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C O O P E R A T I V E  E X T E N S I O N  S E R V I C E
NEW MEXICO STATE UNIVERSITY

COLLEGE OF AGRICULTURE AND HOME ECONOMICS

Harding County Extension Office

P.O. Box 156

Mosquero, NM  87733

– 2 –
September 10, 2008 


Dear 4-H  Member:


These are instructions for using the discs with the 4-H Record Forms.  The forms on the disc are:  NM Report Form, Livestock Form, Horse Form,  Project and 4-H Story, 300 A-7 which is the general report form for projects like shooting sports, public speaking, braiding, etc..  


The Forms are in Word and in Excel.  They are protected so you can only fill in certain places.  A formula totals the dollar amounts for you.  Be sure that you keep the original on this disc protected and blank so you can go back to it if you need to.


Save your work by selecting, "Save As" rather than "Save" so that you have the original left blank.  You can use the mouse or enter or tab keys. 


At the bottom of some of the Excel forms is the Sheet # that you are on.  To go to another sheet, you click on the number you want.  Be sure to save your work often.


Depending on whether you have the floppy disc or the CD, to get the forms from the disc to the hard drive, put the disc in the floppy drive or CD and go into Excel or Word.  Select the floppy drive or CD drive and you will see all the forms.  They are marked with either the Excel Icon or Word Icon.  When you open a form then "save as" in the hard drive sub directory that you wish.  You can also go into Windows Explorer and select the floppy drive and then copy those files to "My Documents" or wherever you keep files for Word and Excel.


If you run into problems, give me a call.  

Good luck and remember the record books are due October 13.  You can leave them at the School Office, if you want.  Be sure everyone signs where needed.  Have everyone sign the forms in the proper places:  You, your leaders, and your parents.

Be sure to use the guide for completing the record book when you put it together.
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Blair Clavel

County Program Director

New Mexico State University is an equal opportunity/affirmative action employer and educator.  NMSU and the U.S. Department of Agriculture  cooperating.
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