SUITE Forms Help Guide
1. ADDING TABLE ROWS

· You can add Table Rows by either:

1. Tabbing from the last cell in the table (WORD 2003 and 2010)
-OR-
2. Highlighting the row you want to insert a row above > Right Click > Insert Rows (WORD 2003)
-OR-
3. Highlighting the row you want to insert a row above or below > Clicking the Table Toolbar option > Click Insert > Rows Above or Rows Below (WORD 2003)

-OR-
4. Highlighting the row you want to insert a row above/below > Right Click > Insert > Insert Rows Above or Insert Rows Below (WORD 2010)
-OR-
5. Highlighting the row you want to insert a row above/below > Click Layout Tab within Table Tools Ribbon > Click Insert Above or Insert Below within Rows and Columns Section (WORD 2010)

2. COPYING A TABLE
· You can Copy a Table by:

1. Clicking the move handle ( [image: image1.bmp] ) in the upper left-hand corner of the table (to highlight the table) > Right Click + Copy > move your cursor to the location you want to copy the table in your document > Right Click + Paste (WORD 2003 and 2010)

3. DRAFT WATERMARK
You can no longer add/remove a Draft Watermark by clicking on the [image: image2.png][ Add DRAFT WM.



 AND [image: image3.png][ElRremove DRAFT WM



 Toolbar Icons.

· They can now be added/removed by:
1. Clicking File > Print > Properties (WORD 2003)
2. Clicking the Printer Properties (WORD 2010)

4. INSTRUCTIONS
You can no longer Toggle the Blue, Italicized, “Hidden” Instructions on/off while viewing a document on the screen by clicking on the [image: image4.png](H1Hide Blue Text.



 AND [image: image5.png]® show Blue Text



 Toolbar Icons.

· They can now be turned on/off by selecting the ‘Hidden Text’ box under:
1. Tools > Options (WORD 2003)
2. File > Options > Display (WORD 2010)

You can no longer Toggle printing/not printing the Blue, Italicized, “Hidden” Instructions by clicking on the [image: image6.png]&) w/Blue Text



 OR [image: image7.png]B with Blue Text



 Toolbar Icons.

· They now can be printed by selecting the ‘Hidden Text’ box under:
1. Tools > Options > Print (tab) (WORD 2003)
 -OR-
2. File > Print > Options (button) (WORD 2003)
3. File > Print > Page Setup > Print Options > Display (WORD 2010)

5. SPELLING / GRAMMAR CHECKING
You can no longer check Spelling/Grammar by clicking the [image: image8.png]" Check Speling



 Toolbar Icon.

· You can now check Spelling/Grammar by:

1. Clicking the Spelling and Grammar Icon [image: image9.bmp] on the Standard Toolbar (WORD 2003)
2. Clicking [image: image10.png]4

Speling &
“Grammar



 on the Review Tab (WORD 2010)
6. TEXT FORM FIELDS (GREY BOXES)
You can no longer add a Grey Text Form Field by clicking the [image: image11.png]PTY Add Text Input Field



 Toolbar Icon.

· It is recommended that these not be used, unless necessary.  If it is necessary, they can now be added by:

1. Clicking the Text Form Field Icon [image: image12.bmp] on the Forms Toolbar (WORD 2003)
2. Clicking within the Legacy Tools on the Developer Tab (WORD 2010)

You can no longer tab from Grey Text Box to Grey Text Box throughout the document.  

· You can now only tab from Cell to Cell within a table (WORD 2003 and WORD 2010).

7. TOTAL FIELDS

You can no longer update the Table Total fields by clicking on the [image: image13.png][ Update Cost Total



 OR [image: image14.png][l update Totals



 OR [image: image15.png]14 Update Totals



 OR [image: image16.png]14 Update Al Fields



 Toolbar Icons.
· You must now either:

1.  Double Click the Zero (or Single Click a Blank Field) and manually enter in your total (WORD 2003 and WORD 2010)
-OR-
2. Set up the Total fields with Formulas (steps to do this will not be described here, as this feature would typically be utilized by more experienced WORD users)
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SUITE Form Items Removed / Changed

1. Removed - All Toolbars.

2. Removed - All Macros.

3. Removed - All “Template” functionality.

4. Removed - All “Click HERE and Type” for data entry.

5. Removed - All “Click HERE and Type” and “Tab to Add Rows” from tables.

6. Removed - Links at the top of the first page.

7. Removed - Table of Contents (TOC).

8. Removed – Drop-down form fields.
9. Removed – Check Boxes (converted to table fields/cells).
10. Removed – Grey Text Form Fields (unless relevant to remain in the form).
11. Changed – Instructions and Descriptions moved to the end of each form (unless relevant to remain in the form).

12. Changed - Templates (.dot) to Documents (.doc).

13. Changed - Documents will remain “Unlocked” at all times.

14. Changed - Document Font from Times New Roman to Calibri.

15. Changed - Document Footer to: Document Name on the Left, Number of Pages (x of x) in the Center, and the Document Number (including Creation/Revision Date) on the Right).

16. Changed - Must now update/manually enter Table Totals individually.

Toolbar Icons

Old Functionality / Removal Impacts
a. [image: image18.png][l Add or Delete Sections.



 – Unlocks a Template
Documents will remain “Unlocked”

b. [image: image19.png]B Retumn to Text Entry.



 - Locks a Template

Documents will remain “Unlocked”

c. [image: image20.png]\ Update TOC



 -  Updates the Table of Contents

TOC have been removed

d. [image: image21.png](H1Hide Blue Text.



 AND [image: image22.png]® show Blue Text



 - Toggles the Blue, Italicized, “Hidden” Instructions on/off while viewing a document on the screen
Instructions and Descriptions, unless relevant to remain in the form, have been moved to the end of the document.

They can be turned on/off by selecting the Hidden Text box under:
i. Tools > Options (WORD 2003)
ii. File > Options > Display (WORD 2010)

e. [image: image23.png]&) w/Blue Text



 OR [image: image24.png]B with Blue Text



 - Prints Blue, Italicized, “Hidden” Instructions / Text
If the Form Instructions need to be printed, they can be, by selecting the Hidden Text box under:
i. Tools > Options > Print (tab) (WORD 2003) -OR-
ii. File > Print > Options (button) (WORD 2003)
iii. File > Print > Page Setup > Print Options > Display (WORD 2010)

f. [image: image25.png]73 Add Lesson Learned



 - Adds a new Lesson Learned Table (PMM-18)
If needed, the table can be manually copied

g. [image: image26.png][ Add Feedback Block



 - Adds a new Feedback Table (PMM-19)
If needed, the table can be manually copied

h. [image: image27.png]= Add Approval Rows



 - Adds an Approval Row to the Signature Table
If needed, this can be done by:

i. Tabbing from the last cell in the table (WORD 2003 and 2010)

i. [image: image28.png][ Add DRAFT WM.



 AND [image: image29.png][ElRremove DRAFT WM



 - Adds and Removes a “DRAFT” Watermark
If needed, one can be added/removed via:

i. Clicking File > Print > Properties (WORD 2003)
ii. Clicking the Printer Properties (WORD 2010)

j. [image: image30.png]" Check Speling



 - Checks Spelling and Grammar
If needed, this can be done by:

i. Clicking the Spelling and Grammar Icon [image: image31.bmp] on the Standard Toolbar (WORD 2003)
ii. Clicking [image: image32.png]4

Speling &
“Grammar



 on the Review Tab (WORD 2010)
k. [image: image33.png]PTY Add Text Input Field



 - Adds a Grey Text Input Field, usually to a Table
If needed, one can be added by:

i. Clicking the Text Form Field Icon [image: image34.bmp] on the Forms Toolbar (WORD 2003)
ii. Clicking within the Legacy Tools on the Developer Tab (WORD 2010)

l. [image: image35.png][ Update Cost Total



 OR [image: image36.png][l update Totals



 OR [image: image37.png]14 Update Totals



 OR [image: image38.png]14 Update Al Fields



 - Updates Table Totals
If needed, the Total Field(s) will either need to be:
1. Manually added/entered -OR-
2. Set up with Formulas
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