INSTRUCTIONS FOR 

MS WORD VERSION

OTC Application Form

This application is built has a Word Template file.  The purpose is to save this file in your MS Word templates so that when you click on “File”, “New”, this application will appear as a selection. 

OPENING THE TEMPLATE FROM THE DISK:

1. Double-click on “My computer” on your desktop; double click on the appropriate drive containing the application disk.  If your windows version, check your owner’s manual.

2. Double-click on the file to open a new document.  This will open a new document in word so that you can save the file when typed.  This protects your original template file from being changed.

NOTE: NEVER OPEN THE FILE FROM WORD!!!  To do so will change your template file permanently.
SAVING & OPENING TO YOUR HARD DRIVE:
The best way is to save this application file as a template as follows:

1. Open the file in Word.

2. Click on the menu line, “File”, select “Save As”

3. In the “Save as” window, at the very bottom there is a windows that says “Save as type”, click on the down arrow and select, “Document Template”

4. This should automatically change the folder in the box on the top part of the window to a folder called “Templates”.  If not, please consult your MS Word manual to find the appropriate template folder on your hard drive.

5. Then click on the “Save” Button.

6. Close out of the document in MS Word.

Opening a new OTC application from the hard drive:

· Open MS Word

· Click on “File”, “New” on the menu line

· Select “OTC application v.1”

· Form should automatically have your cursor in the first box on the application number, then click on the “Left” cursor button on your keyboard (The arrow pointing left).  This will put you in the beginning of this field cell.

· Start typing your information following the instructions on completing an application

To move between fields:

· Click on the tab button on the keyboard.  DO NOT use the enter key as it will overflow the page.
Printing:

· The template SHOULD automatically change your page settings so you only need to remember to put letter sized paper in your printer.  If it does not, the margins are: top: 1”; bottom: 1”; left & right margins: 1”.  

· Check your printer’s instructions on how to print two-sided so that the top of the front and the back when printed are going in the same direction.  
· Change the printer properties are set on the best printing quality possible.

