MS Word Site Form: Technical FAQ

The site form (revised in October 2015) was created using MS Word’s form tool. Its special features include drop-down
lists, check-boxes, and tabbing from field to field. If you experience technical difficulties, check for the solution below or

contact the Archaeology Branch.

Q: Why isn’t there enough room for the text that | want to add?

The character length of each text field has been restricted so that you can’t enter more words than the
provincial database can hold. The database feeds into other provincial data systems, so increasing the number
of characters is more complicated than it sounds. You have two options: be more concise or move any excess
comments to the Remarks section. Make sure that you aren’t repeating the same information in different

sections of the site form.

Q: Can | add more rows to tables?

Yes. Normally the form is protected from this kind of editing; it has to be protected in order for the data entry
features to work properly. However, you can temporarily stop protection in order to add new rows. See How

do | stop protection?

Hint: If you want all tables in the site form to display gridlines, first stop protection, then click anywhere inside a

table, open the Layout tab, and click View Gridlines.

Q: Why can’t | type directly onto the form? | have to enter data into a pop-up window.

This means something is wrong. You should be able to type directly
into the form. If you clicked in a field and a Text Form Field Options
window appeared (see right), then your form has become unprotected.
You need to re-protect the form in order for data entry to work
properly. See How do | turn protection on?
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Q: I am doing a site update and I can’t delete unused sections of the form. Can I fix this?

Yes. Normally the form is protected from this kind of editing; it has to be protected in order for the data entry
features to work properly. However, you can temporarily stop protection in order to delete unused sections of

the form. See How do I stop protection of the form?
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Q: How do I stop protection of the form?
You might need to stop protection of the form in order to add new rows to tables or delete unused sections in a
site form update. These instructions are for MS Word 2010. For other versions, open Microsoft Help and search

for “protect form” or contact the Archaeology Branch for assistance.

1. Select File, then Protect Document, then Restrict Editing.

™ e R Site Form (Oct 2015) - Microsoft Word |
Home Insert Page Layout References Mailings Review View Developer Acrobat Design
| save

Information about Site Form (Oct 2015)

EVARCH\@ops\I&M\Site Form\Word Form\Site Form (Oct 2015).docx

Save As

& Save as Adobe PDF

[ Open .
Permissions
[ Close v % Certain types of changes are restricted in this document.
Info Protect
- Document =
Recent Mark as Final
Let readers know the document is final
and make it read-only.
New - )
I =) Encrypt with Password that it contains:
W print 1} require a password to open this ir's name, related dates and cropped out image
th document,
-
I save & send festrict Editing
R L EE bes of changes people den text e
i can make to this document. o Stop Protection
Help Iy Restrict Permission by People sabilities are unable to read ¥
|_&@ Grant people access while ramoving 4 — — —
] Options their ability to edit, copy, ar print. E = 100% (=) {} {+)

2. At the bottom of the task pane that appears, select Stop Protection.

3. Make sure that you re-protect the document before you proceed with more data entry. See How do I turn
protection on?

Q: How do I turn protection on?

The form needs to be protected in order for data entry to work properly. These instructions are for MS Word
2010. For other versions, open Microsoft Help and search for “protect form” or contact the Archaeology Branch
for assistance.

1. Select File, then Protect Document, then Restrict Editing. In the task pane that appears, select Yes, Start
Enforcing Protection.
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2. The form is now ready for data entry.
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