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| Creating a Form Using Word: Introduction I

Overview
Microsoft Word may be used to create printed and electronic forms.
A user can then view, complete, and print the electronic form using Word.

Definitions

Field name — The descriptive text for a form field.

Form field — The field that is configured to accept information from a user.
Examples of a field name and a form field are shown in the example below.

Workshop Registration
Hegstrant Infornatisn Teday's Date:  HEIA001
First Mape:  jane Last Hame =)
. - Slale Be, 19 Beafind Cods s

Field Name —W —
Kiklress tyimn Fosd
Cry Erm Zeabe (2 Je@er abbrenahon); Pa& Zp: 165631307

ﬁ'm Phoae: (B14) B55-4458 Far _[314) B9B-4457
. e ———————

Form Fleld —1 Semmnr B A Sabect e Sepnicn (B B misg 1 ARerr
Specul Esem Beviere msali | nagsd 4 mon Lyraguans interpees e for tra franng seseson, ] pratar
(315 langiage indapaele, & somepre st mgres yang SEE {im migeng scact Erghsn

When you create a form and insert form fields, the form fields will be represented
by a gray rectangle or box as shown in the example below.

Workshop Registration

Bokdren

Beprrant Informahion Tadsy' = Dipkw IR0
Fr# Hane Laat Hame
Company Hame (f applicat i ( X

N——"

Form Field —T ¢

Crinl  Esamph: abe@eys2om

Stabe (2- lrer abbremahiond.

1FLEN ISMgIEig® IRIRTRresEr,

ne

Pacae || Fax
o ETTEfE Word Seleot Ope Session: [ Mormeng B Ageraesn
Sl Eeam Eegiiemnents

Form field options — The properties for that form field. Some examples of
properties include field type (text, number, date, etc.) and field length.
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| Creating a Form Using Word: Introduction I

Hints for Developing an Electronic Form

4.

* Here are some general tips to keep in mind:
1.
2.
3.

Draw a rough sketch of your form on paper first.
Determine what type of form fields you want to use to gather information.
Make sure that the form fields are long enough to handle input from the
user.
You may want to use a table for alignment of fields or to control row height.
a. A form field may be placed in the same table cell as the field name or
in a different cell.
b. Remove table borders as needed. (Don’t remove the bottom border of
a cell if it is being used as an underline.)

This is a sample of the table borders button.
|,

d_

M= e

c. Set the row height to an exact height measurement to control the
number of lines that may be entered for a form field.
d. Once the form is completed, turn the table gridlines off to make the
form easier to read for the user.
Determine what type of underline you will use for each form field: a regular
underline or a table cell’s bottom border.
Determine if you will or will not display the form field shading (i.e. the gray
rectangles or boxes). Choose whichever way makes it visually easier for the
user to complete the form.
Protect the form so that it may be completed electronically.
Test! Test! Test!
a. Don’t forget to test your form with all capital letters in case someone
uses the CapsLock key.
If needed, password protect the form. However, don’t forget the password!!
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| Creating a Form Using Word: Procedures I

General Procedure
* These are the general steps that are used to create a form.
*  More details about the Forms toolbar and inserting form fields are explained in
subsequent sections.
* Method to create a form:
Display the Forms toolbar.
If desired, create a table with the appropriate number of rows and columns.
Type the form field names in the desired locations.
Insert form fields for each field name as appropriate.
Format the field names and form fields as desired (i.e. font, font size, etc).
Set the options (i.e. properties) for the form fields.
Format the table as desired (i.e. shading, merge or split cells, etc.).
If desired, add underlines to the text form fields. Use either regular
underlines or use a table cell’s bottom border for the underline.
9, If needed, adjust the width of the table cells.
10.  If needed, set height of the table rows to an exact measurement (to control
the number of lines that may be entered by a user).
11.  Protect the form OR password protect the form.
12.  Save the file.
13.  Test the form.

NG~ WLNE

Forms Toolbar

* You will need to use the Forms toolbar so that you can insert form fields into your
document.

e Method to display the Forms toolbar:
1. From the menu, choose: View/Toolbars/Forms. The toolbar looks like this:

Text Form Field — = abl
Checkbox Form Field -
Drop-down Form Field - H

Form Field Options -

« Insert Table
« Insert Frame

Form Field Shading —» |7

Protect Form — &
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| Creating a Form Using Word: Procedures I

Insert Form Fields
* Form fields must be inserted in order for a user to complete a form.
e Method:
1.  Display the Forms toolbar.
2. Click in the location where you want to insert a form field.
3. Toinsert a field so that a user can type information into it... On the Forms
toolbar, click the Text Form Field button.
4.  Toinsert a box to allow a user to place a checkmark in it... On the Forms
toolbar, click the Checkbox Form Field button.
5. Toinsert a list of multiple items to allow a user to select one of the items...
On the Forms toolbar, click the Drop-down Form Field button.

% Tip: If you need to insert an item in the drop-down menu that
contains the ampersand symbol (i.e. &), you will need to type an
additional ampersand. For example, if you type AT&T as one of
the drop-down items, it will display as ATT. Instead, you will
need to type the entry as AT&&T. However, once a user selects
this item, it will appear and print as ATT.

Set Form Field Options (i.e. Properties)
» The properties for each form field must be configured properly.
e Method:
1.  Double-click on the form field.
2. Atthe Form Field Options dialog box, make the desired changes to the
options that are available for that field.
% The options that are available will vary depending upon the form
field type. See the example below.
% You may add help text to any form field. To do so, click the Add
Help Text button. At the Form Field Help Text dialog box, click
the tab for Status Bar if you want the help text to appear in the
status bar. Type your message in the large text box. Click the tab
for Help Key (F1) if you want the help text to appear when the
user presses the F1 key. Type your message in the large text box.
Click OK.
Click OK.
3. Repeat the above steps for each form field.

Example of a Text Form Field Options Dialog Box

Tk Fiom Fild Dybions 1|
Typa: Dt tost: e ]
|F:_=-:ua Tt ;I Ea"q'.-ﬂ. A Qry.Lom Cancel |
eawimwam ength: Test format: #ad Heip Test...
[4a = |
Lippens s
Lo
Fouri MACTD O Frst caphs
Bevin Titke cae
Egti ™ Candbte on esk
| ;I F Fln Enabiec]
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| Creating a Form Using Word: Procedures I

Protect and Unprotect a Form

e A form must be protected in order for it to be completed electronically.

* Even though a form is protected, this does not prevent the form from being
changed by a user. The user can unprotect the form and make changes to it. To
prevent a user from changing a form, you need to password protect the form.

* Method to protect a form:

1.  Click the Protect Form button on the Forms toolbar.

e Method to unprotect a form:

1. If the form is protected, click the Protect Form button on the Forms toolbar.

»  After you protect and test the form, you may want to make further changes it. But
first you need to reset the form back to its original state (i.e. before you entered
data into the form as a test user). To reset the form, click the Protect button several
times to clear the data. Once the data is cleared and the form is unprotected, you
can resume editing the form.

Password Protect a Form
e This method utilizes a password for the form and automatically prevents users
from unprotecting the form and making changes to it.
» Method to password protect a form:
1. If the form is protected, unprotect the form.
2. From the menu, choose: Tools/Protect Document.
3. Atthe Protect Document dialog box, choose the type of document you want
to protect. (By default, Forms is selected.)
4.  Type a password in the Password box. (You might want to record the
password in a safe place.) Click OK.
5. When prompted, type the password again as a confirmation. Click OK.
6.  Save the file.
e Method to remove password protection:
1. From the menu, choose: Tools/Unprotect Document.
2. Atthe Unprotect dialog box, type the password that has been assigned to
that form. Click OK.
3. Save thefile.

Complete a Word Form
» Once the form is created, protected, and saved, it is now ready to for someone to
complete.
e Method:
1. Open the form in Microsoft Word.
2. Click in the first form field.
3. Type information (if a text box), click in the checkbox, or choose an item
from the drop-down menu as appropriate.
4.  Pressthe Tab key to advance to the next field.
% Press Shift-Tab to go to a previous form field.
5. Repeat the previous two steps as many times as necessary until the form is
completed.
If desired, save the completed form.
7. If desired, print the completed form.

o
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| Creating a Form Using Word: Lab Exercise I

Overview of Exercise
* You will create a form in Microsoft Word that may be completed electronically.
*  This exercise will show you how to:
a. Insert form fields so that users can enter text, check a checkbox, and select an
item from a drop-down menu.
b. Change form field properties. (Examples: Set field as text, number, or data;
set field length; set default text; set number format; add help text.)
c. Format the form fields so that the information entered by the user is displayed
and printed in a different font and font size.
d. Use atable to align field names and form fields. The table is also used
because each table cell maintains a fixed width.
e. Set row heights to an exact measurement so that the form fields will not
expand vertically beyond that height.
f.  Use two types of underlines for the form fields. One type of underline
expands as text is entered; the other type remains a fixed width.
g. Add a password to the form (to prevent someone from changing the form).
h. Protect the form so that it can be completed electronically.
«  Once you complete the exercise, your form will look like the one below.

Workshop Registration

Eegistrant Jaformaticn Teday™s Drate:  2R2AZ00)

First Hasoe Lt Hagse

"--r'.| any Hamne (i apphcatle )

A ddress

City State (2-Jetter abbreviahon): Zapr e
Emadl: Exampls: sbe@nogz com Phone: | 1] . Fax |

Cemanar:  word Select One Seszion: L] Morning L ARernocn

:':1.-‘:l' ial Besm B S M e e s
[sign lamgnage interpreter, sto )

¢ Here’s an example of what the form would look like after someone completes it.

Workshop Registration

Regstrant Information Tedaw's Diate: 22001
First Mlame lai= Last Blame Dag
Company Hazme (if applicakblel:  Penn State Edie, The Beshrend Colegs

Address Stabon Fosd

ity Erg Seabe (2-leter abbreviabion]; PA Zip 165A3-1201
Email: JaneDosfpsu.adu Fhene (81£) 98-5458 Fax {B14) A9A=-5457
Semina PorserPoint Select Cne Sesmen: [ Mo rnung O Afternosn
5|.'c".|]; E"'\. <01 R:c_mrzln-.-nls m'I & K |w_'|g fiternratar foi -|'|‘.1| Fiarng sacsinn. [ prefsr
(sign langeage inferpreter, etc)  zomeore whe signs wsing SEE (e, sgring sxact English)
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| Creating a Form Using Word: Lab Exercise I

Exercise

Create and Format a Table for a Form/Add Field Names

Start Word and create a new blank document.
Change the left and right margins to 1”.
Change the font to Times New Roman.
Change the font size to 11 points.
Type the following title for the form: Wer kshop Regi strati on
Create three blank lines after the title.
Format the title of the form as follows:
a. Center the title.
b. Boldface the title.
c. Change the font size to 20 points.
8.  Click in the third blank line and create a table with 8 rows and 5 columns.

% To create a table... Click the Insert Table button. (The button looks
like this: ) Then click and drag your mouse to select the desired
number of rows and columns.

9.  Type the field names into the table cells as illustrated below.
% The text may word-wrap differently in your table --- that’s OK.
% Don’t forget to type the colons as shown. (The field names:
Regi strant | nformation, Morni ng, and Af t er noon do not
have colons.)

NookwdE

Eegistrant Today' z Dabe

Informatuon

First Manae 1 1 Lagt Manne

Zompany IMame (if

applicable)

Address

iy Stabe {2-betinr Zp
abdreuaiien)

Emazl | | Phene | Fau

Femena Select Ome Iorning Afterncon
Seszion

Coecial Baosm

Bequizements

{sign language

mnterpreter, stc.]

10.  Save the form with a file name of: Practi ceFor m doc
11.  Add shading to the first row in the table.

% To add shading... Select the entire row. (To do so, click in the row
and from the menu, choose: Table/Select/Row.) From the menu,
choose: Format/Borders and Shading. In the Borders and Shading
dialog box, click the tab for Shading. Click on the desired fill color.
Click OK.

12.  Merge the following table cells: Regi strant | nformation and the
adjacent cell to the right.

% To merge table cells... Select the cells to be merged. (To do so,
move the mouse pointer to the left-most cell border until the pointer
changes to a black, diagonal arrow. Click and drag to select the
desired cells.) From the menu, choose: Table/Merge Cells.
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| Creating a Form Using Word: Lab Exercise I

13.  Split the following table cell into two columns: Fax.
% To split table cells... Select the cell. From the menu, choose:
Table/Split Cells. In the Split Cells dialog box, set the number of
columns to 2. Click OK.
14.  Save the file. The form will now look like the one below.

B gistrant Information

Today"s Diabe

First WWame |
Company Mame (F
applicatsle)

Last [Macre

Addresg
City

State (2-lester
albgs walien)

Zip

Esreaal

FPhiie

FiE |

SR EIAL

alect Ll

Mearng Alkernocn

Session
Special Eooem
Bequiseseats
(Sagn Langisige
InteTpreteT, Bic.)

Insert Form Fields
15.  Display the Forms toolbar.

% To display the toolbar...

View/Toolbars/Forms.
16. Insert form fields for each field name as specified.

Y% In this exercise, some form fields will be located in their own table
cell. Other form fields will be located in the same cell as the field
names.

% The shaded rectangles in the illustration below represent form fields.

From the menu, choose:

Eegistrant Informatson Today's Date

First Name= | Lass PMarme

Company Hame (1f

applicatse)

Ackbress

Ciky | Stabe (2-lester | Zip
abbse wahea)

Eatiaal Fhooe | | Ik 1] )]

Semin Seleck The | | Morning Ll ABernocn
SRR

Special Fosm

Fequirements

(s1gn langusagze

IRIEEETELET, B )

a. Today’s Date — In the cell to the right of this field name, insert a text
form field.
% Toinsert a text form field... Click in the cell where you want to
insert the form field. On the Forms toolbar, click the Text Form

Field button.
b. First Name — In the cell to the right of this field name, insert a text form
field.
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| Creating a Form Using Word: Lab Exercise I

c. Last Name — In the cell to the right of this field name, insert a text form

field.

d. Company Name — In the cell to the right of this field name, insert a text
form field.

e. Address — In the cell to the right of this field name, insert a text form
field.

f.  City — In the same cell as the field name, type 2 spaces after the colon
and insert a text form field.

g. State — In the same cell as the field name, type 2 spaces after the colon
and insert a text form field.

h. Zip — In the same cell as the field name, type 2 spaces after the colon
and insert a text form field. Immediately after this text form field, type a
hyphen and insert another text form field.

i. Email — In the cell to the right of this field name, insert a text form field.
j. Phone - In the same cell as the field name, type 2 spaces after the colon,
type a left parenthesis, insert a text form field, and then type a right
parenthesis. Next type a space, insert a text form field, type a hyphen,

and insert another text form field.

k. Fax - In the cell to the right of this field name, type a left parenthesis,
insert a text form field, and then type a right parenthesis. Next type a
space and insert a text form field.

I.  Seminar - In the cell to the right of this field name, insert a drop-down
form field.

% Toinsert a drop-down form field... Click in the cell where you want
to insert the form field. On the Forms toolbar, click the Drop-down
Form Field button.

m. Morning — In the same cell as the field name, click before the field
name. Insert a check box form field and type 2 spaces.

% Toinsert a checkbox form field... Click in the cell where you want
to insert the form field. On the Forms toolbar, click the Checkbox
Form Field button.

n. Afternoon -- In the same cell as the field name, click before the field
name. Insert a check box form field and type 2 spaces.

0. Special Room Requirements — In the cell to the right of this field
name, insert a text form field.

17.  Save the file. The form should look like the one on the previous page.

Format Form Fields

18.  Change the properties for each form field as specified.

% To change the properties for a form field... Double-click on the gray
shaded box representing the form field. Make the desired changes
and click OK.

Today’s Date — Set Type = current date and Date Format = M/d/yyyy.

First Name — Set Type = regular text and Maximum Length = 21.

Last Name — Set Type = regular text and Maximum Length = 26.

Company Name — Set Type = regular text and Maximum Length = 47.

Address -- Set Type = regular text and Maximum Length = 65.

City — Set Type = regular text and Maximum Length = 21.

State — Set Type = regular text and Maximum Length = 2. Set Text

Format = uppercase.

@+rooo0ow
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| Creating a Form Using Word: Lab Exercise I

h. Zip - For first form field, set Type = number and Maximum Length = 5.
For second form field, set Type = number, Maximum Length = 4, and

set Add Help Text (for both the Status Bar and the Help Key) =1 f you
don't know the last 4 digits of your zip code, please
| eave this field blank.

i. Email — Set Type = regular text, Maximum Length = 20, and set Default
Text = Exanpl e: abc@yz. com

j. Phone - For first and second form fields, set Type = number and
Maximum Length = 3. For third form field, set Type = number and
Maximum Length = 4.

k. Fax - For first form field, set Type = number and Maximum Length = 3.
For the second form field, set Type = number, Maximum Length = 8,
and Number Format = ### - ####.

I.  Seminar — Add the following to the drop-down item list: Word, Excel,
PowerPoint, and Access.

m. Morning — No properties need to be changed.

n. Afternoon — No properties need to be changed.

0. Special Room Requirements — Set Type = regular text and Maximum
Length = 137.

19.  For each form field, change the font to Verdana and the font size to 9 points.

% Use Format Painter to apply this formatting to the other form fields.

To do so, select the desired form field and change the font and font
size. Next, double-click the Format Painter button. (The button
looks like this: “* ) Select the next form field to which you want to
apply the formatting. Repeat the latter step as many times as
necessary. When done, press the Escape key to exit from Format
Painting mode.

20.  Save the file. The form should look like the one below.

Eepistrast Information | Today"s Date | ST

First Hams= ‘ Lass IMarme

Company Hame (if

apphcakle)

Addrars

City State (2-Iemer Zip
abbsaviation)

Email Exampla: Phome | | Fax

BbBE@EyE Eom | | 1 —

Semmar | Wiord Select Ope L MMorming Ll sfernoon
Session

Special Eoom

Bequramenl

(sagn language

|RIESETELET, B2C, )

Format the Table

21.  Merge the table cells for the form fields as specified.
a. Last Name — Merge the form field cell with the adjacent cell to the
right.
b. Company Name — Merge the form field cell with all adjacent cells to
the right.
c. Address -- Merge the form field cell with all adjacent cells to the right.
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| Creating a Form Using Word: Lab Exercise I

d. City -- Merge the form field cell with the adjacent cell to the right.
e. Seminar Room Requirements — Merge the form field cell with all
adjacent cells to the right.
The form should look like the following:

Eegistrant Infoemation Today' s Date [ 2/za/2001

First Mamie Last Hame

Company Mame (1f

amplicable)

Hiddress

City State (2-letter | Zp e
anbreviation)

Emal Exampla: Fhome: [ 0 Fax (]

abci@uyz.caom

Semunar ‘Word Seleet e O Mermng O ABernoon
Sesgon

Spece] Koom

Fequireme=nts

{s1En language

mnberpreber, atc.)

22.  Resize the table cells for the field names to make them larger in width.

% Toresize atable cell... Select the cell. Move the mouse pointer
over a cell border until it changes to a double-pointed arrow. Click
and drag to adjust the width.

a. Company Name — For this field name, adjust the cell’s right border so
that all of the text fits on one line.

b. State -- For this field name, adjust the cell’s right border so that all of
the text, along with the form field, fits on one line.

c. Phone -- For this field name, adjust the cell’s right border so that all of
the text, along with the form field, fits on one line.

d. Fax - For this field name, adjust the cell’s left border so that the cell
becomes larger. Adjust this left border until you can’t move it any
further to the left.

e. Select One Session -- For this field name, adjust the cell’s right border
so that all of the text fits on one line.

f.  Special Room Requirements -- For this field name, adjust the cell’s
right border so that the text fits on two lines.

The form should look like the following:

Eegistrant Information ] Today"s Date [ 2ER001

Farst Mame | Laat Hame |

Company Hame (if applicable): |

HAikdress |

Sty State (2-better abbrewationy, ] | | g 0 -

I il Exampla: Fhone I'__':l - | | Fax ()]
abc@uyz.com

Sermanar J Word Select Lo Sesswon | (|| Mormng | B AB=rnoon

Specez] Eoom Bequirements

[zign langunage interprster, stc.]

23. Resize the table cells for the field names to make them smaller in width.
a. First Name -- For this field name, adjust the cell’s right border to make
it smaller.
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| Creating a Form Using Word: Lab Exercise I

b. Last Name — For this field name, adjust the cell’s left border to make it
smaller.

c. Address -- For this field name, adjust the cell’s right border to make it
smaller.

d. Email -- For this field name, adjust the cell’s right border to make it
smaller.

e. Fax - For this field name, adjust the cell’s right border to make it
smaller.

f.  Seminar -- For this field name, adjust the cell’s right border to make it
smaller.

The form should look like the following:

Eegistrant Informaton [ Taday s Date IEEEL
Farst IMame | | Last Mame

Cogany Mame (f applicable]: |

Address

1ty State (2-letter abbreviation) | ol ]

Email: | Example: sbofsyz.com Fhone: (10 |Fa: [ {0 )

CEminar |m Zelect O Sepiion | U Morning I U Afernoon
Specmal Beom Eaquareme s

{#1gn lamgrusge miepoeter, st ]

24.  Right-justify the following field names: Today’ s Date: and Sel ect One
Sessi on.

25.  Set the table row heights for rows 2 through 7 to .25” and set the row height to
Exactly.

% To set the row height... Select the desired rows. From the menu,
choose: Table/Table Properties. Click the tab for Row. Click the
box next to Specify Height. Change the row height to the desired
measurement. Set the row height to Exactly. Click OK.

26.  Set the table row height for the last row to .4” and set the row height to
Exactly.
27.  Save the file. The form should look like the one below.

Engistrant Information [ Today s Date: | SEE001

Frrst Ilame Last Mame

Company Hame (i splicakle) |

Addrass: |

iy Ceate (2-letter abbrewiabion) | Zp

Email: | Example: absifleyz.com Fhooe: {1 Fax | (N

e iranad ‘Ward Select One Sezsion | O =5 TRl O Aferesen

Fpecial Room Bequirements
' - . . %
{sign lapguage interpreter, eic )

28.  Remove all of the table borders.

% To remove all of the table borders... Select the entire table. (To do
so, click anywhere in the table and from the menu, choose:
Table/Select/Table.) From the menu, choose: Format/Borders and
Shading. At the Borders and Shading dialog box, click the tab for
Borders. Click the setting for None. Click OK.
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29.  Insert a ¥ point line as the bottom border for the form fields that are listed
below.

% To insert a bottom border... Click in cell where you want to insert a
border. From the menu, choose: Format/Borders and Shading. At
the Borders and Shading dialog box, click the tab for Borders. From
the Apply To drop-down menu (located in the bottom, right corner),
select Cell. In the Preview section, click on the bottom border of the
table cell to add a line. Click OK.

OR
Use the Table Border short-cut button.
a. First Name
b. Last Name
c. Company
d. Address
e. Email
f.  Seminar
g. Fax
30.  Add an underline to the form fields listed below. Use the regular Underline
button.
% To add a regular underline... Select the form field and then click the
Underline button.
% This underline will expand as the user types information.
a. City
b. State
c. Zip (add an underline to each form field within the zip)
d. Phone (add an underline to each form field within the phone)

e. Special Room Requirements
31.  Change the vertical alignment of all the text in the table so that the text aligns
to the bottom of each table cell.
¥ To change the vertical alignment... Select the table. From the
menu, choose: Table/Table Properties. Click on the tab for Cell.
For the vertical alignment, select Bottom. Click OK.

The form now looks like this:

Eegistrant Infermation Today's Date:  2EEGE00]
First ame Last Mame

Company Mame (if applicable)

Addeess

i Siabe (2-batiar abbrewalicn) o g |

Ema:l _Example; sbedeeyr.com Phone: (0 | Fax I

e o | Select O Seasion: L) Moreing O ARereson
.-lrl.l.-ll Foom Eequirems ||Is

{=ugn Language meesprate |

32.  Hide the table gridlines.
% To hide the table gridlines... Click anywhere in the table. From the
menu, choose: Table/Hide Gridlines.
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33.  Hide the shaded rectangles that represent the form fields.
% To hide the shaded form fields... Click the Form Field Shading
button on the Forms toolbar.
34.  Save the file. The finished form will look like the one below.

Workshop Registration

Begmatrant [nfermation Today's Date:  2ERE001
First Mame Lozect Iarme
Company Mame (1f applicable)

Addreze

by Skate [2-lefter abbreviabion); Zmp
Email: Examphes: abcffieyz,cam Frone: | ] Fax
Semingr Word Select One Sesseon [ Mormang Ll ARerncon

Specml Boom Begoirements
(sign language inberpreter, ste )

Protect the Form/Add Password Protection

35. Protect the form.
% To protect a form... On the Forms toolbar, click the Protect Form
button.
¥ This enables a user to complete the form on-line. However, a user
could unprotect the form and make changes to it.
36.  Save the file.
37.  Test the form.

After you test the form, here are some questions to consider:

a. What happens if you try to enter a first name that is longer than 21
characters?

b. Did you notice the difference between the two types of underlines? (As
an example, take a look at the underlines for Address and City.)

c. What happens if you enter lowercase letters for the state abbreviation?

d. What happens if you accidentally enter text for the zip code?

e. Did you remember to test your help text (for the second part of the zip
code)?

f.  Which is easier for a user: To show or to not show the shaded form
fields?

g. Which is easier for a user: To have three form fields for each part of the
phone number or to have two form fields (i.e. one for the area code and
the other for the phone number)?

h.  What happens if you type 3 lines in the field for Special Room
Requirements? (For example: Type a few characters and press Enter.
Repeat this 2 more times.)

i. What happens if you set the row height for Special Room Requirements
to at least .4”? (For example: Type a few characters, press Enter.
Repeat this 3 more times.)
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j- What happens if you remove the exact row height from the second row
in the form and then type some text? (For example: Type a few
characters and press Enter. Repeat this 3 more times.)

38.  If you need to make any corrections or revisions to the form... Unprotect the
form, reset the form (see tip below), make the desired changes, protect the
form, and save the file.

% After you protect and test the form, you may want to make further
changes it. But first you need to reset the form back to its original
state (i.e. before you entered data into the form as a test user). To
reset the form, click the Protect button several times until the input
data is cleared from the form. Once the data is cleared and the form
is unprotected, you can resume editing the form.

39.  Add a password for the form. Don’t forget the password!!

% This method utilizes a password for the form and automatically
prevents users from unprotecting the form.

% To add a password... If the form is protected, unprotect the form.
From the menu, choose: Tools/Protect Document. At the Protect
Document dialog box, choose the type of document you want to
protect. (By default, Forms is selected.) Type a password in the
Password box. (You might want to record the password in a safe
place.) Click OK. When prompted, type the password again as a
confirmation. Click OK.

40. DO NOT save the file this time (so we don’t have a password associated with
this form).
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