Instructions for the NRCS-CPA-026E Fillable Form

Using the Template to Open a New Form 

Start Microsoft Word®. From the File menu, select New, and then click the Conservation Templates tab.  Save the new copy of the form in the appropriate Customer Folder in the Determinations subfolder.

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 ( 
[image: image6.png]


 ), and move between fields using the tab key or selecting fields with the mouse.  
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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 ( 
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 ).

3. To delete lines from a table, highlight an entire line and select Cut from the Edit menu.
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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 
( 
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 ).again to turn it back to a fillable form.
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