How to Create a Protected Form
Educators frequently create forms they want to share with colleagues. However, once people start using the forms they sometimes accidentally erase or edit portions of the form. To avoid this problem you can create a form where the basic fields (titles that identify the type of data to be entered) are protected. Users complete a protected form by using the tab key to move from one field to the next. In this type of form you can enter predefined kinds of information, for example: text, checkmarks, or selections from a dropdown menu. This stepsheet walks you through how to create a protected form.

Step 1—Add the Developer tab to your Ribbon view
1. Open Microsoft Word.

2. Click the Microsoft Office Button [image: image15.png]B2 esion Made
R Properties

[

str



 and click the Word Options button at the bottom of the pane that appears.
3. Click Popular.

4. Select the Show Developer tab in the Ribbon check box, and click

OK.

Step 2—Open the document you wish to use as the basis for your form
1. Click the Microsoft Office Button [image: image2.png]


 and click Open.
2. Use the window that appears to navigate to the file you want to use and double click on the name of the file to open it. For this activity, open the file you downloaded called sampleformpvnc.
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3. Click the Microsoft Office Button [image: image4.png]


 , and click Save As.
4. In the Save As dialog box, give the document a new name, and click Save. For this practice session, replace ‘pvnc’ your first name at the end of the current file name (e.g., sampleformsusan)
Here is the form you will work with now:
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This practice form includes several different ways for users to add information.
Step 3—Add form fields (content controls) to the form
In this step you will add the Content Controls. In Step 4 you will format them.
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1. Click the Developer tab to view the Developer ribbon.
2. Click Design Mode in the Controls section of the ribbon. 
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Click to place your cursor right after the colon next to Student Name. Press the Space Bar one time. 
4. Click Rich Text (see figure to right).

5. This field is done for now.
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Click to place your cursor right after the colon next to Date. Press the Space Bar one time. 
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7. Click Date Picker (see figure to right).

8. This field is done for now.
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9. [image: image13.png]


Click to place your cursor right after the colon next to School. Press the Space Bar one time. 

10. Click Combo Box (see figure to right).

11. This field is done for now.
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12. Click to place your cursor right in front of Morning in the Time of Day cell of the form. Press the Space Bar one time. 

13. Click Legacy Tools and then click Check Box in the window that appears (see figure to right).

14. Move the cursor to right in front of Afternoon and repeat step 13.

15. This field is done for now.


16. Click to place your cursor right after the colon next to Behaviours Observed. Press the Space Bar one time. 

17. Click Legacy Tools and then click Text Form Field (see figure to right).

18. This field is done for now.

19. Save your file.

Your sample form should now look like this:
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Step 4—Format and customize the form


1. Click the Developer tab to view the Developer ribbon.

2. Click Design Mode in the Controls section of the ribbon. 

When the following edits are made, your Sample Form will look like this:
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Click and edit the text in the following content controls:
3. For Student Name, change Click here to enter text to Click here to enter first and last name. Double click on text and type first and last name.

4. For Date change Click here to enter a date to Click down arrow to select the date.
5. For School, change Choose an item to Click down arrow and select school name.
6. For Behaviours observed, double click the text box and add the following text, Triple click here to enter notes, in Default text: (see figure to right).

7. Leave Maximum length: set on Unlimited.

8. Click OK.

9. Click Design Mode to turn it off.

Customize the Combo Box by adding the items that will appear in the list.

10. Click the Combo Box by School. 
11. Click Properties in the Control group. 


12. Click Add… and type School A for Display Name. Don’t enter anything under value (it will automatically show the Display Name you type in).

13. To add more items, click Add and enter the next option. Go ahead and add School B, School C, School D.

14. Click OK.

15. Save your file.

Step 5—Protect the form


1. On the Developer tab, in the Protect section, click Protect Document.

2. Click Restrict Formatting and Editing. 
3. This opens a Restrictions pane on the right side of the Word window.


4. Under Editing restrictions, check Allow only… and choose Filling in forms from the dropdown list. 

5. Click Yes, Start Enforcing Protection.

6. You will be prompted to add a password. For this activity, leave it blank. 

7. Save your file.

8. To use the file during an observation, open the document you’ve just completed, Save As… to change the name so your original stays unchanged, and click on each field to complete it. Save the finished form.
Note: When you create forms for distribution, you may want to make it password protected. However, if you forget the password, you will not be able to edit the original document.
SJ Brooks-Young Consulting
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