American Association of Orthodontists

Directions for Computer Based Forms

PC Directions

To copy the files onto your harddrive:
1. Insert CD into CD tray.

2. Right mouse click on the Start button in lower left corner of screen.  Choose the Explore option from the pop up menu.

3. Create a folder on your harddrive by clicking once with the left mouse button to highlight the My Documents folder.  My Documents is located on the left-hand side of the window.

4. Choose File from the top menu bar.  Choose New then Folder.

5. The new folder will appear on the right hand side of the window.  Type in the name FORMS for the folder and press Enter.

6. To copy the forms from the CD into your newly created folder, double click on the Compact Disc (D:) drive on the left hand side of the window.  This will list all of the forms on the CD on the right hand side of the window.

7. On the right hand side of the window, left click once on the first form to highlight it.  While holding down the shift key, left click once on the last form.  This will highlight all of the forms listed.

8. Choose Edit from the top menu bar.  Choose Copy.

9. Highlight the FORMS folder you just created.  To do this, double click My Documents on the left side of the window.  On the right hand side of the window, double click the FORMS folder to open it.

10. Choose Edit from the top menu bar.  Choose Paste.

To access the forms:
1. Open Word.

2. Choose File from the top menu bar.  Choose Open.

3. Double click the FORMS folder under My Documents.

4. Change file type to All Files.

5. Double click the form you want to open.

Note:
· The form date, at the top of the form, should be entered as month/date/year.  The date will print as month, date, year.

· The number of pages per form and where page breaks occur may vary depending on the amount of information entered in the text fields. 

· You can use the Zoom feature on your toolbar to adjust the size of the text on your screen.
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