
 

 

 

 

 

 

 
   

 

 

 

 

Word 2007  

Forms 
 

You can create a form in Microsoft Office Word 2007 by starting with a template and 

adding content controls, including text boxes, date pickers, and drop-down lists. Other 

people can use Office Word 2007 to fill out the form on their computer. In an advanced 

scenario, any content controls that you add to a form can also be linked to data. 
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What are Forms? 
If you've ever worked on a project that involves collecting data from a group of people, 

you've probably designed a form using Word.  Although a Word form is easier to 

distribute and use than a paper form, users will often print the form and send it back with 

handwritten information that may not be easy for you to read.  In other cases, users may 

change the layout of your form to accommodate the information that they enter. 

 

Forms allow you to add form design and add elements such as text boxes, checkboxes, 

and crop-down menus.  Once you’ve inserted these elements, your users can enter their 

data and save the form, and return it to you in hard copy or attach it via email.  The result 

is a form that’s easy for everyone to use. 

Creating Form 
Before you can begin creating forms, you must be able to access the form s toolbar which 

is not under the Developer tab.   You  must turn on the Developers tab in Word Options. 

 

1. Click the Microsoft Office Button, and then click Word Options.  

 

2. Click Popular. Select the Show Developer tab in the Ribbon check box, and then 

click OK. 

Note   The Ribbon is a component of the Microsoft Office Fluent user interface.. 

 

3. . To display a toolbar, press ALT and then SHIFT+F10. 

 

Word 2007 Design Mode (Developer Mode) 

The new Design Mode allows you to quick insert form elements and text label into you 

document.   The content control are written in  Visual Basic and should only be use if you 

have programming experience. 

 

1. On the Developer tab, in the Controls group, click Design Mode, and then click 

where you want to insert a control. 

 

 
 

2. Add form fields for text boxes, check boxes, and drop-down lists. 

3. In the document, click where you want to insert the form field.  

 

CheckBox
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Legacy Forms Toolbar 

For the non-programmer the Legacy Forms Toolbar is the easiest method.  This is a same 

forms toolbar from Word 97-2003.  You can access it from the Developer tab in the 

Controls group section. 

 

 
 

 

 

 

 

 

 

If you are verse in forms on previous version of Word, then this Legacy Forms Toolbar 

should be familiar to you.   After inserting each form election, click on the Properties 

button.  97-2003 type dialog box will allow you the change the form element properties.  

Form Element  

Adding form elements to your document is easy.   Once the Forms toolbar is visible, you 

can add form elements to your document.  Word allows you to insert three kinds of form 

fields: 

  

Text Form Fields allow the users of your form to enter any kind of text, 

including contact information and descriptive information. 

 

 Check boxes allow your users to answer a question by 

selecting one or more options from a set of responses.  Check boxes also allow users to 

supply a yes or no answer to a question on your form. 

 

Drop Down From Field allow your users to answer a question by selecting one 

option from a set of responses. 

 

 

Legacy Forms 
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Insert a frame around  the form  element. 

 

Form Field Shading  

 

Reset Form Field 
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Insert a fill-in field where users can enter text 

Do any of the following: 

 

1. Position the insertion point to the place you want. 

 

2. On the Developers tab, Control group, click Legacy Tools. 

 

 
 

3. On the Forms toolbar, click Text Form Field   

4. Click the in the text field, then click the Control Properties button or Double-

Click on the field.  The dialog box will appear: 
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Exercise - Insert a fill-in text field 

Click to place the insertion point at the location in your document where you’d like to 

insert your new text field. 

 

1. On the Developer tab, in the Controls group, click Legacy Tools. 

2. Click Text Form Field. In the Controls group, click Design Mode, and then do 

any of the following: 

3. Type “Name: “  

4. To add a line under the field, select the field, and then click Underline in the Font 

group on the Home tab. 

5. To limit the amount of information a person can type in the field, set a maximum 

width by selecting the field, clicking Properties in the Controls group, and 

entering a value under Maximum length.  

6. To make the field look as long as its maximum length of 28 , add instructional 

text by clicking Properties in the Controls group, and typing text, such as Type 

your first name here, under Default text. 

 

 

 

Insert a Drop Down Menu 

 

 

 

On the Developer tab, in the Controls group, click the Drop-Down List .  

Select the content control, and then on the Developer tab, in the Controls group, click 

Properties. 
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To create a list of choices, under Drop-Down List Properties, click Add. 

Type a choice in the Display Name box, such as Yes, No, or Maybe.  

Repeat this step until all of the choices are in the drop-down list. 

 

 

Exercise – Drop Down Menu 

1. On the Developer tab, in the Controls group, click the Drop-Down List .  

2. Select the content control, and then on the Developer tab, in the Controls group, click 

Properties. 

3. Add the following: 

4. Sacramento, CA (Click the Add button) 

5. North Highland, CA (Click the Add button) 

6. Antelope, CA (Click the Add button) 

7. Orangevale, CA (Click the Add button) 

8. Elk Grove, CA (Click the Add button) 

9. Rocklin, CA (Click the Add button) 

10. Roseville, CA (Click the Add button) 

11. Other  (Click the Add button) 

12. Click OK. 
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Reordering items in a drop-down menu 

  
 

Click Properties or double-click on the drop down field. 

 

 

 
 

 

 

 

Insert a Check Box 

 

 Male  Female 

 

1. On the Developer tab, in the Controls group, click Legacy Tools. 

2. Click Check Box Form Field.  

3. Type a space, and then type a label for the check box. 

4. To remove the shading from the check box, click Legacy Tools, and then click 

Shading. 

 

 

Test Form Field Properties 

 
 

Click Properties in the Controls group 

 

  

Click to move up or 

down. 
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Adding instructions to each form element 

In addition to clear instructions in the layout of your form, you can also add short 

instructions to each form element.  These instructions will pop up in a separate window 

when a form user presses the F1 key on his or her keyboard after clicking on a form 

element. 

 

To add instructions to a form element: 

•  Double-click on the form field to display its Options 

window. 

•  In the lower left corner of the Options window, click on the button labeled 

Add Help Text… 

 
 

 

Adding F1 Help 

 

In the Form Field Help Text window that appears, click on the tab labeled Help Key (F1) 

.  

Enter help text 

here. 
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Click on the option button labeled 

Type your own 

. 

•  Enter the text of your instructions in the box beneath the option button.  

•  Click OK to save the instructions, and OK again to close the Options window 

 

 

 

 

 

To Test Your Form 

 
 

Open the form that you want to lock so that it can be filled out. On the Developer tab, in 

the Protect group, click Protect Document, and then click Restrict Formatting and 

Editing. 

 

In the Protect Document task pane, under 2. Editing restrictions, select the Allow only 

this type of editing in the document check box.  Click on the  to view list box. Select 

Filing in forms. 

 

 
 

In the list of editing restrictions, select Filling in forms. Under Start enforcement, click 

Yes, Start Enforcing Protection.   If this is grayed out, click on Design Mode to turn it 

off. 
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To assign a password to the document so that only reviewers who know the password can 

remove the protection, type a password in the Enter new password (optional) box, and 

then confirm the password. 

 

 

Exercise - Create a simple form 

 

Ok, with the preliminaries out of the way, let’s create a simple application form. Before 

you jump right into creating the form, you should put together a list of the fields you plan 

on using on the form and identify what kind of form field should hold the data. 

 

These are the fields we’ll use for this simple form: 

 

 

Computer Class Evaluation 

 

Date (text) 

 

Course Name:  (text) 

 

Your Skill Level ( 1 = poor  to 5 = expert) 

1  2  3  4  5  

Objective 

 

 Learn skill for work 

 Prepare for career change 

 Learn for personal use 

 Other 

 

Curriculum Evaluation 

1-seldome 2- somewhat 3-average  4-mostly 5- strongly agree 

 

The course material was appropriate for my needs. 

1  2  3  4  5  

 

The course material was organized logically 

1  2  3  4  5  

 

The examples in the manual helped me understand the material. 

1  2  3  4  5  
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The practice exercise helped me improve my skills. 

1  2  3  4  5  

 

 

Overall, how satisfied are you with the course. 

1  2  3  4  5  

 

I have learned new knowledge and skill from the course. 

1  2  3  4  5  

 

I will be able to use the skill in my work. 

1  2  3  4  5  

 

What instructor effectively in presenting the material. 

1  2  3  4  5  

 

Instructor use time effectively. 

1  2  3  4  5  

 

Instructor explains lesson concepts. 

1  2  3  4  5  

 

Instructor able to answer students questions. 

1  2  3  4  5  

 

Instructor has a good attitude and is patient. 

1  2  3  4  5  

 

 


