Using ICS 309 Auto Form
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NOTE: To be sure this system will work properly, left click Insert>Date and time and be certain the “Update automatically” box is NOT checked and that the 24 hour time format is selected.  Left click “Default” to save this setting.

Start of Log:

1. Open ICS309AutoForm.doc

2. Left click: File>Save as and enter a different name to save as:  Something like “yyyymmddMissionName.doc” is recommended, where: yyyy is the year, mm is the month and dd is the day.

3. Left click: View>Header and Footer.  The Header will now be editable.  Enter  TASK #, TASK NAME.

4. Left click on the date that appears after “DATE PREPARED:”, it should highlight.  Right click on the date, then left click: Update Field.  Current date should appear.

5. Left click on the time that appears after “TIME PREPARED:”, it should highlight.  Right click on the time then left click: Update Field.  Current time should appear.

6. Left click: Close in the small “Header and Footer” toolbar that appeared in step 3.

Data Entry into Log: (NOTE: Do NOT use the ENTER key)
1. Left click in TIME field.  Simultaneously press the “Alt” “Shift” and “T” keys.  The current time should appear.

2. TAB key will take you to the next field.   Enter FROM, TO and SUBJECT data.  All fields should automatically wrap (Do NOT use ENTER key.)

3. To start a new line, tab from the end of the SUBJECT text.  A new row should appear.

4. Repeat steps 1, 2 and 3 as needed.  Table will automatically go to the next page when needed.  Page numbering at the bottom should also be automatic.

