Helpful Pointers about working in Computerized Forms

A computerized form is “locked.”  This means the only place you can move in the form is in the gray boxes.  You cannot change the form itself, while it is locked. All of the tools you need to use are on the "forms" toolbar.  Before you get started make sure that you have the toolbar for locked forms visible.  You will only need to do this once. If you do not have a forms toolbar then point at one of the double, light-gray vertical lines at the beginning of each of your tool bars above.  Once pointing at the double line, right-click.  This will give you a list of the type of tool bars accessible to you.  If there is a checkmark before it- that tool box is open and visible, if there is not a checkmark than it is not readily visible to you.  Place a checkmark in the box next to "forms" by pointing and clicking.  


This will now make the toolbar visible.  You may move it by point and clicking at it's name, dragging it to where you want it, releasing your drag when you’re where you want it to be.

When working in locked forms:

1) Save as you go, but rename it on your first save by using “save as”.

2)  To move from gray box to gray box you can hit the “tab” key or you can point and click at a gray box.  

3)  Don’t worry if things get crooked while you type, its supposed to do that.  You can clean it up after all the information is typed in.

After you have entered all of the information into the gray boxes its time to unlock the form.  

Clean up

Point and click at the “unlock” button (remember to never do this again on this document or it will erase all that you have typed).  The lock/unlock button is a rocker switch with the picture of a lock on it.  It looks pressed in when the lock is on.  Look through the document and point and click at items you need to “straighten up” and delete or add as necessary to line up the information with its heading.

Print the document.

