Instructions to use the form

Before you attempt to use the form ensure that you have the following in place.  Make sure your security setting in MS WORD for the macros is set to “MEDIUM” and that when prompted you enable macros.
Below is a description on how to do this.  It looks long and complicated but should only take a few seconds in practice to accomplish.

1. Open a blank MS WORD Document
2. Click on the “Tools” pull down from the menu.
3. Within the “Tools” menu, select “Options”.
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4. Within the “Options “window, select the “Security” tab.  
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5. Click on the “Macro Security” button.  You should see the following. Ensure that your security level is set to Medium and then click on OK, and OK a second time.    Note:  If the security setting is “High” or “very High” , this will not allow you to run the macros that are needed for the questionnaire and will not warn you of this.
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6. Next, open the questionnaire.  Click on “Enable macros” pushbutton.  This will allow you to fill in the form fields in the document.

[image: image4]
7. When you finish the questionnaire, click “Save As” and add your name at the end of the filename. The click “Save” to actually save the file.   Email the questionnaire to peter.myers@cotecna.ch as an attachment with a subject such as “CREATIF questionnaire”.
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