[image: image1.jpg]



GENERAL INSTRUCTIONS FOR ELECTRONIC FORMS

Many of the documents you will complete for Senior Project will be electronic forms. These forms have been prepared specifically for Senior Project. All of the questions are written out and there are spaces for your answers. You may locate all of these documents on the student manual on CD. 

If you’ve never worked with electronic form documents here are some things to keep in mind:

1. Save the document to your hard drive, CD, or flash drive before you start working on it.

2. Re-name the file using your name (i.e. David Jones Task Analysis or Jennifer Smith Brainstorm).

3. Don’t worry about “messing up” the appearance of your document. These forms are “protected” – you will only be able to enter text in the gray shaded areas. 

4. To enter text in a form field simply left-click your mouse on the box. You can move from form field to form field by either left-clicking on the box you want or by pressing the “tab” key.

5. The spaces for your answers may seem small – don’t worry! The form fields are programmed to expand to accommodate as much text as you write. 

6. Be very careful to double-check your spelling! The computer’s spell-checker is disabled on form documents. 

7. As with any document, remember to save your drafts. If you close the document file without saving it all of your information will be lost!

8. Some of the forms, such as the ones for the 5, 10 and 15 hour verification, require you to print them out and have another person write in the information. Form documents are printed the same way as any other documents. 

9. Most of these documents will be included in your final portfolio. Make sure you enter information that is clear and complete; give details and be as specific as possible. Be sure to write in a professional voice and use proper grammar and correct spelling.

Your teacher will be able to help you with any questions you may have.
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