Forms that communicate

12 The new standard in desktop forms handling

z S for electronic and paper forms




X Design a simple fax form

Rulers - position 0 is the Format Toolbar used to Main Toolbar offers a
top/left edge of the paper control text appearance variety of MS Office

. compatible buttons
Initially Office Forms

Designer will start with an

empty window | E Eﬁ:v Forms Designer [Beta 3 Belease] - [*Form1] M=l E3

Toolz Draw  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

IE

or Help,




X Design a simple fax form

I Office Forms Designer [Beta 3 Release] - [Form1] M=l E3
D File Edit BYERE [neert Format Toole Draw  Window  Help

Before you start use View — S . S
Tutorial Tips to turn on it L e (= N s

the Ti WindOW e w Po e T T = =
P =s New Fic v tdain Toolbar F|Uu{¥|D H“ K

|I:_I_ v Format Toolbar 2

H =1 tb T (u] |:||

Toolbars...
v Hulers

£00m



X Design a simple fax form

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

¢) If you don’t do
anything for 30 seconds
Office Forms will display
tips on features you
might not have found yet.

I Office Forms Designer [Beta 3 Release] - [Form1]

= File Edit “iew |nzet Fommat Tools Draw  Window Help

s EEE A = =2

Times Mew Roman = 2 =| B nh D EM =

IE

For Help,

select objects an the
form.

Both involve using the
selection t

tool on the d

toolbar. It

that loo

pointing arrow

The first method is
simply to click on the




X Desien a simple fax form

We’ll be using the Line
Drawing Toolbar to

place these objects on Text
the fax form: Fields

Graphic




X Design a simple fax form

Now we’re ready to place the first
piece of text :-

h large fon
a) Choose a la ge 1o t :H: Office Forms Designer [Beta 3 Release] - [*Form1] M= E3

b) Click the text tool | File Edit Miew |nzet Format Tools Draw  Window Help

¢) 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

For Help



X Design a simple fax form

You’re ready to put in the
4 text prompts shown.

I Office Formz Dezigner [Beta 3 Releaze] - [*Form1] [_ O] =]
a) Choose a smaller font - Y File Edt

12 point here

“iew Inzert Format Tools Draw window Help

b) Click the text tool

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

d) Finish typing each FAX Message

piece of text by clicking [ text may be t'_-,-';:ued.”
the text tool - L T

Fromu: |||IJ can thl-'rl -4|t|-'r the
e) Click and drag to pull > Date:

out the next text frame
and repeat this

|4

For Help, presz F1




X Design a simple fax form

You’ll notice that our text isn’t I Office Forms Designer [Beta 3 Release] - [Faxtutor] M=l E3
lined up properly - that’s easy | % Fille Edt iew lnset Fornat Tools [l indow Help
to correct:- el S o] v (Ewlem|  Goup
Er-:nu:; el Bltiors
a) Select all the pieces of text i joman B | 7 UhGss
you want to align, by pressing : : _ 5 ing T Frant
Shift and then clicking the left & | Gzl
mouse button on each one in :
turn. | Snap To Grid
b) Choose Draw
Align Objects




X Desien a simple fax form

The Align dialog will appear:-

Choose Left alignment




X Design a simple fax form

I Office Forms Designer [Beta 3 Release] - [“faxtutor] =] E3
W Format  Toolz:  Diraw ‘indow Help

Your pieces of text are now
aligned on the left

Set Horizontal = Left
Felative to:

1K

For Help,




X Design a simple fax form

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

¢) 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

1K

lrl ek Fllrm:lr II ol Er:'l

:I Office Forms Designer [Beta 3 Release] - [“faxtutor] =] E3

D| Eile Edit Wiew

W indiow ﬂEﬂh:l

Horizontal / Yertical
line

When this tool is
FAX Message -

will create a new ||r|l-'
To:
From: Seea also:

Aligning Ohjects
Doate: =



X Design a simple fax form

i@ Office Forms Designer [Beta 3 Release] - [*faxtutor] =] E3
Now we’ll put a picture on to | "] Eile Edit Miew Inset Fomat Tools Draw Window Help

represent our logo. O | | |
a) Click the picture tool

b) A crooshair cursor will
appear

¢) Click and drag out a
rectangular box, starting about
4 inches along and just under
an inch down.

Mote: fields ma:

be set up to y
pictures inserted in the

4
For Help




X Design a simple fax form

An Open dialog will appear - it should be set to loak
in Pictures initially at the tOp:' Loak in: 23] Animalz

a) Here we chose the “Animals” folder J oo 2] Bulwnf

@ Bulldog. wrnf

b) Then we picked Cat-leap =

@ Ch wmf

@ Criron vk

File narme;

Files of type: | AN graphics files

] : Dhlf:l” Al
D Fishd. varnf D Humpback

i3

Cancel
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