ion IE=)

HOW TO CREATE A FILLABLE,

it encrypted. Malicous users can edit the

password.)
assword {optional): UNEDITABLE FORM ON MS WORD
Reenter password to confirm:
User authentication
{Authenticated owners can remove document protection. The . . ,
document is encrypted and Restricted Access is enabled.) In order to create a form with fIEIdS, you [l have to add
[ ok || cancel | the “Developer” tab to your ribbon.
choose users wha arg Filling in forms 1. Open a word document
freely edit them,
Groups: . .
Everyone 1= 2. Click on File
@B More users... 3. Click on Options
3. start enforcement : : : . f
4, A window will open up. Click on Customize Ribbon (on the left
Are you ready to apply these
settings? (You can turn them off side of the WindOW)
later)
Yes, Start Enforcng Protection . . . .
| | 5. When the window opens up, look on the right side and find

“Developer” and place a check mark in the square. Click OK. The
Developer tab should now be part of your ribbon.

HOW TO CREATE THE FORM

1. Click on the Developer tab

2. Type a title

3. Type your first item that will need to be filled in (it may be “First Name” or “Last
Name”)

4, Type in a couple of spaces.

5. Now you can add the field. You have a choice of fields. Is the person who is complete

the form going to type text in that field? Are they going to type a date? Are they going to
choose from a drop down list that you have created? Will they place a check in a box? You
choose the type of field by going to the ribbon and selecting from one of these icons

6. Each one of these icons will give you something different. Place your mouse over the
icon to read the tooltip (an explanation of what that icon does)

7. Click on the appropriate icon to create your field. Type the next item and do the same.
For example, you may have something like this:
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Last name: Click here to enter text.
First Name: Click here to enter text.

Address: Click here to enter text.

In your form, you may not want to list what the field needs to filled in with. For example, if you are
creating a form for a resume’, you may not want to have the words “First name”, “Last name”,
appear on the resume’. You will want to enter a first and last name without having those words
appear. In order to do this, you will need to explain what the field is for in the box. Instead of “Click
here to enter text” you may want to say “Enter your first name here” or “Enter your last name here”.
In other words you can customize the instruction in the box. In order to do that, you have to click

on the Design Mode icon in the Developer tab.

Aa Aa [=] & Design Mode
E EHE
MR

Controls

Be aware that while you are creating your form, you may have to switch between the Developer and
the Home tab.

HOW TO MAKE YOUR FORM NON-EDITABLE

Now that you have created your form, you will want to make it “uneditable” in other words, you will
want to create a form that cannot be changed. To do that:

1. Click on the Developer tab if you are not in it already.

2. Look for “Restrict Editing” in the ribbon and click on it.

3. A window will open up. Check the box under #2 “Editing Restrictions” (see image
below)

4, In the drop down menu select “Filling Forms”
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|| Restrict Formatting and Editing * X
1. Fermatting restrictions
[ Limit formatting to a selection of
styles
Settings...

2. Editing restrictions

Allow only this type of editing in
the document:

Mo changes (Read only) E
Tracked changes
Comments
Filing in forms
Mo changes (Read o
choose users who arg
freely edit them.
Groups:

[]|Everyane | =

Filling in forms|

&8 More users...

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

[ Yes, Start Enfordng Protection

5. Your last step is to “Start enforcement”. Click on the Yes button and provide a
password.

-

Start Enforcing Protection M

Protection method

@) Password

(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional):
Reenter password to confirm:
() User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

[ OK J I Cancel

Now your form is complete. You can email it or upload it on a web page.
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