ICT How to ….

WORD

Create forms / writing frames

Objectives:

Support the production of accurate personalised writing which can 

· Motivate pupils (- they can produce a ‘perfect’ product!)

· Be memorised for tests under exam conditions (e.g. regular assessment tasks)

· Focus pupils on the ‘productive’ skills of writing

(NB function could also be used as a reading comprehension / grammar comprehension multichoice exercise, but note that no feedback to pupils is in-built.  I strongly recommend the programs TaskMagic / Fun with texts exercises which are testing.)

The Big Picture

You create a document in word, combining text which will be ‘fixed’ and ‘forms’ (three sorts available: drop-down / free text / tick boxes) which pupils can use to personalise the document.  While you edit the document it is in ‘unprotected’ state.  (A padlock icon is greyed out)

When you have finished the ‘edit’, you ‘protect’ the document so that the user can only edit the ‘form’ sections (the padlock icon is black!).  It is only when you ‘protect’ the document that you see the version which the pupil will see.

Pupils open the document and save it into their own areas.  They then complete the forms.

If they want to edit the ‘fixed’ text, they will have the option of ‘unprotecting’ their own version which they do by accessing the form toolbar and opening the padlock.

Overall Method

· Open ‘Forms’ tool bar (right click top menu bar and select ‘forms’ OR View/toolbars / forms)

· Start writing.

· Wherever you want to give pupils a chance to ‘personalise’ the writing, you can use one of three different ‘forms’.  These are described below in order of usefulness fro ML!

· When finished, ‘protect’ the form (click ‘Protect form’ icon (a padlock) and save

· Pupils open the protected version and work through it

· If they want a version without the shading, they ‘unprotect’ the form (click the ‘protect form’ icon, a padlock), select the whole text, copy, open a new document, edit / paste special / unformatted text)

Appearance of forms
There is a ‘default’ for the appearance of all types of form.  If you want to change this, select the form, click on the ‘Form field options’ icon (the hand holding a form), and make your changes.

The default is for the forms to have a grey background shading.  This is useful for the user as it makes it clear where there is a form to be completed.

· To remove the shading and make it WHITE background, toggle the ‘form field shading’ icon (the a with diagonal lines)

· To draw more attention to the form, consider using the highlighter tool / font colour.  Double click the form and OK to select, then make your changes using the usual tools.

Help

If you want to give pupils guidance/ hints (e.g. instructions, translations), click on ‘add help text’ and select whether you want the help to appear in the STATUS BAR (the bottom of the screen) or in a box next to the drop down form when the pupil presses ‘HELP KEY F1’.  (the latter is probably the clearest for reading).  Type in the help, then ‘OK’.

Drop-down form field

You write as many options as you like, pupils will then select one which will then appear in the space

· Click the third icon on the toolbar (appearance: 2 columns, 2nd column with down arrows)

· A grey rectangle appears

· Double click the rectangle

· A dialogue box appears

· Type in one of the options under ‘drop-down item’

· Click ‘Add’ and the item is added to the list

· Continue to type in the other items

Result when ‘unprotected’:

 FORMDROPDOWN 

Result when ‘protected’
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KEYBOARD SHORTCUT: to avoid having to move to the mouse to ‘add’ each time, use ALT+a to add the items

· If you make a mistake, highlight the item and ‘remove’.  You can then edit it.

· Check that the items are in the order you want.  If not, highlight the item you want to move up or down the list, and use arrows above and below the word ‘move’

‘Text form field’ 

A field into which pupils can write as much as they like in a fixed position.

Click the first icon (‘ab’)

A grey box appears.  Pupils type into this area.


HINT

To make this ‘stand out’ more, select and use the highlighter tool (e.g. make it yellow) and/or, insert the text form field into a Frame.  The ‘Frame’ tool is conveniently situated in the Forms toolbar – 7th to the left. (appearance: blue box top left of box with horizontal lines)


Text form options: (click icon to change) .. 

· the format can be regular text / number / date / current date / current time / calculation

· the maximum length can be unlimited / specified number of characters

FURTHER USE OF FORMS

Check box form field

A field which allows the user to ‘click’ in order to enter a cross. 

This feature is not necessarily so useful for writing exercises, but could be used for other exercises or perhaps in cases where you want pupils to have a print out of all the options for future reference (in case they decide to change their minds about their choices!)

Click the 2nd icon to the right (the box with a tick).  A small box appears.

 FORMCHECKBOX 

The form options can also be set to ‘calculate’ responses and bookmark.  These functions are beyond the scope of this help sheet (and the knowledge of this particular author) .. I have a feeling that these functions would be really useful for questionnaire processing …. Another day!

Helen Myers

16.01.07.

Grateful thanks to Joe Dale for his help and guidance on this feature!  His video guide and a sample worksheet are available for download from his blog: ‘Download How to make a writing frame’ and ‘download a writing frame’

http://joedale.typepad.com/integrating_ict_into_the_/2007/01/bett_07_ict_so_.html
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