INSTRUCTIONS FOR USING THE ONLINE APPLICATION FORM

The information requested is self-explanatory.  These instructions pertain to actually using the form and submitting the application by email.
First, copy the form to your desktop (or some file folder).  The form is a Word97 document that is formatted and locked so it won't become scrambled as you add your information.  You can type only in response boxes which have a preset font, font size, and text limit (length & # of lines).

When you first enter a box, it will be highlighted in black.  It turns white as you type.  To move from box to box, use the tab, page-up and page-down keys or click your mouse directly in the response area.  The above keys allow you to move only one box at a time.  To move within a box use the arrow keys.  When you are at either end of a box, the arrow keys will move you to the next box.  When you move from box to box, the whole box is selected as indicated by the black highlight.  Be sure to strike an arrow key or click the mouse in the box to get rid of the highlight.  Otherwise, the first key you strike will delete any previous entry.
The first page has defined box sizes, shapes, and positions.  If you see the characters you type disappear, you've exceeded the allotted space and the extra characters will be lost.  Using the "show gridlines" function from the "Table" drop-down menu may be helpful as you complete this page.

The research proposal starts on page 3.  Use the headings provided.  They will move to allow you as much space as needed for each section.  You may be find it preferable to prepare the research proposal as a separate document and then paste the sections into the application after you have it in final form.  

The mentor's page also expands to accommodate his/her material.  This is an important part of the application!  Make sure your mentor takes the time to complete it properly.  

When you are ready to submit the application, use the "Send To>Mail Recipient" option from the "File" drop-down menu.  Send it to lona.pearson@cchmc.org.  

I will confirm receipt of your application within 48 hours.  If you do not get a response within that time, call me or send an email.

