Instructions for Using the Electronic Application Forms

In order to complete the electronic application forms, it is recommended that you use MS Word 2002 software or a later release.

Important – Special Instructions for Completing the Electronic Application Forms

There are a number of preliminary steps that must be taken prior to opening and completing electronic application forms.  These steps are necessary because the forms include macros and other hidden data that are needed to accurately interface with the Council’s grants management software. Following the steps below will alleviate potential user problems with the forms.  

Macro Security Level

The macro security level on Microsoft Word for each computer accessing the forms must be set to "Low" in order for the macros in the application forms to work properly.   Complete these initial steps before opening any forms.  

1. Open Microsoft Word.

2. Select “Tools,” “Macro,” and “Security.” 

3. Select the “Security Level” tab.

4. Set security level “Low” and select “OK.”  

Opening Forms

All forms must be saved to a hard drive or network drive before opening for use.  Do not attempt to complete forms directly from an e-mail attachment or a floppy or CD drive as memory and macro problems may result.

Using Electronic Application Forms in Microsoft Word

To navigate and enter data into the application forms, the most common methods are listed below:

· Using the “Tab” key will bring you to the next field.  To maneuver from one field to the next use the “Tab” key or use your mouse to select the field you want to enter data into.

· The Scroll bar allows the user to scroll up and down the screen.  By scrolling, fields for entering information can then be selected with your mouse.

· Pressing “Shift + “Tab” keys will return the user to the prior field.  This is useful for moving back to previous sections, and for moving from the beginning of the document to the end of the document.

Some Information Can’t be Changed in Certain Fields

The application forms are created with macros that allow information to be imported into the Council’s data management software.  The forms allow access to required data entry fields only.  Certain system fields are protected in order to avoid data corruption.  

Tips & Tricks

Question:  When using the Application Forms, how can I increase the font size?  

Answer:  All Microsoft Word documents can be viewed larger by selecting View > Zoom... from the menu bar and selecting the zoom level desired, from 10% to 500% of normal. Users can also select the desired zoom level from the zoom dropdown list on the Standard toolbar. 

Question:  When using the Application Forms, how can I remove the shaded background?

Answer:  To remove shading from form fields, you need to use the Forms toolbar. If it isn't visible, you can select View > Toolbars > Forms. Click on the Form Field Shading button to turn the shading on or off.  
