To use the new Curriculum forms, you must have Word 2003 or above. Then, just follow the easy instructions below:

1. Use File, Open and select the form you need. Press OK or double click the document name.

These files are read-only documents – that means you need to save your finished document with a new name. All the text on the form is locked (protected) and you will be able to access only the Fill-In Fields or the Check Boxes that display as gray areas on the document.

2. As soon as you open the document you will be positioned at the first Fill-In field. To reposition your insertion point in another field, press the Tab key. Pressing Tab will move you through the form field by field. This technique will move you sequentially through the fields on the form as you key in the necessary information.

Clicking the Mouse will also move you from field to field, while the

Right Arrow key will move you from Check Box to Check Box.

3. To key in text in a Fill-In field, press Tab until you reach the desired field and then key in the text. The field will expand as the text is keyed in. Press Tab to move to the next field.

To move backward through the form, use Shift + Tab or the 

Mouse to position your cursor in the desired field.

4. To insert an X in a Check Box, position your insertion point at a Check Box with the Tab key, then type an X on the keyboard.

Typing an X a second time will delete the X.
5.
When you have completed filling in all the fields on the form, select File, Save As, key in a name for the document, and then press OK or Enter.

