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4-H RECORD BOOK INSTRUCTIONS

Microsoft WORD


These instructions describe how to type the information into the tables for your record book.  The file is an MS WORD document. When you search the directory for the document, be sure you are looking for ALL FILES or MSWord Documents (*.doc).  If you have a problem, call the office for more information.  

RETRIEVING THE FILE:

1.  Insert the disk into your disk drive.

2.  Use the mouse (or CTL-O) to select FILE, OPEN  (or click the OPEN FILE icon).
3.  In Look In: box, select it from the drop-down list.  (Choose drive letter of your floppy or CD drive.)

SAVE THE FILE WITH A DIFFERENT NAME so that you will have an unaltered copy in case you need to start over or your program becomes damaged.  Store the original disk in a safe place.

SAVING THE FILE: 

1.  Use the mouse to select FILE, SAVE AS.
2.  In SAVE IN box, select directory or disc drive where you want to save your documents.

3.  In File Name box, type My Record Book.doc (or any name you choose).
IT IS A GOOD IDEA to save your work often.  You should FILE, SAVE whenever you have entered enough information so that you would hate to have to re-type it!!!  If your computer is not set to save automatically every 10 minutes or less, you should consider having it set to do so.  Also, make a second copy of your finished document and store it in a safe place (on floppy or in a different directory) in case something happens to the original.

IMPORTANT TIPS FOR TYPING IN THE FORM


This document is locked and cannot be edited without a password. Extra lines can be inserted by <TAB> after the last field in the Project Section or by clicking the right mouse button and selecting “insert row”.  This will insert a row immediately above the row where your cursor is positioned.

If a field is not applicable, type N/A in the blank.


If you want to see the table lines while you are typing in the text, select TABLE then SHOW GRIDLINES. When you get rid of the lines, you aren't getting rid of the table; you are just no longer able to see the lines.  The gridlines will not print.


The program will begin at the first blank.  You can use the <TAB> keys to advance through the form.  Use <SHIFT-TAB> to go backwards without deleting text. <PAGE-UP> and <PAGE-DOWN> also work like the <TAB> keys.  Helpful hints for what to insert will be displayed along the bottom of the page in the STATUS BAR.  You can select a particular cell by clicking in the cell with your mouse pointer.  To go to another page quickly, you will need to use EDIT, GO TO PAGE… or use the scroll bars at the side of the screen to scroll up or down and then click in the cell you wish to edit.


Some cells are locked to allow only a limited type or size of entry.  If you enter information and get an error message, check the help text on the STATUS BAR at the bottom of the screen or press <F1> for a HELP screen.


When you get to the end of a line in a cell, just keep typing.  The words will wrap around and create a new line.  DO NOT hit the <ENTER> key at the end of each line.  (If you do hit <ENTER> accidentally, select EDIT (ALT-E), UNDO or press the <BACKSPACE> key (not the left arrow) to get rid of the return and continue typing.) The <BACKSPACE> key deletes the hard return and restores the square to the size it was before the <ENTER> key was accidentally pressed.  If a word won't fit on the current line, it will automatically be moved to the next line.  You can hit <ENTER> to begin a new paragraph within a cell.


DO NOT hit <ENTER> to move from cell to cell, this will make the cell larger.  If you accidentally hit <ENTER> and the cell enlarges, select EDIT (ALT-E), UNDO or press the <BACKSPACE> key (not the left arrow) to remove the return.  The <BACKSPACE> key deletes the hard return and restores the square to the size it was before the <ENTER> key was accidentally pressed.


If you should hit <TAB> at the end of the last line, creating a new line which is empty, select EDIT (ALT-E), UNDO or highlight the row, press the right mouse button, select delete cells, then entire row and hit <ENTER>.

Please be sure that the Record Book forms are SIGNED by

1. the 4-H member,

2. a parent,
3. a leader,
4. and County Extension Agent.
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