Directions
D-10 Form in Word

To Open the D-10 Form

· Open Word

· Click on

· File

· Open
· At Look In box at top of screen click on drop-down arrow

· Select the directory called:  Angies on ‘Dover 10/Sys/Public….

· Double click on yellow folder called:  Budget Forms (or click once on folder and once on the word Open in lower right corner of screen)
· Double click on the file name D-10—buildings-grounds
· After form is on screen click on:

· File

· Save As

· May want to give a new file name IF you are doing more than one of the D-10s.

· At Look In box, select YOUR directory (i.e. LREDDI…)

· Click on Save in lower right corner

To Fill In “D-10” Form

NOTE:
This is a protected form which means you can only fill in information in the gray boxes.

· Key in the date (which is where cursor should be—selected “field” should be dark)
· Do not “hit” enter when the date comes up

· Key in the entire date

· TAB and cursor jumps to the check-box beside DE.

· Tab to desired school/building

· Either click on the box or depress the space bar for the “x”

· TAB or click in the box under Priority
· Click the drop-down arrow and select appropriate number

· Tab or click in the description area and key in description.  Text will automatically “wrap”

· Continue this process to the end of the form

Cautions:

· You cannot check spelling in a locked/protected form

· If you want to unprotect the form to check spelling, do so only after the entire form is completed

· Click on Tools

· Unprotect 

· If message appears asking for password, just click OK—no password was entered

· DO NOT protect the document again.  Doing so will result in the loss of all typing on the form

· If you have any questions, contact Angie McWilliams at 368.

