Helpful Hints: NRCS-CPA-026E Microsoft Word® Fillable Form

Using the Template to Open a New Form

Start Microsoft Word®. From the File menu, select Open, then navigate to the location
where the original of this file is stored. Save the new copy of the form in the appropriate
folder. Be sure to rename it with tract and/or field nhumber for future identification.

The CPA-026E fillable form word document should open with the cursor in the Name &

Address field of the form. Fill in the shaded form fields ( “****
fields using the tab key or selecting fields with the mouse.

), and move between

Several fields are selection boxes that allow you to select the appropriate
value.

Making Changes to the Form
To make changes to the form, you must first unlock it.
1. From the View menu, select Toolbars and make sure Forms is selected.

2. Unlock the form by clicking off the Protect Form button (@ ).
3. To delete lines from a table, highlight an entire line and select Cut from the Edit menu.

rozoft Word - cpalD26e-rev3.doc
le | Edit Yiew Insert Format Tools Table Window Help

|;: 1= = =

[l % - A -

= = .@|le00% ~|@
[EN=N=IES A

Bl %7 UndoPaste Chrl+2 |ID -

Lo & Repeat Typing  Chrl4Y F ‘gl o & o | % G’

Copy Chrl+iC

R Paste Chrl+y SN | O IO | BN - E-
= e — " g
Paste Special. ..
Pasts a3 typerink: SectionI--Highly-Erodible-Landf
Clear Delete purvey-now-available for making a-highly-erodible land-determination?s | - i
5 Ehi - ihle-soil- “units-on-this farm®o s [
Select A Chrl+a ghiy ezodible soil map units on this farm |
this-gectionhave undergone a determination of whether-they are-highly erodible land-{HEL) -or-not; £
& Find... Chrl4+F b-an-HEL-Determinationhas notbeen-completed-are-not-listed. In-order-to-be-eligible for USDA ben
Replace. .. ClrleH st beusing: an-approved conservation system-on-all HELY
G To... e sk HEL (Y /Ny Sedhusy VN DeterminationDal
a3 = | eeoeo~, = | @ooso o]
e o s | meeesy | peees -
ofjeck i ]
i i
i i

4. To add lines to a table, highlight an entire line and select Copy from the Edit menu.
Move to a blank paragraph immediately below the table and select Paste from the Edit

menu.
5. You may want to re-size a table to get a satisfactory final product.
6. After you have modified the form, be sure to click the Protect Form button

(@ )-again to turn it back to a fillable form.
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