TIPS FOR USING THE WORD VERSION OF THE APPLICATION

This version of the application form is designed as a Word table.  Questions and answers are designed to exist in their own cell of the table.  There is always at least one empty cell in which to enter your text or data.  The table rows and alignment have been set at specific sizes and alignment formats.  Do not adjust the cell size or alignment to accommodate your text.  Please edit your text to fit it in the space(s) provided.  
GETTING STARTED:
Before starting, on your Tool Bar, click on “Table”, and then toggle to the Hide/Show Gridlines selection to Show Gridlines.  Turning this feature on allows you to see the “behind the scenes” formatting of the document.  None of these characters or gray gridlines will print—they just help you see exactly where answers should be input.

ENTERING ANSWERS AND USING THE TAB KEY:

There is typically one giant table per page.  While it possible to use the Tab key to move from table cell to table cell within a page, hitting the Tab key at the last cell of the page will produce a new table cell or row.  DO NOT add rows or cells at the end of the page.  Use your mouse or Down Arrow key to move the cursor to the next page.  If you want to move backwards within the application, on your keyboard, hit “Tab” and “Shift” at the same time.
ANSWERING YES/NO QUESTIONS AND THE CHECK BOXES:
Some portions of the application ask you “Yes or No” questions, while others ask you to check the appropriate box out of a list of options—use your mouse to position the cursor over the box and double-click the left mouse button.  A dialog box will appear-choose “Checked” or “Not Checked,” depending on what your answer and select “OK” to return to the application form.
If you have any questions about the format of this application, please don’t hesitate to contact me at (330) 643-8623 or via email at sleedham@exec.summitoh.net.
