How to Use the Word Forms in This Digital Product (Windows)
The contents of the word-processing forms included in this digital product match those of the forms provided in the print version of the manual. The headnotes, boxes, and clause numbers and titles found in the print version—which serve as instructions—are converted into red, hidden text in the Word forms. This red, hidden text is intended to be used temporarily to ensure a complete, fully edited form is prepared. These forms also include bracketed text, which requires an action such as choosing a portion of text or substituting text. A toolbar is included in this digital product to help in navigating through the forms efficiently and quickly.
Below are brief topics of interest on using the forms.

· How to know if the toolbar installed successfully.
· How to use the toolbar.

· How to edit the forms without using the toolbar.
· How to remove metadata before filing forms electronically.
IMPORTANT: Note that unless you delete all the instructions in a form—either by using the toolbar or manually—once you’ve completed its editing those instructions are still part of your document. The fact that they are not visible on your screen or on your printout does not mean that they are no longer present in your electronic file. You must delete the instructions if you want them permanently gone from your document. Note also that the last selection you make carries over into the next document you open; that is, if you opted to hide the instructions in a document, the next time you open your Word program this function will be retained until you select a different setting.
Toolbar Installed
If the toolbar installed successfully, your Word application should now include the TBB Forms tab on the right-hand side of the Word ribbon:
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If you do not see this toolbar in your Word program, refer to the “Installation” section in the Reference Guide to manually install it. The Guide can be found in the Navigational Toolbar subfolder in the Forms folder.
Toolbar Use

· Red/hidden instructions: Select the option of your choosing on the toolbar to globally show the instructions, hide them, delete them, print them, or prevent them from printing. You can navigate from one instruction to the next by clicking on “Next Instruction.”
· [Bracketed text:] To get from one bracketed text instance to the next, select the “Next [Fill-in]” option and perform the action required.

· In a form that includes a caption, click on “Locate Caption,” which will prompt you to copy the caption from another document and will paste it in its proper place.

· In a form that is a collection of clauses, click the “Clause Selector” button to launch a window that will enable you to quickly browse, select, and copy clause text.

· To return the settings on your Word application to their original default state (pre–toolbar installation), select the Restore Word Settings option.

For more detailed information on the toolbar, refer to the “TBB Forms Ribbon” section in the Reference Guide. The Guide can be found in the Navigational Toolbar subfolder in the Forms folder.
No Toolbar

If you do not want to, or cannot, use the toolbar, you can edit a form by taking these steps:

1. Set up your Word program to show and print hidden text. (*See the instructions provided below according to the Word version you use.) You may edit the form using one of the methods below:
· With instructions displayed, go through the entire form manually deleting the hidden text one instance at a time along with the other parts of the form not relevant to your case.

· Edit the form in its entirety, and then delete the instructions all at once. To do so, follow these instructions:

a. With hidden text visible in the document, launch the Find & Replace utility (Ctrl + H).

b. Place the cursor in the “Find what” field.

c. In the “Format” list (if this list is not visible, click the “More >>” button), select “Font” (or “Character”).

d. Under “Effects,” place a check mark in the “Hidden” checkbox.
e. Click “Replace All” to eliminate all instances of hidden text.
2. Search for brackets to locate and edit all instances of bracketed text. (**See the instructions provided below according to the Word version you use.)
*Instructions to Display and Print Hidden Text in Word
· Word 2010
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Go to File | Options | Display and select (1) Hidden text under “Always show these formatting marks on the screen” and (2) Print hidden text under “Printing options.”
· Word 2007
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 and, in the menu that appears, click the Word Options button. Select Display and then (1) Hidden text under “Always show these formatting marks on the screen” and (2) Print hidden text under “Printing options.”
· Word 2003
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To view hidden text, go to Tools | Options | View and select Hidden text under “Formatting marks.”
· To print hidden text, open the File > Print menu. On the Print dialog, click the Options button (bottom left). Select the Print Hidden Text check box, and then click OK.
Note that if the Show/Hide ¶ option is selected, hidden text will also be visible.
**Instructions to Search for Brackets in Word

· Word 2010

1. In an active document, launch the Find utility (Ctrl + F).

2. Place the cursor in the “Find what” field and type a bracket.

3. All instances of a bracket in the document will be highlighted. Hit Enter to go to the next instance. Repeat as necessary to edit the entire form. 
· Word 2003 and 2007

1. In an active document, launch the Find utility (Ctrl + F).

2. Place the cursor in the “Find what” field and type a bracket.

3. Click on Find Next to the next instance. Repeat as necessary to edit the entire form.
Remove Metadata
Word versions 2007 and later include the “Inspect Document” tool, which may be used to remove personal information, hidden text, and other metadata before filing files electronically.
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Go to File | Info | Check for Issues | Inspect Document (Alt + F + I + I + I).
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In the “Document Inspector” window that opens, select the categories desired by checking the appropriate boxes (be certain to check the “Hidden Text” box to ensure that any remaining red, hidden instructional text in the document will be also be detected) and click the “Inspect” button.
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In the second “Document Inspector” window that opens, review and remove any metadata found as desired.

CAVEAT: Although the above steps should remove basic metadata and the form instructions from the Word forms, electronic files contain all manner of metadata. It’s wise to familiarize yourself with the types of data stored by any software you use in the types of files you plan to share and reasonable measures available to remove that data before sharing.
