Activating the Tick Boxes

on the Evidence Gathering Form
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If you click on the small boxes above and you get this [image: image8.png]


 instead of this [image: image9.png]


 then do this:

	For Word 97 users ONLY

	1. Open the Evidence Gathering Form in MSWord and go to 

VIEW> Toolbars>Control Toolbox (see below)
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2. On the Toolbar that appears, click the Icon that shows a green triangle above a ruler. This turns on and off the “clickability” of the tick box. (see below)
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	For Word 2007 users ONLY

	1. Open the Evidence Gathering Form in MSWord

2. If you get the Security Warning shown below – click options to open a pop up window, then “enable this content” then OK
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3. Click the [image: image13.png]


 icon on the top left corner of the screen

4. On the pop-up box see the bottom edge and click “word options”.
5. Click Popular
6. Select “Show Developer tab in the ribbon”

7. Click OK
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8. The Developer Tab should now be present in the main word window. Click the Developer tab then Design Mode to turn on the “clickability” of the tick box. If you find, that the boxes stop clicking in the future, all you need do is click the developer tab followed by Design Mode.
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