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Areas of the Form:

The form is divided into the following two areas, having data fields that are protected:

Header Information [12 data fields]: Game Number:  [data type = number / Textual prefix]

  

Game Date

   [data type = date]

Visitor Name
      [data type = text]

Vistor Score
      [data type = numeric – 1 digit]

Home Name
      [data type = text]

Home Score
      [data type = numeric – 1 digit]

League
     [data type = text from a pull down list]

Official’s Full Proper Name:  [data type = text]

     Assessor’s Full Proper Name:   [data type = text]

Degree of Difficulty  [data type = text / pull down list]

Position:  Referee. Assistant, 4th Official. [type = check box.]

Performance Acceptable,                    [type = check box.]

Instructions for completing the Form

[NOTE]:  If the size of the form on screen is too difficult to read, increase the display size from 90% to 100% on the top most gray tool bar located at the top of the screen.  If you don’t see a small window displaying 90%, you can activate the window by placing the Mouse arrow on the Tool bar and single clicking the right button.  A drop down menu will appear.  Move the cursor to highlight “Standard’, then single click the left mouse key to produce a check mark next to standard.  Move the mouse pointer to the small window that is displaying 90%, place the arrow on the small downward pointing triangle, click the left button to display the sizes and move the cursor to highlight 100%.

Entering Header Information.

1. Game Number:  Place the cursor  left of the hyphen in [-9].  Enter the all of the  digits of the game number.  Then press the [Tab] key until the next gray box is highlighted in black.

2. Game Date:  Enter the game date in the format of dd/mm/yy [i.e. 04/15/99].  Press the [Tab] key until the next gray box is highlighted in black.

3. Visitor:  Enter the name of the Visiting team. Press the [Tab] key until the next gray box is highlighted in black.

4. Visitor Score:  Enter the number of goals scored by the visiting team.  If none, tab to the Home Team’s name field.

5. Home:  Enter the name of the Home team. Press the [Tab] key until the next gray box is highlighted in black.

6. Home Score:  Enter the number of goals scored by the visiting team.  If none, tab to the League name field.

7. League:  Place the mouse pointer on the Downward pointing arrow, the select and highlight the proper league level. Press the [Tab] key until the next gray box is highlighted in black.

8. Official’s Full Proper Name:  Enter the full and proper name of the official receiving your feedback.  Then press the [Tab] key to move to the Assessor field.

9. Assessor’s Full Proper Name:  Enter your full and proper Name.  Then press the [Tab] key to the Degree of Difficulty field.

10. Degree of Difficulty:  Place the mouse arrow in the center of this field and press the left mouse to reveal a selectable list for degree of difficulty.  Move the mouse arrow down to the degree that is desired.  Press the left mouse button once to make the desired selection.  Then press the [Tab] key to move to the Position Field.

11. Position:  Press the [Tab] key until the gray field next to the Position desired turns from gray to a highlighted square  FORMCHECKBOX 
.  Place the mouse arrow in the center of the square and press once to produce a checked square   FORMCHECKBOX 
.  Then [Tab] to the Performance field.

12. Position:  Press the [Tab] key until the gray field next to the Performance desired turns from gray to a highlighted square  FORMCHECKBOX 
.  Place the mouse arrow in the center of the square and press once to produce a checked square   FORMCHECKBOX 
.

Feedback  Area [3 data fields]
The Feedback Area has three textual boxes.  One each for:

Areas of Proficiency [about 8 lines of txt]

Alternative Practices / New Skills [about 15 lines of text]

Action Plan [about 15 lines of text]

Each field provides word wrapping from one line to the following line.  Using the [Enter] key at the end of a line will force the beginning of a new line.  Using the [Tab] at the end of a line will place the cursor into the gray box at the beginning of the next field of entry.

Things to watch out for:
The Spelling and Grammar checker that is native to Word does not work with this form as supplied.  This is due to a know Microsoft bug and not to the form’s design.  An easy work around is to open a new Word Document in a second window.  Enter all of you comments, upto the maximum number of lines permitted.  Use the Word Spelling and Grammar Checker tools until you are happy with the text.  Then, move the mouse arrow to the Edit selection on the Tool Bar, move the arrow down to Select All, and click on the left mouse key. Then, move the mouse arrow to the Edit selection on the Tool Bar, move the arrow down to Copy and click on the left mouse key.  

Open the window containing the form that you are working on, place the mouse arrow in the gray field that you would like and press [Control][V] to paste your comments into the field.  Repeat this for each comment field.

Editing.  

You can use the mouse to place the cursor into a textual area that you have left.  If doing this, BE VERY CAREFUL, as slightest movement of the mouse will cause all of the data to be highlight [the field will turn a darker gray].  The next key stroke can wipe out all of the data that was present.  If this happens, DO NOT PANIC.  Place the mouse arrow on to the Edit field of the Tool Bar, click on the left mouse key to display the Edit menu, highlight and click on “Undo Typing” to bring back the original text.

