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Display Hidden 
Content

1. When opening Word, 
click on Options.

2. If Word is already 
started, you can 
always click on File to 
get back to the home 
screen with Options.



Display Hidden Content

3. Choose “Display" 
4. Select “Hidden text” 

and make sure it is 
checked

5. “Print hidden text” 
should not be checked

6. Click “OK” at the 
bottom of the window



Display Hidden Content

• You will now be able to 
see the hidden content

• Hidden text is shown 
in red and gives 
additional information 
to the user

• Hidden content will 
not be printed



Online Assistance
• Web links are provided 

throughout the document 
in purple

• Use CTRL + Click to follow 
the link

• Uses these links to view 
drawings and additional 
information

• Web Links are hidden 
content will not be printed



Building Blocks

• Interactive parts are 
shown in blue italics

• Click these sections to 
interact with them



Building Blocks

• To use building blocks
1. Click blue italics
2. Click the drop-down 

arrow at the top right 
corner of the box

3. Select the desired 
option



Text Boxes

• Text boxes are 
imbedded within the 
text

• To use the text boxes 
click on them and input 
the desired text



Drop Down Boxes

• To use a drop down 
box:
1. Click the blue italics
2. Click the arrow to the 

right of the box
3. Select the desired field



Printing
• After all fields have 

been filled, print the 
document with the 
normal settings

• Red hidden text and 
purple Online 
assistance links will 
not be printed

• Any fields that were 
missed will be printed 
in blue
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