop-down list, you must set options or your list won't have any items to
choose from. Click the Form Field Options button on the Forms toolbar or double click the
form field to open the Drop-Down Form Field Options dialog box.

Create the list one item at a time. Type the first entry and click Add button to add the entry
to the list. Type the next entry and Add it. Use the Remove button to delete a list item;
use the two Move buttons to rearrange the list.

Setting Check Box Options
Check box form field are nice and simple; you will set three options: bookmark name, size, and default

value (checked or not) in the Check Box form Field Options dialog box.
Add Help Text to a Form Control

1. Double-click the form field to which you want to add Help text.
2. Click Add Help Text.

e To display Help text in the status bar, click the Status Bar tab, click Type your own, and then
type your Help text in the box.

e To display Help text in a message box when a user presses F1, click the Help Key (F1) tab,
click Type your own, and then type your Help text in the box.

Instructor: Barbara Knight | 423.439.8611 | elearning.etsu.edu | ats@etsu.edu | 7




Academic Technology | MS Word Forms :

e EARNING

Adding Calculated Fields

You can “do math” with Text form fields and constants (typed in value). You can not include drop-down
list form fields in formulas. For calculated fields, choose the Calculation data type. In the Expression
text box, enter a formula using the bookmark names. For example, to add Amtl and Amt2, enter the
formula =Amt1+Am2. The order of operations works here, so if a formula includes
multiplication/division and addition/subtraction, use parentheses to indicate when addition/subtraction
should occur before multiplication/division.

Enabling calculation

After adding the calculated fields, you will need to set the options for fields that should trigger a
calculation. Open the Options dialog box and enable the Calculate On Exit check box for any field that
should trigger calculation. When the user tables (tabs) out of any field where Calculate On Exit is
enabled, all calculated fields on the form are calculated. You can calculate manually at any time by
pressing the F9 key.

Tips

Like Excel, Word returns an error when you divide by zero. Don’t enable Calculate On Exit for the
number you are dividing (the dividend); enable it on the divisor (the number you are dividing by). That
way, the calculation won’t happen until the user has entered the divisor.

Protecting Your Form
You must protect the form before anyone can use it. To protect the form, click the Protect Form button

on the Forms toolbar. With the form links protected, users can then tab from field to field.

Protecting Your Form from User Changes
The Protect Form button does little more than allow date entry. If you want to really protect your form,
you should apply document protection, and then save the form as a template. Here are the steps:

Choose Developer Tab > Protect Document to display the Protect Document options:
Restrict Re'd?‘fwing Options
Restrict Formatting and Editing

Restrict Permission
v | Unrestricted Access
Restricted Access

Manage Credentials
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E| Restrict Formatting and Editi + >

1. Formatting restrictions

[ ] Limit Formatking ko a selection af
shyles

Sekkings. ..

2. Editing restrictions

[ ] allow only this tvpe of editing in
the document:

3. 5tart enforcement

Are you ready to apply these
setkings? (You can burn Eherm aff
laker)

e |n Editing Restrictions enable the Allow Only This Type Of Editing In The Document check
box.
e Choose Filling In Forms from the drop-down list.

Click the Yes, Start Enforcing Protection button.
Type a password in the Enter New Password box, and then confirm the password
by typing it again. The password allows you to unprotect and modify the
document.

e Save the form as a template.
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