Instructions for Using OFWC Electronic Forms


The electronic forms can be used with Microsoft Word ONLY.

The format of the Reporting Forms is the same as it was last year.  Mainly, you will have to press the Tab key, click the mouse, and type.  You MUST use ONLY 2004 Report Forms.
Unfortunately, there’s no way to electronically format the report that covers everyone’s ability.  The main goal is to have the report you generate with these files look like the report pages in the OFWC Club Manual.  Keep this in mind WHILE you’re working and BEFORE you mail the report.

The electronic forms include the following files:

· 2004-2006WhitePagesv1.doc
· 2004-2006PinkPagesv1.doc
The pink pages are numbered as shown in the Manual, and the first three (3) pages contain a reprint of the actual OFWC Club Manual instructions.  They are included for reference only; they do not contain anything that you need to fill out, but please read them carefully.  All text lines are set to use Times New Roman 11 point font.  Due to the nature of the new forms, you will not be able to modify any aspect of the format.  You can, however, cut/copy/paste text.

Since the Narrative Report Forms will be used for EACH Department Division and Committee for which you report, you will need to copy and give a new name to EACH file.
For Example:  Narrative Arts 2004-Arts and Crafts, or Narrative Leadership 2004.  As you start each new Department/Committee report, open the original or a previously-used 2004 report file, then click File/Save As, and give the new file an appropriate name.

I. Reminder

1.  While you are working, SAVE your work often.

2.  After the report is complete, save your files on a backup CD or diskette.

II. What You Will See and What You Can – and Cannot Do
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Notice that the first field, is highlighted.  Type in the appropriate information, then press the Tab key.

The next field in which you can enter data will be highlighted.  If it is a check box, you can put an X in the box by either clicking the mouse once, or pressing the X key.  The following example shows that the General Club check box is selected (X marks the spot!).  
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Notice the heavy outline on the Junior Club check box; that highlight indicates the cursor is currently on that check box.  If you are not a General club, continue pressing the Tab key until you reach either the Junior Club check box or the Juniorette Club check box.  Select the appropriate check box and move on!

Press the Tab key again and the next field in which you can enter data will be highlighted, similar to the example shown below:
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Enter the appropriate data, press the Tab key again, and you’re in the next field in which you can enter data.

You get the idea!  All you have to do to get to the next field (moving from left to right, top to bottom) is press the Tab key.  Alternatively, you can use the mouse to place the cursor in a desired field by clicking the mouse once.  This is most useful when you want to go back to a field in which you have already entered text, or if you want to skip a few fields.  But if you are filling out the form for the first time, moving field by field ensures that you don’t miss anything.  Note: The Tab key moves the cursor from left to right, then from one row to the row below it.  Just keep clicking the Tab key, it will go to each field.  

Speaking of going back, if you want to return to the previous field without using the mouse, hold down the Shift key, then press the Tab key.  You can repeat this as often as you need to.

III. Did You Notice…?

Notice that most of the formatting toolbar buttons are grayed out (unavailable).  This means that you cannot change anything about the format – the font, font size, bold, italics, bullets – not ANYTHING!  Each form has been locked and password protected, so unless you can read my mind (which should scare most normal folks!), you cannot unlock the form to change the format.  

The main drawback to this is that you cannot use the automatic spell check for your text.  You’ll just have to spell check the old-fashioned way.
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You may have also noticed that the only way you can get from one page to the next is by using the scroll bar.  The Page Up and Page Down keys don’t work and neither do the Page Up and Page Down buttons located under the scroll bar.

However, if you are using the Tab key to navigate and you reach the end of a page, pressing the Tab key again takes you to the first available field on the next page.  If you are in the last field on the last page of the form, pressing the Tab key takes you to the first field on the first page.

If you haven’t noticed this one yet, you will: You have to do your own math!  This is only fair.  The clubwomen who are not using these electronic forms for their club reports have to do their own math.  So do you.  Besides, it’s good for you – it builds character.  You can, however, use the biggest, baddest calculator you can find!

IV. We All Need Space and We All Have Limits

In keeping with the control-freak nature of the forms, there is a limited number of characters allowed for each field.  The number varies from field to field.  For example, the Club Name field does not allow as many characters as the Your STAR Program field.  

In addition, the Your STAR Program and Your STAR Project fields will not increase in size, no matter how much you try to cram into them.

I have tried to provide enough space and enough characters to cover most OFWC reporting needs, but it may not (probably won’t) satisfy every single one.  Once you get the hang of working with the forms, and if you plan what you want to say in each section, you shouldn’t encounter problems.
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V. Before You Mail Your Report

1. Refer to the OFWC Club Manual to make sure you have included appropriate info in each section.


2.. Remember to save your pages often and save them on BOTH your hard drive and on a CD or diskette as a backup.  


3. When you make copies of the finished, printed report, make sure they are double-sided. This saves paper – and postage!! (This is a suggestion, not a requirement – but it’s a good one!)


4. Send copies of the report as indicated on page R-1 of the Pink Pages file.  READ CAREFULLY!


5. Keep copies for the club’s records and have some available to show all the members.


Indicates the Form Field Shading (gray boxes in the text fields) is on.  To turn it off (or on), click the button once.  This has no effect on how the form operates.





The small circles and gray boxes indicate a text field, or a place in which you can enter text.  They disappear as soon as you make an entry in the field, and they do not appear in print.








The Padlock (Protect Form) toolbar button indicates that the form is locked.  If you click it, it asks you for the password.  You don’t (and won’t) have the password!





If this toolbar isn’t visible to you, it’s OK, because you don’t really need it.  If you want to see it anyway, click View/Toolbars/Forms.





Highlighted, or active, field.








READ the circled info !!!!!














Open a file.  The following example is similar to the Pink Pages file:








Do NOT wait until the last minute to start your club report!!!
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