How to download a submittal form from the Biomed Website

	Go to the Biomed Website, www.biomedirb.com .
· Select Submittal Forms from the list of options.

· Right-click on the form name, then choose Save Target As...
· The Save As dialog window is displayed.

· In the Save in: list box select Desktop. 

· The File name: is the name of the document you are downloading 
(400 NSSA NewStudySubmittal.doc, 400 RSQ ResearchSiteQuestionnaire.doc, or 
300 SAERF SaeReporting.doc). 

· The File of type: is Microsoft Word Document. Do not change the file of type.

· Click the [Save] button.

· A message window is displayed when the download is complete. Click the [Close] button to close the message window.

· Close your Web browser. An icon for the document has been placed on your Desktop.

Open the form

· Double click the form name icon on the Desktop. This will open Microsoft Word and the document.

· If you changed the file location do the following:

· From the Menu bar, select File ( Open

· Navigate to the folder where you saved the form

· Highlight the form name e.g., NewStudySubmittal.doc

· Click the [Open] button

· Tab or click in the field (the shaded area) where you want to enter information

· If you need to continue entering text on the next line, just keep typing, the text will wrap automatically. Press the [Enter] key only if you need to start a new paragraph. The field will expand to accommodate the amount of text that is being typed.

· To delete text, highlight the text you want to delete and press the [Delete] key or use the [Backspace key] to delete text.

· To insert new text in a field, place the cursor in the field (the shaded area) where you want to add the text and type the new text. E.g., 

· If you want to add text at the end of a line, place the cursor right after the last character.

· If you want to insert text on the next line, place the cursor at the end of the text in the field and press the [Enter] key and then type the new text on the next line. 

· Save the document frequently as you are working

· To print the document, from the Menu bar, select File ( Print ( [OK].  Fax the document to 
(619) 282-9998

· To send the form as an e-mail attachment, from the Menu bar, select File ( Send To ( Mail Recipient (As Attachment).  An email message window is displayed.  

· To… <the email address is mailbox@biomedirb.com>
· Subject… <the subject is inserted in this line automatically>

· Attach … < the name of the form is inserted on this line automatically>
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