
How to create and (un)lock a fillable form in Word 2010 
 

The University of Richmond’s Application Cycle Update template is an editable, fillable form 

created in Word 2010.  This allows the inclusion of drop-down menus and checkable boxes, etc.  If you 

wanted to use our template as a jumping-off point for your own purposes, you have to “unlock” the form 

first, customize it to suit your office’s needs, and then “relock” the form again. 

 

SUNY-Adirondack created a very user-friendly how-to for creating fillable forms in Word 2010 using 

the Legacy Tools function:  http://www.sunyacc.edu/sites/default/files/Documents/ITS/word_-

_creating_fillable_forms_legacy_tools.pdf 
 

In order to make the form fillable you have to “lock” it (restrict editing) once you’ve created the form, 

which you can do by following these steps: 

 

A. Click on the Review tab 

B. Click on the Restrict Editing icon (on the far right)  

C. Make the following selections – see screenshot below, which will appear on the right side of 

your Word screen:  

1. Formatting restrictions – leave Unchecked 

2. Editing restrictions – select “Filling in Forms” from the drop-down menu 

3. Start enforcement – click “Yes, Start Enforcing Protection” – then click “OK” in the 

pop-up dialogue box (leaving the password fields blank).  

NOTE: If you elect to password-protect this form, you MUST remember the password or 

you will never be able to unlock it! 

 

D. Unlocking a fillable form is easy – just follow steps A and B above, and you’ll see a “Stop 

Protection” button at the very bottom of the right side of the Word screen. Click that button to 

unlock the form. If you included a password when you first created the restriction, you’ll have to 

enter the password first before you can unlock it.  
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