Editing  Merge Forms


 The reason you might want to edit forms is put reoccurring information into forms that you use on a regular basis such as, District Name and ID number, processor name, phone numbers, etc.You must have master rights in order to edit merge forms.

Select File> Merge Forms
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You will see the following display:
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Highlight the form you want to edit and then press the properties button.  You will get a display that will ask you the following question:

Select the No button.

This will bring up the following screen:
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Press the edit button to the left of the template file name.  This will  bring up the form and you are able to edit any field.  If you find that you are having difficulty in editing the form (it won’t let you into the field),  go to the menu bar (in Word) and select Tools.  Midway down the list you should see the words:  Protect or Unprotect.  If you see Unprotect, select it and this will allow you to edit the fields. When you are finished you can go back, go to Tools>Protect. And this will protect the fields again…When you are finished editing the document, select File>Save. After it is saved, close Word, and then press the OK button as shown on the screen above.
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