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It’s a well-known fact that being faced with a task or problem is the best motivation for learning new skills. I have found this to be true for mastering the advanced features of Word 2007 (and 2010). So let’s pretend you belong to an organization that wants to conduct an online survey of its members. This article explains how the average Word user can create this type of survey using features introduced in Word 2007.
Creating an interactive survey in Word involves three tasks: generate the content, choose a format, and add response tools. The content of even a simple survey includes not only the questions you want answers to, but also a few demographic questions so the data you collect can be analyzed. When considering format, you may decide to base your survey on one of the Survey templates available through Word. Click the Office button – New -- Microsoft Office Online. Click the Forms category -- Surveys. While these formats may not fit your need, they provide ideas about layout and other survey features. Another option is to start with a blank page, which is the Normal template in Word.  Adding response tools in the form of placeholders (controls) involves a surprise. There is a hidden tab for the Word ribbon called the Developer tab; to complete your survey, you need to display it on the ribbon. Click the Office button – Word Options -- Popular and click the box next to “Show Developer tab in the Ribbon.”  You will be working with commands in the Controls and Protect groups on that tab.
Creating the Survey
Let’s assume you have chosen to base this survey on a blank document. You have added the content and saved the survey with an appropriate name. Now you are ready to add the controls:
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The Controls group on the Developer tab gives you a group of controls or placeholders which can be added to gather information interactively. You could decide to include a Date-Picker to record when the respondent last attended a club meeting or the date he completed the survey. Click in the spot in your survey where you want this to appear. Then click the date-picker icon (bottom row) to insert a date-picker. Clicking this control will reveal a calendar where the respondent may click a date. You can also include instructional text to make clear what information is being sought. With the date-picker selected, click Design Mode -- Properties. Here you can type a Title for the date picker, such as Last Meeting Attended, and choose a format for the date. Click OK to save your changes.  

Next, you might include a few Drop-Down Lists to record other bits of demographic information, such as age range or gender. Using age range as an example, click in the survey, then click the drop-down list icon (middle row) to insert this control. With the drop-down list selected, click Design Mode -- Properties. Next type Age Range in the title box.  In the Display Name section, select the phrase, Display Name, and click Remove. Then add age ranges, such as 51 - 60, one at a time, clicking after each one.  Finally, click “Content Control cannot be deleted” to lock this feature in place. Now deselect the Design Mode button, and you have a drop-down list where respondents merely click a choice.

In the main section of the survey, you have listed possible presentation topics the club could feature for the coming year. To get feedback on these ideas, you might insert Check Boxes next to each topic. For example, you can add a row of four check boxes so respondents can indicate their level of interest in the activity: No Interest, Mild Interest, Strong Interest, Very Strong Interest. To add a check box, click the Legacy Tools icon (bottom right) and then the check box icon in the top row.  The boxes can be lined up neatly under the response headings to create a grid-like structure by setting Tabs. Don’t think you’ve made an error if you can’t click in a check box right after you insert it; the checkboxes can only be filled after the survey is protected, which will be the last step.
Finally, you might add a Text Control so members can type comments or answers to open-ended questions. Click in the survey, then click the Text Control icon (Aa -second from left, top row). To title it, select the placeholder, then click Design Mode -- Properties. Type Comments in the title box, lock it, and click OK.  Now deselect the Design Mode button and try all the controls you have added to make sure they work as expected before you move to the final step.
Protecting the Survey
Once you have finished creating the survey, it is important to protect it. Deselect the Design Mode button. On the Developer tab in the Protect group, click the Protect Document button and then click “Restrict Formatting and Editing.”  This opens a pane on the right. Click the checkbox under Editing Restrictions which says, “Allow only this type of editing in the document.” From the drop-down list, select “Filling in Forms.” Finally, click “Yes, Start Enforcing Protection.”  Now your survey is protected and, unless you want to add a password to it, ready to use. To further ensure that its format is preserved, your might want to save your survey as a template. The survey template will remain in its original form and saved in your My Templates folder no matter how many times it is used. Click the Office button – Save As – Word Template (.dotx). Save it in Microsoft Word – Templates (top of the left pane in the Save As window). To find it, Open Word, click the Office button – New -- My Templates.
