CHAIR INSTRUCTIONS
PREPARING REPORT PAGES 1-2
Report pages 1-2
are the first two
pages of the
Mission,
Organization, and
Administration
template.
Shown here are the
blank report pages.
Type in the correct
information.

Shown here are the
completed report
pages. If needed,
delete blank lines on
page 1 to achieve an
attractive
appearance.
Add or delete rows
or headings on both
pages as needed.
Note: To be able to
add or delete lines,
rows, or headings,
you must be in
Unprotected mode.
See “Using the
Report Templates.”

MERGING REPORT SECTIONS
Open the Mission, Organization, and
Administration section of the report.
If necessary, rename it to identify the
institution.
Scroll to the bottom of the report—
the first line below the last row of the
table. Make sure you’re on the first
line below the table.

Click on the Insert ribbon, then click
Object, then click Text from File, and
then click the file name of the next
section of the report.

Your report now looks like this.

Ensure that there is not a blank line
between the two sections. If there is,
delete it.

Highlight the first two rows of the
report you just inserted. Right-click;
then left-click Cut to delete these two
rows.

This is what your merged document
now looks like.

The entire set of report questions
must be contained in one table. To
ensure that this is true, go to the
beginning of the table and select the
table by clicking the crosshairs at the
left of the first row of the table.

DELETING THE CRITERIA COLUMN
Before deleting the Criteria column, click
the Review tab. Then click the Stop
Protection button (that is, that it is in the
unprotected mode). This allows you to
make changes to the form itself.

Move the insertion point to the top of
column 1 and select the column.
Note: If column 1 for the entire report is
not selected, see the instructions for
merging report sections.

