Creating Forms for Quizzes
Using Forms
You can use the Forms toolbar to create documents for onscreen tests, activities, reports and multiple choice quizzes for students to complete independently. Forms allow a user to tab through the fields and make changes/additions. When you save the file as a template, it can be used over and over again. 

Create a form from the quiz questions listed there.  Create 2 multiple choice questions using the drop-down form field and 4 fill in the blank questions using the text form field.  Make sure your font size and spacing are what your students will respond best to.  Save the file as a template.
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From the Toolbar, select  View-Toolbars and check the Forms toolbar to select it. This will place the Forms toolbar on your desktop. It will look like this: 

Select the type of Answer Format

The first 3 buttons indicate the type of field you can choose for your form: check box, fill in the blank or a pull down choice menu. 
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 Text Form field: To add text within the document. For fill-in-the-blank forms.  The surrounding text will adjust to the length of the answer.
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 Check box form field: Users can tab through and press the Enter key to insert a check mark.
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 Drop-Down form field: To specify choices for the user to select. Use the down arrow and Enter keys to review and make the selection.

Form Field Options: Click here to create the choices. Your first choice will show in the box; you may want to put in a row of ????????
You will have to lock the form first in order to see your choice in a pull-down menu               . FORMDROPDOWN 
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The two table tools help you to easily create a table to tab through. This is especially handy when creating reports and other classroom forms.

Finish the Form:
When your information and fields are entered, the following tools will assist with completing the form:
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 Form Field Shading: When this is selected, it shades text fields so that the user can see them. The shading does not print out.
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 Protect Form: When you have finished setting up your form, click this button to lock the form. It will prevent the user from changing your form/template.  If you want to make additional changes, you will need to unlock the form.

Hints:

· The student can use the Tab key to move from answer to answer

· Highlight the answer field and change its font, size and color so the answer field is easily differentiated from the question

· Consider adding multiple spaces between questions to make them easier to read and complete.
QUIZ: Where you Live





1.  The capital of New York is    .





2.   There are      continents.





3.   The capitol of the United States is               .





4.   I live on the continent of                          .





5.   I live in the city of                        .





6.  I live in the state of          .
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