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Using Forms on Word
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This is a useful facility to create cloze activities. You can add drop down boxes which gives a list of words which the children can use to select their answer. You can also create text boxes which the children can type text into, or check boxes for a multiple choice question.

To create a form

Add the forms toolbar – click on View, Toolbars, Forms
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Start typing your passage; use the drop down form field icon to insert a drop down list. 

Double click on the new box to enter your list of words.
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Type a word into the drop-down item box then click on add. Repeat this to create a list then click on OK.
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Use the text form field icon to add a text box the children can type into.
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Use the check box form field icon to add a check box the children can click on to select one of a range of answers.
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Once you have finished your form click on the Protect Form Icon

This allows the children to use the form – drop down lists, check boxes and text boxes without being able to change the forms layout or content. If you want to make changes. Click the icon again.
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Save your form as a template. Use File, Save as, and use the drop down save as type box to select document template.
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