Instructions for use of the Dayton Chapter 13 Plan
Office 2010

You may need to add a new Forms tab if one does not appear on the form already. If the Forms tab is in the document, you will need to use the “Lock” icon to unlock the form to fill in tables and free form information in paragraph 19 after you have tabbed through the document and entered the necessary information.
To add a Forms tab once you have opened the newest version of the Plan:

1) Click the File tab

2) Options

3) Customize Ribbon

a. At the bottom of the right hand column,  click the New Tab button 

b. Locate the New Tab in the right column

c. Click to highlight

d. Click the Rename button at the bottom

e. Rename to Forms
f. Click the new Forms tab to highlight

g. Click New Group at the bottom of the column

h. Click  the New Group under Forms to highlight

i. Click Rename at the bottom

j. Change the name to Fields
k. In the left column, pull down the drop down arrow and select Commands not in Ribbon
l. Scroll down to the Lock icon  [image: image1.png]



m. Click to highlight
n. Click the Add>> button
o. You should now see the icon in the new group, Fields
p. <OK>

Office 2007. 
1) Right-click the Quick Access Toolbar on the menu ribbon

2) Choose Customize Quick Access Toolbar

a) In the drop down menu, set the category to Commands Not in Ribbon

b) Single click the Lock icon [image: image2.png]


 to highlight

c) Click the ADD button.

d) <OK>
The icon should now appear in the “protected” icons, next to the save button at the top of the screen
You will need to use the “Lock” icon to unlock the form to fill in tables and free form information in paragraph 19 after you have tabbed through the document and entered the necessary information.

2003 Version
1) Open Microsoft Word. 

2) The Plan is written as a secured form that will need to be locked and unlocked.

3) Open your Forms toolbar.

a) View Menu
b) Toolbars

c) Forms

4) All shaded fields must be filled in to complete the plan.

5) Tab between each field in the secured form.

6) When you reach the tables, starting at item 4., to fill in creditor information you must unlock the form.
a) On your Forms toolbar, click the lock icon to unlock the secured form. This will allow you to fill in the table with as many lines as needed. (NOTE: If the lock icon is not available, go to the Tools Menu and Unprotect the document. This will allow you to access the form, but will not allow you to tab through the document or use the check boxes.)
7) When you are finished with the table,

a) Click the lock on the Forms toolbar to secure the form again. This will allow you to move to the next form field.

8) Continue to tab from field to field until you reach another table and repeat steps 6) and 7).

9) You can also tab from field to field and fill in all form fields first (or last) and then unsecured the form and finish (or start with) the tables.
10) Make sure you secure the form when you have completed it to ensure formatting for future use.  

