Introduction to Online Forms

Most of the forms in the Forms Library are in Microsoft Word format to allow them to be filled out online. In most cases, you can type in all of the required information, then print the form, sign it and route it. As you get more comfortable with computers and word processing, you should find that this process saves you time and effort. 

The purpose of this document is to help you get familiar with Word forms.  

Part 1: Form Fields

When you open a Word form, you may notice that you can only type in certain places. These places are called fields, and there are three types: 

· Text boxes

· Check boxes

· Dropdown boxes
Text Boxes

Text boxes are by far the most common type of field. They look like this:      , and, as you would expect, they hold text. To use them, simply place your mouse pointer on the gray box, click once, then start typing. After you have completed that field, use your Tab key to move to the next field. 

You can practice using text boxes in the following example.

Example: 

Name:      
Phone Number:      
In this case, you would click on the box following Name, then type in your name. Then you would use the Tab key to move to the next box, where you would type in your phone number. 

Important Note: Do NOT hit the Enter key after you fill in a field. Hitting Enter will simply insert blank lines below the field and may cause the form to print incorrectly. 

Although most text boxes allow you to input any kind of text (letters, numbers, punctuation, etc.), some text boxes only allow specific types of text. A box for your store number, for example, may accept only numbers. Some text boxes also limit the number of characters you can type in. These types of restrictions help prevent accidental errors and misinformation. 

Check Boxes

Check boxes are also common in online forms. They look like this:  FORMCHECKBOX 
. Check boxes are used when you are asked to select one or more options from a preset group of options. As with text boxes, you can move from one check box to the next by hitting the Tab key. To select a check box, Tab to the appropriate box, then hit the space bar. An “X” should appear in the box. To deselect it, hit the space bar again. You can also select a check box by clicking on it with your mouse. 

You can practice using check boxes in the following example.

Example: 

Education Level:

 FORMCHECKBOX 
 High School     FORMCHECKBOX 
 Some College     FORMCHECKBOX 
 4-Year Degree     FORMCHECKBOX 
 Graduate Degree 

In this case, you would only select one of the boxes. Other questions might require you to select more than one box.

Dropdown Boxes

Dropdown boxes are the least common type of field, but you will see them in the online Performance Reviews and a few other documents. They look like this:  FORMDROPDOWN 
 or this  FORMDROPDOWN 
. Like check boxes, they allow you to select from a preset group of options. Unlike check boxes, however, only one option is visible at a time. Therefore you can only select one answer. To use dropdown boxes, click on the box with your mouse. A list of options (called a dropdown menu) will appear. Use your mouse pointer to highlight the appropriate option, then click to select it. Use the Tab key to move to the next field.

You can practice using dropdown boxes in the following example.

Example: 

Status of Associate:  FORMDROPDOWN 

Overall Performance Rating:  FORMDROPDOWN 

Part 2: Macros

A macro is a set of instructions or commands that automates a task in Word. Macros have been used in some of the online forms to save you time and make the forms easier to use. A good example is the New Hire Paperwork document, which automatically fills in duplicate information, allowing you to fill out four forms at once. 

When you open a form from Pier 1 Online, you may be asked whether or not you want to enable macros. Always say Yes; otherwise the form may not work correctly. If you receive a Word document from an unknown source, however, do NOT enable macros. Better yet, don’t open the Word file at all until you have checked with the Support Center. Word files and macros are the most common means of spreading computer viruses. 

Part 3: Instructions for Using Word Forms

1. Open the form.

2. If you are asked whether or not to enable macros, say Yes.

3. The first field will be selected. If it is a text box, type in the appropriate information. If it is a check box, use the space bar to select it (if appropriate). If it is a dropdown box, click on it with your mouse, then select the correct option from the dropdown menu.

4. Hit the Tab key (NOT the Enter key) to move to the next field. 

5. Repeat steps 3 and 4 until you have completed the form. 

6. Print the form.

7. Sign the form (if it requires a signature).

8. Print a second copy for your files (if necessary).

9. Route the form appropriately.
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