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Creating Forms in MS Word: An Introduction
It is possible to create both printed forms and interactive forms in Microsoft Word. This document shows how to create an interactive form in Word that allows the user to enter information in form fields and save the completed form as a Word document. This document is an MS Word form. You can select TOOLS, UNPROTECT DOCUMENT to remover the forms protection.
1. Step one is to open a blank document in Word as you normally would do. Enter the title of the form and the instructions much as presented above. Be sure that you have made the Forms tools visible and accessible – use VIEW, TOOLBARS, FORMS to accomplish this necessary step. The forms tools are shown below. From left to right, they allow you to create a text entry box, a check box, a drop-down form field, set options for a field, draw a table, insert a table, insert a frame, shade a form field, reset form fields, and protect the form (allows entries only into form fields). This brief introduction will only cover the first four items on the left-hand side of the toolbar. It is possible to do much more with forms in Word, including creating Web-based forms. The intention here is just to cover initial basic information.
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2. Step two in this introduction is to create a text entry field that allows the user to input text into the field. First locate the cursor where you want the field to appear and then click on the text form field icon -  ab|  . A shaded box will then appear where you have placed the cursor as indicated here:        . 
If you then click on the shaded box and click the 4th options icon it will no longer be faded as in the above toolbar and allow you to control the length and format of the text. The default is to allow open text of any length to be entered as that is most commonly used option.

3. Step three is to create a check box entry. First enter the options you wish to allow respondents to check as in the example below. The options for the check box field allow you to control the size of the box and whether there should be a default entry. 
I have used the following features in Word:

a. Templates

 FORMCHECKBOX 

b. Styles

 FORMCHECKBOX 

c. Track Changes
 FORMCHECKBOX 

d. Forms

 FORMCHECKBOX 

e. Headers

 FORMCHECKBOX 

f. Macros

 FORMCHECKBOX 

g. Tables

 FORMCHECKBOX 

h. Fields

 FORMCHECKBOX 

4. Step 4 is to create a drop down entry. This is the most complicated thing involved in this introduction and requires the use of the form field option icon. As you did with the check box field, create the items you wish you have followed by a drop down form field. These fields are especially useful for likert-like item responses. The example below includes options for the respondent to reply with Disagree, Neutral, or Agree. 
To the right of the first item, enter a tab and then click on the drop-down icon (3rd one from the left on the toolbar bar shown above). A shaded box will then appear. Next, put the cursor on that box and click on the option icon (4th one from the left on the above toolbar). This is where you will enter your options. 
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In the top left box (Drop-down item:), enter each item you wish to appear as a choice. You might enter a first item to indicate that options are available. In the example below, I have entered the following four items:  ‘Options’, ‘1. Disagree’, ‘2. Neutral’, and ‘3. Agree’. You can use the Items in drop-down list to move items around if necessary. While you are creating the form in unprotected mode, only the first item will appear in the shaded box. When the form is protected and the field entry item selected, a drop down arrow will appear to the right of the first item. The final item in this introduction covers protecting the form and saving responses.
a. I can now create simple forms in Word.
 FORMDROPDOWN 

b. I will never attempt to create forms.
 FORMDROPDOWN 

c. Creating forms is easier than I thought.
 FORMDROPDOWN 

d. This introduction as not helpful.

 FORMDROPDOWN 

5. The final step in this introduction is to save the newly created form and then test it in protected mode. Save your form with a meaningful filename per usual. Then, select TOOLS, PROTECT . You will see a menu appear to the right of your document like the following:
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By the way, I selected FORMAT, PICTURE, LAYOUT, TIGHT, LEFT to enable text entry to the right of the protect document figure. 

You will probably not use formatting restrictions. 

It is essential to identify the editing restrictions you wish to enforce – in this case, you should select FILLING IN FORMS from the drop down menu in #2.

You can then click the ‘YES, START ENFORCING PROTECTION’ button. When you have done so, another window will appear to allow you to specify a password to allow only those knowing the password to remove protection (UNPROTECT on the tools menu).
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This time I used FORMAT, PICTURE, LAYOUT, TIGHT, RIGHT to locate the picture of the password protection window to the right of this text. It is generally recommended to create a password that you will remember if you wish to keep others from changing your form and limit use to responses only. I have protected this document but not created a password in order to allow you to play with it as you like.
You are now a certified Microsoft Word forms creator. 

Remember our motto here at Forms-R-Them: Forms are made for fools like us by IRS which loves a fuss.
