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EDITING ehcp REVIEW DOCUMENTS GUIDANCE
Official: Sensitive

Adding extra rows for reviewing outcomes in the EHC Review paperwork 

The Review documents for reviews of an EHCP are sent out as forms with input restricted to designated fields.

In the Review of Outcomes sections each area of need has 3 rows as a default built into the form to cut and paste the outcomes from the EHCP. If you require more than 3 outcomes to be listed you will need to add extra rows which can be done using the method outlined below:

Click on File in the top menu (Info page is displayed)

In main window under Info choose option 2 PROTECT DOCUMENT

When drop down list appears choose option 3 Restrict Editing 
Document reappears with a column on the right headed Restrict Editing
Go to bottom of column and click on Stop Protection
This opens up 3 options in the column on the right. Go to option 2 Editing Restrictions (Filling in Forms) and click on tick box to clear the box

You are now able to edit any part of this document (NOTE: drop down boxes will not work in this mode).

In the reviewing outcomes section right click on the left hand box in one of the 3 existing rows for input, hold the button down and drag it to the right to choose all 3 boxes in that row. Let go and click the right button again and on the displayed menu and left click on  copy.

Right click again to get another menu, move mouse to Paste Options and then left click on the 3rd graphic underneath.  (Insert As New Rows)

A new row is inserted with form fields, repeat for as many fields as required.

When you have made your changes

Go back to the column on the right Restrict Editing
Click on tick box under Editing Restrictions (Filling in Forms) option to put the tick back in

Go to bottom of column and click on YES, Start enforcing protection

This brings up a Password Protection box
Click on OK. (Do not set a password)

Document is now reset to default as an editable form.[image: image2.jpg]o
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