Copy Form Field Information to another Field
[bookmark: _GoBack]There are two ways you can approach this. The first way involves the fact that any time you insert a form field in a document, the contents of the field are automatically bookmarked. Thus, you can use bookmark reference fields throughout your document to refer to whatever the user entered in the field. The second way involves actually copying information from one field to another.
First, let's look at the solution that uses bookmarks. Every time you enter a form field in a document, it is assigned a name. This name depends on the type of form field you entered. You can discover the name (and change it if desired) by right-clicking on the form field and choosing Properties from the Context menu. This displays the Form Field Options dialog box and in the lower portion of the dialog box is the bookmark name for the field. (It will be a name such as Text1.) You should remember this name for the form field whose contents you want to use elsewhere.
Now position your insertion point wherever you want the contents of the form to appear. For instance, at the point where you want the form user's name to appear a second or third time. Here you should follow these steps:
1. Press Ctrl+F9 to insert a pair of field braces. The insertion point should be between the braces.
2. Type REF followed by the name of the form field you previously noted. For instance, if the name of the form field is Text1, you would type REF Text1.
3. Press F9 to display the field results instead of the field codes.
Understand that even though you can reuse form field content information in this manner, the information is not updated automatically when the user leaves the form field. (Well, it is and it isn't.) You sort of have to trust Word on this, since the contents of fields (the REF field) are not generally updated until you print or look at a print preview for the document. The field can, of course, also be updated by selecting it and pressing F9. Either of these requires manual action on the part of the user, but it is possible to start creating macros that would do it automatically.
The second general method for copying field contents involves literally copying the information from one field to another. This must be done with a macro, and does seem a bit of an overkill, in light of the bookmark feature already discussed. However, there may be times when you actually need two form fields in your document, and you want the second form field to default to whatever the user entered into the first form field. In this case, you must make note of the names assigned to the form fields by Word. For purposes of this discussion, let's assume those names are Text1 and Text2, and that you want to copy the contents of Text1 to Text2 as soon as the user leaves Text1. You can use the following simple macro:
Sub CopyField()
   Dim Temp as String

   Temp = ActiveDocument.FormFields("Text1").Result
   ActiveDocument.FormFields("Text2").Result = Temp
End Sub
Now you need to configure your first field so that the macro is executed every time the field is left. You do this by following these steps:
1. Right-click on the first field. This displays a Context menu.
2. Choose Properties from the Context menu. Word displays the Form Field Options dialog box.
3. The dialog box contains two fields where you can specify a macro to run when the field is entered and exited.
4. Use the Exit pull-down list to select the macro you just created (CopyField).
5. Click on OK.
Now protect the document for fields and save your form template. The next time you create a new document from the template, the user will be able to fill in the fields. When the Text1 field is exited, the Text2 field is instantly updated with whatever was entered in Text1. Understand that the user can then change whatever is in Text2; the change was simply to set the default. You should also understand that if the user "cycles back" and changes Text1 again and then exits that field, the contents of Text2 are changed regardless of what was there before.

