Online Form Help

DOWNLOADING THE FORM

1. Point web browser to the form (e.g., http://web.uflib.ufl.edu/staff-site/templates/vita5.dot).   When document appears, select "Save as…" on the file menu.

2. Open the form by double-clicking on it.

FILLING IN THE FORM

1. Instructions for individual fields appear along the bottom of the window, where appropriate.

2. Shaded fields are those which can be filled in; the shading does not show when printed.

3. Use TAB key to move from field to field; This selects any default text so it can be typed over.

4. Be sure to SAVE your work frequently.

5. If you need to unlock the form, be sure to SAVE the file before unlocking. 

6. Page breaks appear before and after items which may require more or fewer fields than presented in the form.

7. Hint: For lengthy blocks of text, it is best to edit them first in a separate text document. Editing within the form fields can be difficult.

TO DO A FINAL EDIT OF FORM:

IMPORTANT: BE SURE FORM IS SAVED IN LOCKED FORM FIRST. Once form is unlocked, locking it again will result in a loss of all form field information.

1. Highlight "Toolbars" on the "View" menu and select "Forms".

2. On the Forms Toolbar, click the padlock icon to unlock the form

3. Add or delete additional fields such as Publications or Presentations.

4. Delete or revise page breaks to make document flow continuously.

5. SAVE unlocked version of form. DO NOT RELOCK.
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