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Open 01 FORM 
Sample
Take a look of those forms

FORM 1 / FORM 2 / FORM 3



Creating E-Forms in 
Microsoft Word



Open
02 CREATING TABLE

6



Try to use table to 
create your e-form



6 steps

Step 1: Show the Developer tab (Refer 1.5-p5)

Step 2: Save Form document as template (.docx format) (Refer 1.3-p3)

Step 3: Add content to the form (Refer 1.6, 1.7 - p5 to p18)

Step 4: Set or change properties for content controls (Refer 1.6, 1.7)

Step 5: Add instructional text to the form (Refer 1.7)

Step 6: Add protection to a form (Refer 1.8-p18)
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建立表單的六個步驟
步驟 1：顯示開發人員索引標籤 (1.5)

步驟 2：開啟要做為表單依據的範本或文件 (1.3)

步驟 3：新增內容至表單 (1.6/1.7)

步驟 4：設定或變更內容控制項的內容 (1.6/1.7)

步驟 5：在表單中新增說明文字 (1.7)

步驟 6：新增保護功能至表單 (1.8)



步驟 1：顯示開發人員索引
標籤 (2010版本)

1. 按一下 [檔案]索引標籤。

2. 按一下 [選項]。

3. 按一下 [自訂功能區]。

4. 在 [自訂功能區，底下按一下 [主要索引標籤]。

5. 選取清單中的 [開發人員]核取方塊，然後按一下 [確定]。



Create Content 
Control Form

11



Create Legacy 
Controls Form 
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Saving Only 
the Form 
Data

 Office button

 Word Options

 Advanced

 Preserve Fidelity When 
Sharing This Document 
section

 Mark the Save Form Data 
as Delimited Text File 
check box

Then go to save your 
document
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



儲存表單資料為
分隔符號文字檔

• Office 按鈕

• Word選項

• 進階

• 共用此文件時保留精確
度

• 儲存表單資料為分隔符
號文字檔
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Printing 
Only the 
Form Data

 Office button / File tab

 Word Options

 Advanced

 When Printing This 
Document section

 Mark the Print Only the 
Data from a Form check 
box.
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Creating User Forms 
in Microsoft Excel



Create a Macro -
VBA
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Sub Test01()

Msgbox(“Hello”)

End Sub

Sub Test01()

Inputbox(“Please input your age.”)

End Sub

• Sub means starting your procedure

• Test01() is the name of this procedure

• MsgBox() is a dialog box in Excel VBA you can use 
to inform the users of your program

• End sub means ending your procedure

• Inputbox()
• Displays a prompt in a dialog box, waits for the 

user to input text or click a button, and then 
returns a string containing the contents of the text 
box.
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Explanation



Building 
your own  
User Form

Design layout
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Step 1 : 
Open Visual 
Basic Editor
 Enable Developer Tab

 Developer tab

 Code group

 Visual Basic command
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Alt F11



Understanding 
the VB Editor 
environment

- Avoid DOUBLE-click

- Properties
- Name

- Caption
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Adobe



File open :
01 Types of interactive PDF Form 

Fields







































Distribution file for sending
Response file for tracking



Response file
















