Unlocking/Locking a Word Form

Here are the instructions for locking and unlocking a word form. However, if all else fails, type “unlock form” in the help field. 

Word 2003

From the main toolbar, go to View, then Toolbars
Select “forms” 
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A toolbar like this should pop up. 
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Unselect the lock icon to unlock the form. Make the necessary changes. But remember to re-lock the form so the end user can tab from gray square to gray square and fill out the form fields. 

Word 2007

Go to the “Review” Tab

Click “protect document”

Click the “stop protection” button at the bottom of the pane. 


