Instructions for editing Word form:
The form is currently set up for editing.  When the form is finalized, then only the author of the form (aka, you) will be able to alter the form itself with the use of a password.  All others will be able to fill in the "form fields," but nothing else.  

I created this form in Word 2007 and instructions are created with this version of Word.  Other versions may vary.
In order to edit the form, you will need the "Developer" option in your Word Ribbon.
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1)
Click on the Microsoft icon at the top left of Word.  

2)
A box will appear; at the bottom, select "Word Options."

3)
In the left column, there is a option called "Popular."  Click on it.

4)
A list of options will appear.  Click on "Show Developer tab in the Ribbon."  
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5)
Press "OK" at the bottom right.  Now there should be a "Developer" option in your 
Ribbon.
Using Developer
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1)
"Design Mode" must be set on.  Click on Developer, you will see an option for "Design 
Mode."  If it's not highlighted, it's not on.  Click on it to highlight/turn on.

2)
In Developer, there is a "Legacy Tools" icon that has the form fields options.
3)
Click on it; it will give you different options for what form fields you want.
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4)
The form fields you will use are:
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a)
Text Form Field  


b)
Check Box Form Field

5)
Insert the form fields into the form where you wish.

*
Using form fields in Word is different than Abode PDFs.  When a form field in Word is "full" and the person filling out the form continues to write, the form field will "push" other text and tables out of the way to make room for the form field.  


In order to give adequate room for the form fields in my form, I added indentions to the lines of text where the field forms are mixed with regular text.  This will help to allow the person filling out the form to have space to put their information without moving the forms uneditable text.  
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If you decide to edit the form before distributing, please be aware that you will need to add long indentions in order to create space for the form fields to be filled. 
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Here is a picture of the multiple indentions and the lines of text that they were created for.

Here is what I did in order to create these long indentions (I will use the line for City, State and Zip as an example):

1)
Remove the tabs that separate "City" and "State."  Have those two words together with 
your cursor between them.

2)
Press Enter, pushing "State" to the line below.
3)
Decide how much space you need for someone to fill out the form field for "City."  Then, 
with your mouse, move your mouse's cursor (not the keyboards cursor) where you wish 
"State" to be place on that line.
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4)
Double-click your mouse.  In your margins ruler at the top of the page, you will see that 
little indention symbol.  
5)
Write just one random letter to cement that indention in place.  
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6)
Put your keyboard's cursor to the next line and bring up "State."

7)
Delete that unwanted extra letter.

8)
Now your indention is set.  You can see the difference by turning on your "paragraph 
marks" icon under "Home."  The arrows represent the tabs in this unfinished line.
9)
Now, insert a form field next to "City" and "State."

10)
Bring "Zip" as close to "State's" form field as possible, and then press enter to create 
another line break to start this process over again.

11)
When finished, use the "Shapes" tool under "Insert" in your Word Ribbon to create lines 
to be placed under the form fields.

Finalizing your Form

1)
When you finish editing the form, go to Developer in your Ribbon.

2)
Turn off "Design Mode."

3)
Then go to "Protect Document" and Click "Restrict Formatting and Editing."
4)
A task pane will appear to your right:


1)
Click on "Limit formatting to a selection of styles."


2)
Click on "Allow only this type of editing in the document" and in the dropbox 


provided, click on "Filling in forms."


3)
Click on "Yes, Start Enforcing Protection."

5)
After completing step 4, a box will appear that will ask you to create a password.  Create a password, so if you change your mind about the finalized version of the form, you will be able to edit the form even after you finalized it (if you decide to edit again, you will have to turn "Design Mode" back on after putting in your password).

I hope this helps you as you edit the form for Clinical Education.

