How to Unlock and Edit the Entire Contents of the AFHC Safety Manual Templates

These instructions explain how to unlock and edit the full contents of the AFHC Safety Manual templates using Microsoft Word.

WARNING: If you make any modifications to the non-editable sections of any of the templates, you may no longer be in compliance with federal or state workplace safety and health requirements. You may check federal requirements at https://www.osha.gov/laws-regs. You may check state requirements at https://lni.wa.gov/safety-health.

Instructions
1. Check to see if you already have the “Developer” tab:
1. Open the template you want to unlock and edit.
2. In the ribbon (the bar with the icons at the top of the window), review the tabs to see if the “Developer” tab already appears.
3. If yes, go to step 3.
4. If no, go to step 2.
2. Install the “Developer” tab:
1. In the main menu, click “File”.
2. Click “Options”.
3. Select “Customize Ribbon”.
4. Under “Customize the Ribbon”, make sure “Main Tabs” is selected and check the “Developer” box.
5. Click “OK”.
3. Unlock the template and make your changes:
1. In the ribbon, click the “Developer” tab.
2. Click “Restrict Editing”.
3. In the right sidebar, click “Stop Protection”.
4. You can now edit all areas of the template.
4. Lock the template when you are done making your changes:
1. In the ribbon, click the “Developer” tab.
2. Click “Restrict Editing”.
3. In “2. Editing restrictions”, make sure the “Allow only this type of editing in the document:” box is checked and “Filling in forms” is selected.
4. Click “Yes, Start Enforcing Protection”.
5. You will be prompted to enter and reenter a password. Leave these fields blank and click “OK”.
6. Other than the fillable fields, the template will now be locked again for editing.

For additional assistance, please contact the Adult Family Home Council at www.adultfamilyhomecouncil.org/contact.

Original form available from https://adultfamilyhomecouncil.org/afh-worker-safety-awareness-program/. 
