Working with the Application Packets for NADE Certification *
Each application packet is presented as a locked document to maintain formatting.  When a document is locked, users may type information into the form fields (often gray-shaded), but they are not allowed to change the form (i.e., the locked Word document) itself.  Occasionally, users may want to make changes to a locked document, and this may be accomplished once the document is unlocked.  When a user works on an unlocked document, information cannot be typed into the form fields, but changes may be made to the document itself.  

Forms (i.e., locked documents) in Word 2003 and in Word 2007 function similarly in many aspects, but the terminology used by each differs slightly, as outlined on the following table.

	Word 2003

Terminology
	Word 2007

Terminology
	Document
	Form Fields

	Locked
	Protected
	Cannot enter text or make changes to document
	Can enter text into form fields

	Unlocked
	Unprotected
	Can enter text and make changes to document
	Cannot enter text into form fields


Manipulating Locked and Unlocked Documents in Word 2003

Word 2003 documents are easily changed from “locked” to “unlocked” by following the steps outlined below:
1. Begin by clicking on View at the top of the screen.

2. Roll onto Toolbars and make sure Forms is checked so that the Forms Toolbar is visible (see below).  

Word 2003 Forms Toolbar (Showing Unlocked Document)
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The electronic version of the NADE Guides to Best Practice in Academic Support
Programs has been formatted as a locked Word 2003 document. This means users
may type information into the form fields (which are often gray-shaded), but users are not
allowed to make changes to the form (i.c., the locked Word document) itself. Users
aftempting to change a locked document are avtomatically returned to the nearest form
field

Occasionally, users may want to make changes to a locked document, and this is done by
unlocking the document. When a user works on a form that is unlocked, information
cannot be typed into the form fields but changes can be made to the document itself

Documents are easily changed from “locked” to “unlocked” quite easily by following
these directions

Accessing the Forms Toolbar and Lacking a Document
1. Begin by clicking on View at the top of the screen.
2. Roll onto Toolbars and make sure Forms is checked.
3. Onthe right end of the Forms Toolbar (see below) is a padiock icon. The
document is locked when the padlock is highlighted (it will have a gray square

around it),,
e

4. Tfthe padlock is not highlighted (ic., there is no square around if, as above), the
document is not locked and will behave normally.
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3. On the right end of the Forms Toolbar is a padlock icon.  The document is locked when the padlock is selected (highlighted and having a gray square around it).  When the document is locked the other icons on the Forms Toolbar become lighter in color and are not functional as in the example below.

Word 2003 Forms Toolbar (Showing Locked Document)
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Alternative directions suggestions:
Working with Locked Documents (in Word 2003)

When a document is locked an uninformed user cannot make changes. An informed user
can make changes quite easily by following these directions

Accessing the Forms Toolbar and Lacking a Document
1. Begin by clicking on View at the top of the screen.
2. Roll onto Toolbars and make sure Forms is checked.
3. Onthe right end of the Forms Toolbar (see below) is a padiock icon. The
document is locked when the padlock is highlighted (it will have a gray square
around it). & locked Word document is a form and will behave differently.
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Ifthe padlock is not highlighted (i.c., there is no square around if, as above), the
document is not locked and will behave normally.

How Locked Documents Behave

When a document is locked the user can only type information into the form fields (the
gray areas on the document). That means the user can type information into the form but
cannot change the form ifself. Ifone tries to change the form Word automatically returns
the vser to a form field
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4. If the padlock is not highlighted (i.e., there is no square around it, as in the “Showing Unlocked Document” example above), the document is not locked.  The document’s status is easily changed from “locked” to “unlocked” by clicking on the padlock icon.

Manipulating Protected and Unprotected Documents in Word 2007 **
The process of manipulating a document from a protected to an unprotected state in Word 2007 is accomplished by completing the following steps.

1. Click on Review at the top of the screen (see below).

2. Click the drop down arrow on Protect Document (see below).
3. Click Restrict Formatting & Editing under Restrict Reviewing Options.  This provides access to the Restrict Formatting and Editing menu.
Word 2007:  Changing Document Status from Protected to Unprotected 

(Steps 1, 2, and 3)
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4. Once you are on the Restrict Formatting and Editing menu, click Stop Protection (see below) to complete the process of removing protection.  At this point, the document will be unprotected.
Word 2007:  Changing Document Status from Protected to Unprotected 

(Step 4)
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Users may protect a document that is not protected by:

1. Clicking Review at the top of the screen (see below).

2. Clicking the drop-down arrow on Protect Document (see below).

3. Click Restrict Formatting & Editing under Restrict Reviewing Options.  This provides access to the Restrict Formatting and Editing menu.
Word 2007:  Changing Document Status from Unprotected to Protected 

(Steps 1, 2, and 3)
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4. Under Restrict Formatting and Editing, locate Number 2, Editing restrictions, and select “Allow only this type of editing in the document.” A pull-down menu will appear, and from this menu, select “Filling in forms.” 

Word 2007:  Changing Document Status from Unprotected to Protected 

(Step 4)
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5. Locate Number 3, Start Enforcement, under Restrict Formatting and Editing and click Yes, Start Enforcing Protection.  
Word 2007:  Changing Document Status from Unprotected to Protected 

(Step 5)
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6. You will be prompted to enter a password if you choose to password-protect the document.  If you choose not to password-protect the document, simply click OK.  At this point, your document is protected.

Word 2007:  Changing Document Status from Unprotected to Protected 

(Step 6)
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* Slightly adapted from Clark-Thayer, S., & Putnam Cole, L. (2009).  NADE Self-Evaluation Guides (2nd Ed.):  Best Practice in Academic Support Programs.  H & H Publishing:  Clearwater, FL.   Used by permission of the authors and publisher. 

** The Editors of the NADE Guides (2nd Ed.) wish to acknowledge the assistance provided by 
Lisa Sleevar of Heartland Community College in Normal, IL in writing this section.
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