Creating A New Form.doc

Designing A New Customer Details Form For The Brochure
Tools Used to Create The Form

	Tool
	Icon or menu
	How it was used

	Insert Table
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	To create the structure for the text boxes.



	Tables and borders
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	To turn on and off the parts of the table borders.



	Cell alignment
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	Select the cells and right click.  Choose how you want the cell contents to be aligned.



	Text alignment
	[image: image4.png]



	Select text and choose how you want your text aligned.




Below is an example of a form created using these basic tools. 

· The form was designed so that it fitted onto a single sheet.

· Simple graphics were used as logos to improve the look of the form.

· The form has a title.

· A table was used for layout because it was quick to do and allowed accurate placement of text.

· The Tables and Borders toolbar was used to turn on and off line borders of the table.

· <CTRL> + Cursor keys allowed fine placement of the pictures.
The details collected in this form will be entered into the staff details database that you will create.

You must REVIEW the old form and implement the suggested improvements in a new form.

South Leeds Health Centre


Employee Details Form

	First Name
	

	
	

	Surname:
	

	
	

	Address:
	

	
	

	Address:
	

	
	

	Area:
	

	
	

	Town:
	

	
	

	Post Code:
	

	
	

	D.o.B.
	___/______/_____

	
	

	Home Tel:
	

	
	

	Mobile:
	

	
	

	Email:
	

	
	

	Signed:
	

	Date:
	


