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( Should you need to add a row to the form, please do the following:


 


Go to the View menu


Select Toolbars


Select Forms


Un-click the lock button to un-lock the form


Go to the Table menu


Select Insert


Select Row Above or Row Below





Follow steps 1 through 4 and re-click on the lock to lock the form. Please note: If you do no re-lock your form, you will not be able to move through it using the Tab key.








( Should you need to add additional 5 why boxes, please do the following:





Please check the box at the end of each row  (designated by letter A, B or C). By checking the box “Next”, it indicates that there is additional information on the following page for each section that is checked. 





Follow the steps below for adding an additional page.








( Should you need to add an additional page, please do the following:


 


Highlight 5 why table and copy (Ctrl +C) (Only need to highlight one page).


Click  on the bottom of the last page under “Team Members”: (This is where your mouse should be)


Go to the Insert menu


Select Break


Select Next page


Paste 5 why table (Ctrl +V)





Follow steps 1 through 4 and re-click on the lock to lock the form. Please note: If you do no re-lock your form, you will not be able to move through it using the Tab key.











