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How to fill check box in word

When you create forms or a survey with Microsoft Word, there are two ways you can get people to interact with it. You can either print it and give it to them to read and fill in or you can ask them to read and answer it online. In both cases, checkboxes are a great help to get feedback from your audience. When used with a printout, your audience has
the option of filling in the checkboxes with a pen or a pencil to add a cross or a tick mark to signify their disagreement or consent. This type of checkbox is a visual symbol only, non-interactive and non-clickable, useful only when printed. When online, you can present them with a digital document with functional or clickable checkboxes pre-filled with
either a cross or a tick mark, and your audience has to click on the checkbox to toggle its contents to match their answer. Microsoft Word allows you to insert both types of checkboxes in your document, and we will show you the two methods for inserting. However, your document may have a long list making it tedious to insert checkboxes
individually. You may want to have a bulleted list with checkboxes acting as the bullets. However, Word allows you to have a bulleted list with only non-interactive checkboxes, but not with interactive checkboxes. Therefore, we will show you how to insert: A single non-interactive checkboxA bulleted list of non-interactive checkboxesInteractive
checkbox Let’s start. Method #1: Insert a Single Non-Interactive Checkbox Step #1: Open your Word Document Open the Word document that contains the form or survey to which you wish to add non-interactive checkboxes. Step #2: Open Symbol Dialog Position the cursor where you want the first checkbox to appear. Click on the Insert tab in the
top menu bar to change the ribbon. Click on Symbol to open a group of symbols and then on More Symbols to open the Symbol Dialog. Step #3: Choose the Checkbox Under the Symbol [1] tab, click on the down arrow on the right side of Font[2] and select Wingdings [3]. Word will display a large number of symbols, from which you can select the type
of checkbox you prefer to use in your document. Click on Insert [4] to insert the checkbox symbol into your document. Click on Close [5] to close the Symbol Dialog. From now on, your chosen checkbox appears within the group of symbols under Symbol. Step #4: Insert another Checkbox Place the cursor where you want to insert the next checkbox.
Click on Symbol under Insert tab (refer Step #2), and click on the checkbox symbol from within the group of symbols on display. This is how your document will now look like. Method #2: Insert a Bulleted List of Non-Interactive Checkbox Step #1: Open your Word Document Open the Word document that contains the form or survey to which you
wish to add non-interactive checkboxes. Select the list. Step #2: Define a new bullet Click on the Home tab on the top menu bar to change the ribbon. Within the section Paragraph, click on the small triangle beside Bullets to open the Bullet Library. Click on Define New Bullet at the bottom. This will open a Define New Bullet Dialog. Step #3: Choose
the checkbox Click on the Symbol tab to open the Symbol dialog. Click on the down arrow on the right side of Font, and select Wingdings. Word will display a large number of symbols, from which you can select the type of checkbox you prefer to use in your document. Click on Ok, and you will return to the Define New Bullet dialog. Step #4: Insert
bulleted checkbox Click on the down arrow under Alignment, and choose where you want to place the checkboxes in the gap preceding the list—on the left, centered, or on the right side. Click Ok to allow Word to place the checkboxes before the list. This is how your document will now look like. Word has inserted a non-interactive checkbox against
all entries in the list. Method #3: Insert Interactive checkbox Step #1: Open your Word Document Open the Word document that contains the form or survey to which you wish to add interactive checkboxes. Place the cursor at the location where you want the checkbox to appear. Step #2: Enable Developer Mode Click on the small triangle in the
Quick Access Toolbar to display a drop menu to Customize Quick Access Toolbar. Click on More Commands to open the Word Options dialog. Click on Customize Ribbon. In the right column, under Customize the Ribbon, click on Developer, making sure a tick-mark appears on the checkbox immediately on the left. Click on Ok to close the dialog.
Notice that Word has added a checkbox at the cursor position. Notice that Word has also added a new tab Developer in its top menu bar. Step #3: Insert the checkbox Click on the Developer tab in the top menu bar to change the ribbon. Within the Controls section, click on the Check Box Content Control. You can place additional checkboxes at
positions of your choice by placing the cursor there, and clicking on Check Box Content Control for inserting each checkbox. Finally, this is how your document may look like. If you click on any checkbox repeatedly, its contents will change from blank to a cross and back. Step #4: Modify the checkbox content properties Word allows you to choose the
default content of the interactive checkbox from blank, cross, and tick-mark. To modify a specific checkbox, click on it and then click on Properties within the Control section of Developer tab. This will open a Contents Control Properties dialog. The Contents Control Properties dialog allows changing several properties of the selected checkbox. Under
General, you may assign a Title [1] and a Tag [2] to the checkbox. You may also choose to Show as a Bounding Box, Start/End Tag, or as None [3]. You may also choose the color of the checkbox [4]. You may also choose to select your own text to appear within the checkbox [5] rather than a cross or tick-mark. You may also choose to make the
checkbox contents blank when edited [6]. If necessary, under Locking, you can also choose to disallow deleting a checkbox [7] or prevent its contents from changing [8]. Under Check Box Properties, Word allows you to change the Checked Symbol [9] and the Unchecked Symbol [10]. Clicking on any of the Change tabs will take you to the Symbol
Dialog, from where you can choose the Winding symbol of your preference (Refer Step #3 under Method #2). Click on Ok [11] to exit the dialog. Finally, your document may look like this. Notice that items 1 and 3 have modified interactive checkboxes. Conclusion Obtaining feedback from your audience through forms or surveys is always easier when
they have to check a few boxes, rather than express their answers. Word allows inserting checkboxes against a list of items, and allows the choice of presenting a printout or digital document to your audience for their feedback. We have shown you how to insert checkboxes in your document in a few simple steps. There are two kinds of checkbox in
Microsoft Word, checkbox symbol and interactive checkbox. Checkbox symbol usually be applied to printable document and interactive checkbox can be checked electronically within Word document. This tutorial will show you how to insert checkbox symbol into Word document. Insert checkbox symbol in Word Please process following steps to insert
checkbox symbol in Word. 1. Put the cursor at the place you will insert the checkbox symbol, and click Insert > Symbol > More Symbols. See screenshot: 2. In the opening Symbol dialog box, please (1) choose Wingdings 2 from Font draw down list; (2) select one of specified checkbox symbols you will add; (3) click the Insert button. See screenshot:
Now the specified checkbox symbol is inserted at the cursor place. 3. For inserting the specified checkbox symbol at another place, please put the cursor at the place you will insert the symbol, and click the Insert button in the Symbol dialog box. 4. Close the Symbol dialog box. In general, you can insert a checkbox symbol with finding it from symbol
library, or insert a checkable checkbox control with enabling Developer tab and adding such a content control. Both seem not easy! Do not worry! Kutools for Word provides a Check Box feature, not only supports a various kinds of checkbox symbols, but also can help you insert checkable checkbox control with only one click easily! Click for 60-day
free trial! Insert multiple checkbox symbols in bulk with Bullets feature This method will guide you to define the specified checkbox symbol as your custom bullets, and then you can easily insert multiple checkbox symbols in bulk by applying the custom bullets. Please do as follows: 1. Select the content you will add the checkbox symbols for, and click
Home > Bullets > Define New Bullet. See screenshot: 2. In the opening Define New Bullet dialog box, please click the Symbol button. See screenshot: 3. Now the Symbol dialog box comes out. Please (1) select Windings 2 from the Font drop down list; (2) select one of checkbox symbols from below table; and (3) click the OK button. See screenshot: 4.
Click the OK button in the Define New Bullet dialog box. And now the specified checkbox symbol is added at the font of each row in bulk at once. Note: If you need to batch add the specified checkbox symbols in future, you can select the rows, and then click the specified checkbox symbol from the Bullets drop down list directly. See screenshot: One
click to insert checkbox symbol into Word document with Kutools for Word If you have Kutools for Word installed, you can apply its Check Box feature to easily insert checkbox symbols with only one click in Word. Kutools for Word is a handy add-in to ease your work and enhance your ability of processing word document. Free Trial for 60 days! Get It
Now! Put the cursor at the place you will insert a checkbox symbol, and click Kutools > Check Box, and then specify one of checkbox symbols from the drop down list. See screenshot: For inserting checkbox symbols at many places, please repeat above processing as you need. Note: Besides inserting a various kinds of checkbox symbols, Kutools for
Word's Check box feature also supports to insert checkbox content controls, checkbox (active X control), and a checkbox list with only one click in Word. You may be familiar to view multiple webpages in Firefox/Chrome/IE, and switch between them by clicking corresponding tabs easily. Here, Office Tab supports similar processing, which allow you
to browse multiple Word documents in one Word window, and easily switch between them by clicking their tabs. Click for full features free trial! Recommended Word Productivity Tools Complicated and repeated operations can be done one-time processing in seconds. Insert multiple images across folders into Word document at once. Merge and
combine multiple Word files across folders into one with your desired order. Split the current document into separate documents according to heading, section break or other criteria. Convert files between Doc and Docx, Docx and PDF, collection of tools for common conversions and selection, and so on... Read More Download Now Purchase
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