Integrating Computers into Learning Activities and Demonstrations

Level LBS 3

Filling Out Forms on a Computer

Goal: Comfortably navigate and fill out forms on a computer
Learning Outcomes: After completing this section, the student should be able to:

Open a form in either Excel or Access

Understand “fields” concept

Understand how to move from one entry field to another
Use different methods to fill in fields

Save the completed form

Contents:

How to start a program.

How to open a form.

Moving through a form using the keyboard
Moving through a form using the mouse
Filling in Fields

Saving the file

Hands on Forms Tutorial

On your Own!

Microsoft Logos and all screens captured by permission of Microsoft



There are a number of different times you will be called upon to fill in forms on the
computer. It is imperative that you are comfortable with the different procedures. We
will look at a number of different methods including:

Filling in a pre-designed form created in Word, Excel and a form to set up an email
service on the Internet.

Word:

Many people do not realize that Word comes with a number of templates and Wizards
to help you set up a document. These Templates and Wizards enable you to create a
professional document. The Wizard itself contains “forms” for you to fill out to
personalize the document to you. To use the Wizards:

Click on File
Click on New

(Note — this is not the same as using the New Document button on the Tool
Bar.)

You will be presented with a dialog box, similar to the example:

Different Types of Documents available

to vou.
Hew [ 7] |
Basic General I Letkers & Faxes | Memos I Cther Documents I Web Pages I
document [ e ==
forms # w| w] —
— Preview
iank clairn Farm LiFekirne Yy reqular
IoCUme Annuity .. document

Preview not available,

—Create Mew
" Document 1 Template

QK I Cancel

Click on the Tab Memos

The important thing to note is that there are two methods of using the pre-designed
forms.

1. Using one of the templates OR

2. Using a Wizard
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You can easily identify the wizard by the “magic wand” on the icon

Template

Wizard

Hew |
iGeneral | Lethers & Faxes| Memos |0ther Dacurents I Web Pages I
P s o[Feg ey
__________ o) © 5
Conkemporaryi Elegant Memo  Memo Wizard  Professional
........... Mema Mema
Select an icon ko
SER A preview,
—i_reake MNew
& Document € Template
] Cancel
fééu Using Word’s Wizard to create a Memo.
You should have Word open
1. Click on File
2. Click on New
3. Click on the Memo Tab
4. Click on the Memo Wizard
5. Click on OK
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You will be presented with this dialog box:

Memo Wizard

Memo Wizard

:au“"t]es Thiz wizard creates a memo that 12 talored
e steps

that willpbe Title to yvour preferences.

followed. ||]

Heading Fields

Recipient
Closing Fields
Header [Footer

Finish

@ | Cancel | ........ M Ext ..... } Einish |
If you make a mistake, Move through the When it is
click Cancel steps complete

6. Click on Next. You are asked to choose a Style.

Memo Wizard
Shart Which style would you like?
Style O ey @ e Radio Button
Title

HEial:"I'u;] Fields

Recipient

1g Fields

Header iFooker

Firish

@ Cancel ‘ < Back ‘ Tt = | Finish
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We will change to Contemporary, by clicking on the Radio button,
then Click on Next.

The next dialog box asks if you would like to use a title, or if you
would like to use a preprinted form. We will simply click on Next.

Memo Wizard

Do you want to include a title?

v Yes, lse this bext:

|| nteraffice Memao

" Mo, Il use my own mema Faorm,

Heading Fields

R.ecipisnt
Closing Fields
Head

Finish

@ Cancel ‘ < Back | Mext = | Fimish

You are now presented with a number of options to “fill in”. If you
want to include the date, who it is from, subject line and/or priority,
you will need to click on the features you want. (If you want them
included a v' needs to be in the box )

Memo Wizard

Which header items do you want to include in

Start
your memo?

Skyle ¥ Date |0ay18/2001

Title Iv From |‘ﬁ:uur Mame goes here

Heading Fields ¥ Subject | The subject goes here

Recipient [ Priority

losing Fields

Header [Fooker

Finish

@ Cancel | < Back | Mext = | Finish
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10.

11.

12.

13.

We will include all items except Priority. Now, click in the box
where the date appears. Press the TAB key on your keyboard
twice. This should highlight the name box. If it is not your name,
type in your full name correctly.

Press the TAB key two more times. This will position your cursor in
the Subject box. Type in the subject : Investing then click on Next.

The new dialog box is asking who is to receive this memo. In the
To Box, type Lorie Johnson, then click Next

Memo Wizard

Who should receive this memo?

Address Book, ..

¥ To |Lorie Johnson
Title

Heading Fields

Recipient

Closing Fields

Do you want a separate page for your
distribution list?

Firish ™ Yes

(:NQ

@ Cancel | < Back ‘ Mext = ‘ Finish

You are now doing some fine-tuning on the Closing. We will just
click on Next.

Memo Wizard

Which closing items would you like?

Shyle [ riter's initials: : |

Title [~ Typist's initials:
Heading Fields ™ Enclosures:

Recipient [~ Attachments

Closing Fields

Header /Foo

Finish

@ Cancel | < Back | Mext = | Firish
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14.  This final Screen, deals with information in case your memo is
more than one page long. Ours is not, so click on Finish.

Memo Wizard E

Which items would you like in the header after
the first page?

I Date;

Title v Topic: IInteraFFice Memo; Investing

Skart

Style

™ Page Mumber
Heading Fields

Recipient
pien Which items would you like in the footer for all

pages?

Closing Fields

v Dake
Header/Footer
v Confidential

Finish ¥ Page Mumber

@l Cancel | < Back | et = | Einish

15.  Your Memo is created and is on the document screen. The Office
Assistant, help may appear. If you needed any of the items he
presents, you could click on them, for our purposes, Click on
Cancel.

- Iﬁ L % " | Do more with the memo?

@ Change header or Footer

@ Change memo style

@ send the memo to someone

@ Get Help on Something else. ..

mier]

@ Cancel

by o~

Date: —= 02018520011
To: —= Lorde Jobwwond]

Cc: —= [- Clickhere shd-tppe-names-- 1
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16. We want to fix up this document. Scroll down in the document
using the scroll bar along the side, until your screen can see this
portion of your text:

Diate: —= 09512220010

To: —= Lorie Johrwond]

We did not CC . p Co: —= [ Clickhere snd type-names- |-
anyone, so we want

. Frorn: —= st Brerlavba chy
to delete this text U e

RE: — Bmestingf]
This is where the >

actual memo will be PBLEL B T S SO e T S |
typed. i

17.  First, we want to delete the CC item. CC means Carbon Copy. If
you were sending one person a memo and a “copy” to someone, it
is called a CC.

Click in the area where it says [Click here and type name].

Press the Delete key on your keyboard.

18. Now, we want to type in our memo.

Click in the area where it says [Click here and type your memo
text].

It will become highlighted. You can begin to type. Type in the
following text:

We are pleased to advise our staff that we have put into place a
new investment policy. Anyone who wishes to purchase shares in
our company can fill in the forms and an automatic pay deduction
will begin as soon as the next pay.

This allows our employees to take advantage of our excellent
return on investment AND become a shareholder in the company.
Please take the time to fill in the forms, which will appear in your
mailbox.

19. Print this memo.
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Using Excel’'s Templates to create an Invoice

Excel comes with a few pre-designed templates for your convenience. These are in
essence “forms”. We will open one and fill it in. We will then save it and print it.

You should have Excel open

1. Click on File

2. Click on New

3. Click on the Spreadsheet Solutions Tab.
Hew ﬂ E
General Spreadsheet Solutions |
= X
Yillage Presview
Software
et COMPANY NA
m\; Company Address
Hare Cty, Gtale IIF Cade
Phona Numbar fae Fax Mumba
Custesuer
e
City Elate
P han &
oK I Cancel
4. Click on the Invoice Icon
5. Click on OK. A dialog box warning you about Macros containing viruses will
appear. Simply click on Enable Macros.
Microzoft Excel
The workbaok you are opening contains mgcros.
Some macros may contain viruses that cold be harmful to vour computer,
If vou are sure this workbook is from a trgeted source, click
'Enable Macros'. IF you are not sure and want ko prevent
any macros from running, click 'Disable Mafros'. Tell Me More |
W always ask before opening workbooks buith macros
v
Enable Macros Do Mot Open
SSFC

-8- D.Berlenbach



6. An invoice will appear on your screen.

Some Tips

The Invoice form tracks invoices you send to customers. Before you fill out the

Invoice sheet, fill out your company's name, address, tax information, and shipping
charges on the Customize Your Invoice sheet. .

[ b |

OM PANY NAME Invoic
B 0] i3 ® [mpany Address

 State ZIP Cod
L4 ] [ ey o
——

ne Mumber fax Fax Mumber

Customer
Matmne Date
Address Order M
City State IIP Fep
Phaone FOB
Oy Description Unit P

Click on this tab to
Customize Your B B b A
Invoice sheet.

To get back to the

== : - . invoice, click on the
P ustomize Your Invaoice ‘}\Invmceﬂz Invoice Tab
Feady

On the Invoice sheet, fill out customer information, the products or services
being invoiced, and payment details.

To assign your own number, type the number in the cell to the right of Invoice
No.

For more information about filling out the form, rest the pointer over the cells
with small red triangles.

To print a form, click the Print button on the Standard toolbar. The correct print
range is set automatically.

7. To fill out the Company name. Click on the Customize Your Invoice sheet

Type Company Information Here... h

Caompany Mame |Dianne's Computer Sare Phone |749-25350
Address |Brealey Drive
City | Peterbaorough
Province .I_S‘tate
| ZIP Code [ZIF Code

You can click in the Name and type in Your Name’s Computer Store.

Click in the fields for Phone Number, address, and city.
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For the province and postal code, you need to click in the “grey” area to change the

word State to Province and Zip Cod to Postal Code. You can also click on the “grey”
area which says Fax and delete it. Then you can type in the information to resemble
the example:

Dianne's Computer Store  ivoicenol 1
Brealey Crive
Peterborough, Ortario KAH 272 Customize. .. |

749.5530
INVOICE =—

8. Click back onto the Invoice Tab, Note, once you fill in the Company
Information tab, it will disappear. (Do not be concerned if you made a mistake,
this is only a trial exercise!)

9. Click in the Box to the right of the word Invoice. Type in 3456A.

10.  Click to the right of the word Name under Customer:

Customer
Mame | 1
Addrezz
City State ZIP
Phone

11. Type in the customer name: Jonathon Livingston
12.  Press Enter. This will place you at the Address. Type in: 123 Here
13.  Press Enter. This will place you at the City. Type in: Port Hope

14.  Press the TAB key on your keyboard. This will place you at the word State:
Type in Province.

15. Press the TAB key on your keyboard. Type in ON

16. Press the TAB key on your keyboard. This will place you at the word Zip.
Type in Postal.

17. Press the TAB key on your keyboard. Type in KOK 1P0

18.  Press Enter. This will place you at the Phone number. Type in 613-987-6543
19.  Click under the word Quantity in the Invoice. Type in 6.

20. Press TAB. Type in: Computer Module Books

21. Press TAB. Type in 29.95
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22.  Click under the 6 in the Quantity Column. Notice the price is calculated for
you. Typein 2.

23. Press Tab. Type in 101 Enhanced Keyboards.

24. Press Tab. Type in 36.50

25.  Click under the 2 in the Quantity Column. Type in 3
26. Press Tab. Type in Logitech Mouse

27. Press Tab. Type in 17.85.

28.  Save this document, by clicking on File, Save As. You will be presented with
Save As dialog box. Inthe SAVE IN area, choose your 3 %2” Floppy A: drive.
(Be sure to have a disk in the Disk Drive.)

29. Inthe filename area, call it My Invoice.

30. Print this invoice!
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AéD Using The Internet to fill in a form to Set up Email

Many people choose to have an email account set up through “HotMail”. There are a
number of reasons, including the fact that you can access your mail from any computer
anywhere as long as it has Internet access. We will use this as an example of filling in
a form.
1. To begin with, Click on Start
2. Click on Netscape Navigator
3. Inthe location box (Netsite)

type www.hotmail.com

This will open the following location for you:

++;1- Hotmail - The World's FREE Web-bazed E-mail - Hetzcape

File Edit “iew Go Communicator Help

'{-@%Z\aﬁé.ﬁdli@ﬂl

Back. Forward  Reload Home Search  Metzcape Print Security Shop Stop
"‘ " Bookmarks \_,_ﬁ_ I etziter Ihttp:f’.-"lc‘l lawhb hatmail pazspart. comAcgi-bindlagin j @' Wwhat's Related

g%lnstantMessage fembers ‘whebh ail Cannections Bizloumal Smartl pdate Mktplace

MNew to Hotmail?

n ®
HOtmaII Click here to set
Sign UpderaFEEEE Mal Account! (o =y

{(and ge¥' a Microsoft Passport!)

up a new account

Already have a Hotmail account?

Sign-In Mame .
I @Ihntmail.cnm 'l
Passuword
» = — Forgok ¥our Password?
ed E-mails I Signin I

Problems Signing In?
o

. Ta Hotrnail

Security Options [what's this?] :
r Publicfshared computer [Increased security), Iﬂ

[T (== |Document: Done

4. You will notice that there are two areas on the right side:
New to Hotmail?

And
Already have a Hotmail account?

We will be setting up a new account, but if you were going to check your mail, you
would need to fill in the bottom area.
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5. This will present you with the following screen. Since the “form” is larger than one
screen you will have to scroll down, using the scroll bars on the right side of the
window. Position your cursor in the box to the right of First Name.

++;1- Hotmail Registration - Netzscape

File Edit “iew Go Communicator Help

=

J-gﬂﬁ@dﬂkﬁﬂ@%

Back. Forward  Reload Home Search  Metzcape Print Security Shop StopE

w§ " Bookmarks A Location: [register?_lang=E Naid=24fs=14ct=_lang%3dENact=1000856735 v | G507 What's Related

g%lnstantMessage fembers ‘whebh ail Cannections Bizloumal Smartl pdate Mktplace

Profile Information il
First Name | Your fll name will be sent with
Last Name I outbound mail messages, J
Language | English j
Country/ Region |United States j
State |Alahama j in United States
Zip Code |
Time Zone | GMT (Universal Time) - 12:20 AM GMT x|
Gender Comale 1 Female
[T (== |Document: Done _I

6. Click in this box and type your first Name. If you would like to use an alias, that is
fine, just be sure to write down the information so you do not forget.

7. Press the Tab key, and then type in your Last name

8. Press the Tab key to move to Language. We will assume you are using English. If
you need another language, choose one, otherwise....

9. Press the Tab key to move to Country/Region, If you type a C... it will move you to
the countries starting with C. You can then choose Canada from the list.

10.Fill in any other items on this first part of the screen. Then scroll down until you see
the next illustration.

SSFC
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11. You now need to decide upon an email address. An example would be
Studentl5@hotmail.com You do not type in the @hotmail.com

You must follow the guidelines beside “Sign-In Name

You need to also decide upon a password, then type it again in the line below, to
confirm it.

You also must decide upon a question that only you know the answer to. Then you
need to fill in the answer.

++;1- Hotmail Registration - Netzscape

File Edit “iew Go Communicator Help

< = A N = & & B @
Back. Forward  Reload Home Search  Metzcape Print Security Shop StopE

4§ " Bookmarks A Locatinn:Iregister?_lang=EN&id=2&fs=1 keb=_lang#%3dEMict=1000856933 = @17 what's Related

g%lnstantMessage fembers ‘whebh ail Cannections Bizloumal Smartl pdate Mktplace
T =

[

Gender ™ Male T Famale

Birthday |Month =l [pay =11 (e.g. 1978)

Occupation | [Select One) j J

Account Information

Eegin with a lstter, and use arly

Sign-In Name I @hotmail.com letters [a-z], numbers [0-9], the
underscore [, and no spaces.

Must be at least eight (8)
Password I characters long, may contain
numbers (0-9] and upper and
lowercase letters (A-2, a-2], but no
spaces, Make sure it iz difficult for
others ta guess!

Re-enter Password I

Choose a question only you know
Secret Question I the answer ba and that has nothing ;I

[T (== |Document: Done

12. Fill in the information and then scroll down go onto the next screen.
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13. After you have typed in the answer to the Secret Question, take time to review the
your answers and read the instructions along the side.

++;1- Hotmail Registration - Netzscape

File Edit “iew Go Communicator Help

=

J-gﬂﬁ@dﬂkﬁﬂ@%

Back. Forward  Reload Home Search  Metzcape Print Security Shop StopE

2§ " Bookmarks A Location: [register?_lang=E Naid=24fs=14ct=_lang%3dENact=1000856333 v | G507 What's Related

g%lnstantMessage fembers ‘whebh ail Cannections Bizloumal Smartl pdate Mktplace

Secret Question | the answer to and that has nothing :I
to do with your password, IF you
forget your password, we'll verify

Answer to vour identity by asking you this

Secret Question I que:t!c\n. Wiriting an effective secrat
guestion

[ . . Lize the checkboxes to indicate

Services Hatrnail Memnber Directory whether you wish to be listed in these

p Int t wihite B Inkernet directaries, More
merne e Fages information about Directories,
Sign Up |
|=F == |Document: Done

14.The last thing to do is Sign Up

&9

Time for you to try --Hands-on Exercise.

Using Word’s Wizards, create a resume!

Save it
Print

Hand in a copy to your teacher.

SSFC
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