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Initially Office Forms 
Designer will start with an 
empty window

This is the Design Toolbar 
for drawing objects on 
your form

At the bottom of the 
screen you see position 
and size information, 
about the object you are 
drawing

Rulers - position 0 is the 
top/left edge of the paper

Format Toolbar used to 
control text appearance

Main Toolbar offers a 
variety of MS Office 
compatible buttons
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Before you start use View 
Tutorial Tips to turn on 
the Tip Window



Design a simple fax formDesign a simple fax form

OfficeForms
Forms that communicate

Tutorial Tips give you 
advice as you work in 3 
ways:-

a) Right click on any 
button to get a tip on it

b) As you work tips 
appear on the commands 
and buttons you are using

c) If you don’t do 
anything for 30 seconds 
Office Forms will display 
tips on features you 
might not have found yet.
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We’ll be using the 
Drawing Toolbar to 
place these objects on 
the fax form:

Line

Text

Fields

Graphic

OfficeForms
Forms that communicate
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Now we’re ready to place the first 
piece of text :-

a) Choose a large font

b) Click the text tool

c) Put the pointer in the top left of 
where you want the text, make sure 
you are below and to the right of the 
margin guides

d) Click and drag to pull out a box 
big enough for 1 line of text

e) Release the mouse anda flashibg 
cursor will appear

f) Type “Fax Message”

g) Click elsewhere on the page to 
finish
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You’re ready to put in the 
4 text prompts shown.

a) Choose a smaller font -
12 point here

b) Click the text tool

c) Click and drag to pull 
out the frame for the first 
piece of text

d) Finish typing each 
piece of text by clicking 
the text tool

e) Click and drag to pull 
out the next text frame 
and repeat this
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You’ll notice that our text isn’t 
lined up properly - that’s easy 
to correct:-

a) Select all the pieces of text 
you want to align, by pressing 
Shift and then clicking the left 
mouse button on each one in 
turn.

b) Choose Draw 
Align Objects
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The Align dialog will appear:-

Choose Left alignment
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Your pieces of text are now 
aligned on the left
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Now we’ll place a horizontal line 
on the form:-

a) Click the top line tool

b) Click on the form beneath and 
to the left of “Date”, where you 
want the line to start

c) Drag the mouse right across to 
the far right of the page - the 
screen will scroll as you go.

d) Release the mouse button at 
the far right
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Now we’ll put a picture on to 
represent our logo.

a) Click the picture tool

b) A crooshair cursor will 
appear

c) Click and drag out a 
rectangular box, starting about 
4 inches along and just under 
an inch down.
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An Open dialog will appear - it should be set to look 
in Pictures initially at the top:-

a) Here we chose the “Animals” folder

b) Then we picked Cat-leap
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