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USING FORMS IN MICROSOFT WORD and EXCEL  

1) Find the appropriate form you wish to open  

 

2) Click on the Microsoft Word version 3) Fill out all fields (e.g. checkboxes, 
free-form fields) as indicated in the instructions/purpose of the form.  



 2

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4) If you click on the back browser in error, the message below will appear.  If you want 
to save the document, click Yes and you will be asked to name the file. If you click No, 
all information input will be discarded. If you click Cancel, you will return to the form.  

 

5) To save the file, click File and then Save As.  Save the file to your computer.  
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USING FORMS IN ADOBE ACROBAT (PDF) 

2) Type in the information requested in the instructions/purpose  

1) Find the appropriate form you wish to open  

 

 

3) Click on the Save icon within the Adobe window as indicated below  
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4)  Name the file and click Save NOTE:  If you click the back browser button your work 
will not be saved 


