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USER GUIDE 

 
 

 
Contained in this Guide 
This guide contains instruction and screenshots illustrating the following: 
     • How to unlock RTF forms  
     • How to edit the RTF  
 
 
Advice and Disclaimer - IMPORTANT 
This editing guide is meant to assist you to place your logo and company information on the form.  
 
We strongly advise you not to change anything else in the form. 
We do not provide technical support beyond this guide.  
 
We also strongly advise you not to change the content of the form itself.  
Everything included in the form must be included for the form to be legal and valid in the state of California. 
 
Builder's Book, Inc. has done everything in its power to ensure that all the forms contained in this CD-ROM/ 
Download are up-to-date with the most current California construction laws. Changing content of the form 
will render the form invalid for use in the state of California. We do not recommend editing the content of  
the forms.   
 
 
Tech Support Limitations 
Because of the wide variation in hardware/software setups, Builder's Book, Inc. cannot provide technical 
support for hardware, software or applications that you may want to use in conjunction with the enclosed 
file(s). Specifically, we cannot provide support for making customizations to the RTF or PDF versions files 
beyond those covered in this User Guide. 
We do not provide technical support beyond this guide.  
 
 
 
License Agreement, Copyright and Disclaimer of Warranty 
All rights reserved. All our Forms and Contracts are protected by copyright law and are the property of 
Builder’s Book, Inc. This User Guide also falls under copyright.  
Please thoroughly read the License Agreement, Copyright and Disclaimer of Warranty file included in this  
CD-ROM/Download. 
 
 
 
 
 
 
 
 
 
 



 
Unlocking Forms 
Step 1: Go to any form you want to edit and open it. 
Step 2: Go to the “Review” tab. 
Step 3: Click on “Restrict Editing” 
Step 4: Click on “Stop Protection” 
 

 
 
 

 
 
 

Your form is now unlocked! 
 



 
Placing the logo 
Step 1: After unlocking the form, you're able to access all the fields including the one with the logo. 
 

Click on   and then the Backspace Key  
 
 

 
 
 
You will then be left with the following:   
 

 
 
 
 
 
 
 
 



 
Step 2: Now simply Copy and Paste your logo in this blank area and adjust as you see fit. 
 

 
 
 
 
Step 3: After you’re done adding your logo re-lock the form. 
             Click on the “Review” tab. 
             Click on the “Editing Restriction” 
             Check the box under “2.Editing Restrictions” 
             Select “Filling in forms” from the dropdown menu. 
             Click “Yes, Start Enforcing Protection” 
 

 
 
 
 
 
 
 
 
 



 
A box will pop up. Create a password if you want. 
Either way, click “OK” when you’re done. 
You will now be able to fill in the form. 
 
 

 
 
 
 


