Office Word 2003 

Tutorial 10 Internet Assignment

Creating an Office Supply Form

You work as the office supply manager for a large consulting firm that has field branch offices throughout the United States. Every employee in the company must order his or her supplies through you. You are going to use Word to create a custom form for all employees to fill out electronically and e-mail to you. Your form should include areas for employee information (e.g., name, office address, office phone, e-mail address, etc.) as well as product information (e.g., product name, description, item number, style number, quantity, price, etc.). You will need to conduct research online to choose a vendor.

1. Start Word, and begin with a blank document.

2. Save the document as Office_Supplies[your_initials].doc.

3. Build the employee information section of the form using the Forms toolbar.
Your form should include text fields for the employee’s personal information such as name, address, e-mail address, and phone number.
Be sure to limit the text field for STATE to two characters and provide enough space for the employees to add area codes with their phone numbers. 

4. Save your work on the document thus far, and start your Internet browser.

5. Search the Web for a vendor that sells office supplies.

You will need information to add into your form, such as item numbers. Make note of what the supplier requires.

6. Switch back to your document, and continue working on the form. Add the section on product information. Use as many different fields as necessary (e.g., text, check boxes, and drop-down boxes).

7. Format the text in any desirable manner, using the skills learned in previous chapters. Add a title to the form, as well as information on who to send the completed forms to via e-mail.

8. Protect your form.

9. Save your document.
10. Protect your document with a password.

11. Save this form as a template with the name Office_Supplies[your_initials].dot.

12. Open the template, and fill out the form onscreen.

13. Save your changes, and give the file to your instructor. 

