
Fill Out Forms 

Skills: Move within a document using the mouse or keyboard, close and save a document 

 

Materials: Microsoft Word, Internet access 

 

Activity: Fill out a job application or doctor’s office registration 

form. 

                                    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 You may want to find and 

download a form to use. To 

do this, follow the first 4 

steps of the activity. 

Note to Instructors 

To download a form: 

 

1. Click on the Office button and choose New. 

2. Click on Forms. 

3. You will see a list of types of forms.  

To practice a form for a doctor’s office, choose 

Healthcare. 

4. Double-click on the form you want to fill out. 
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Fill Out Forms 

 

5. Put your cursor where you want to type by clicking in the box. Use the Tab key to move 

around the form. 

 

6. Save your form. 
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