Instructions for Filling-out Research Committee Grant Forms

1. Download the desired application form from the Research Committee web site to your hard drive by left clicking on it.  In the dialogue box that appears, click the button beside “Save this file to disk”.  Click “OK”.  Save the form to the desired folder with an appropriate file name.  Keep the file extension as it appears (*.doc).  Please do not change the file extension.  (Thanks!)

2. Open the desired form from your hard drive using Word.

3. Answer all questions on the form, including all necessary supporting documentation within (embedded in) the form.  Consult the appropriate sections below to learn how to incorporate paper copies, web information, or email messages within the form.

4. Submit three paper copies of your application to the Chair of the Research Committee and send an electronic version as an email attachment to citadelresearch@citadel.edu.  (Thanks!)

Instructions on copying and pasting a URL address

1. Find the desired web page on the internet.

2. With the left mouse button click once (left click) on the URL address in the window at the top of the screen.  (Note:  The URL address will start with http://)  This action will highlight the web address.  If the web address is not highlighted, double click the address with the left mouse button.

3. Then, press the right mouse button once (right click) and select the "Copy" option from the dialogue box that appears.

4. Return to the application form and right click once in the appropriate space.  Select the "Paste" option from the dialogue box.  The URL address will now appear in the appropriate space on the application form.

Instructions on pasting information from other Word processing documents

1. Open the file in its original format.

2. Locate the desired information within the open document for pasting.  Left click at the beginning of the desired text and continue holding the left mouse button, as you drag the mouse across the desired text.

3. Next, right click once on the highlighted text and select “Copy” from menu.

4. Return to the application form and right click once in the appropriate space.  Select the “Paste” option from the menu.  This action will place the copied information into the appropriate space on the application form.

Instructions on inserting quotes for registration, transportation, lodging, workshops, equipment, etc.

1. Find the desired web page on the internet.  (Note:  Travel and lodging information can be found at http://www.travelocity.com/ and http://www.orbitz.com/ among other web sites.)

2. Information can be copied from the web and placed in the application form using one of the following techniques.

a. Technique 1

i. Hold down the left button on the mouse and drag the mouse across the desired information.

ii. Right click once on the highlighted text and select “Copy” in the menu.

iii. Return to the application form and place the cursor in the appropriate space.  Right click and select “Paste” from the menu.  This action will place the information in the appropriate space on the application form.

b. Technique 2

i. Click on the second icon from the right in the upper right corner.  This action will decrease the size of the window.  Move the cursor to a corner of the window, such that the cursor becomes a double-headed arrow.  Left click and drag the mouse until only the desired information is showing.

ii. Hold down the Alt key while pressing the Print Screen key (upper right of keyboard).  This action will copy the screen to the clipboard (Screen Capture).

iii. Return to the application form and place the cursor in the appropriate space.  Hold down the Control key while hitting the letter V.  The screen capture will be pasted into the application form.

Instructions for Copying Email Information

1. Open up your email account and select the desired message.

2. Hold down the left button on the mouse and drag the mouse across the email message, including the sender’s address, subject line, date, and to line.

3. Right click once and select “Copy” from the menu.

4. Return to the application form, right click in the appropriate space and select “Paste” from the menu.  This action will place the desired information in the appropriate space within the application.
Instructions for Scanning Paper Documents
1. Make sure the scanner bed is clean.  Use Windex and a clean paper towel.

2. Leave the scanner top up.

3. Double-click on HP Precisionscan Pro

4. Be sure that you scan a black and white document.  Color documents will scan to larger file sizes.

5. Place the paper or picture face down in the upper right hand corner on the glass bed of the scanner.

6. Close the scanner by bringing the top back down.

7. Click on the button beside “Start a new scan” in the menu to the left of the page being scanned in Guided Steps.

8. Select the text you want to scan in the scanned paper by pressing the left mouse button on in the top left hand corner of the text, allowing some space between the text and selection square (dotted line around the text). While holding down the left mouse button, drag the mouse to the lower right hand corner of the text you want.  If a selection box appears before you select the area you want, just adjust it around the text by the corners.

9. Confirm the output type by changing the menu option from Editable Text (OCR) to Black & White bitmap in the Guided Steps on the left side of the screen.  This format is best for Black & White papers.  If you are scanning a color page, select Grayscale for the best quality (This will also reduce the file size which is beneficial for email).  Note: Changing a color page to a black and white does take away from the clarity of the page.  Again, it is recommended to use black and white pages from the start.

10. Find the resolution pop up window.  Reduce the resolution to at least 150.  Although this is lower quality and reduces readability, this maintains a smaller file size.  Smaller file sizes are easier to send over email.

11. Leave the Sharpness setting on Medium.

12. Click on the “Save As” button.  Change the Save In as appropriate.

13. Type in the desired file name. 

14. In Save as type, select Bitmap to save the text/picture as a bmp file.

15. Click Save.  This action scans the document and saves it in the selected location.

16. Now, open up the appropriate form.  

17. Place the cursor in the appropriate area.  

18. Go to the Insert menu.

19. Scroll down to Picture.  Select From File from the extended menu.

20. Go to the drive or folder that where the saved Bitmap file is and highlight it.

21. Click on the Insert button to place the text/picture in the section. This action will place the desired information in the appropriate space within the application.
