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Instructions to Enable Macros

1. Open Microsoft Word.

2. Click on your Office Button:

3. Then Select “Word
Options”

Recent Documents

HNew

JF4DizspositionludgmentFill.doc f=l
JF4DispositionJudgment.5-5-11.doc =

ra

Open =

W

JF4BJurisdictionAndDispositionJudgmentFill.d... =

E
N
=7
H s 4 JF4EJurisdiction&ndCispositionJudgment.doc =
a 5 JF4BlurisdictionAndDispositionjudgment 5-5-.. 1=
— & JFABlurisdictionAndDispositionJudgment 5.2.2,., 1=
Ei el ’ 7 JF3lurisdictionJudgment.doc =
o & IF3lurisdictionludgment.5-5-11.doc {=1
|7 OpenfromOfficelive » | g jeayichictionudgmentFill.doc =
JFZshelterOrderFill.doc =
H Save to Office Live 4 JF2ShelterOrders-5-11 doc =
= JF2iShelterOrderlCWAFill.doc =
L Print L4 JF2ISHELTER-ICWA 5-5-11.doc i=l
_I JF5Permanencyludgment.doc =
@ Prepare 3 Interbranch Warkgroup RSVPs.docx @
; 2010 JCIP Conference Planning Timeline.doc ("]
i' & send e Conference Packing List.docx @
March 2010 Staff Meeting Planning.docx @
a[l;. Publish ¥ JCP Staff Hours.doc
JCIP Fax Cover.dotx
L

J Close

] word Optjons | |X Exit Word ||

Papular
- @ Help keep your documents safe and your computer secure and healthy.
4 Select “Trust
Proofing Protecting your privacy
1
Center Save Microsaft cares abaut your privacy. For mare infarmation about how Micrasoft Office Ward helps to protact your privacy,
please see the privacy statements,

Advanced
Show the Microsoft Office Word privacy statement

Custamize Micrasoft Office Online privacy statement
Customer Experience 1t Program

Add-Ins

| Trust Center N Security & more
s Leam mare about protecting your privacy and security fram Micraseft Officz Online.

Micrasoft Windows Security Center
Microsoft Trustwarthy Computing

Microsoft Office Word Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer -
secure, We recommend that you do not change these settings. Trust Center Settings...
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5. Select “Trust Center Settings” and then “Macros” to confirm your settings match the
ones below.

Trusted Publishers
Macro Settings

Trusted Locations . . .
For macros in documents nat in a trusted location:

Add-ins O Disable all macros without notification
. . O Disable all macras with notification
ActiveX Settings K . i
O Disable all macros except digitally signed macraos

Macro Settings . (%) Enable all macros inot recommended; potentially dangerous code can runj

Message Bar Developer Macro Settings

Privacy Optic
flvacy Uptions Trust access to the YBA project object model

QK ] [ Cancel

Click “OK” all the way back to the beginning. Close Word completely.
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Using eForms

1.

2.

1A: Sections

Save the form to a shared network drive, your “My Documents Folder,” or desktop.

Once the form is saved, you can use it.

=

One of the key things to remember is that you gl
MUST open the eForm from the template icon, not JF5-FINAL
from within Word. The template icon should look S-17-11.dotm
like this:

When the eForm opens, you will see a dialogue box for data entry.

Complete the data entry as you go through the hearing or afterward going through
each section. The sections and options may change depending on the findings
made. (See Diagram 1A)

Once the document is drafted (all of the relevant data entry fields completed), use
the export data function to export the data to a text file in case you need to go back
to it later. (See page 6 for details on how to do this.)

Once all of the findings have been made, click the “Generate Document” button.
(See Diagram 1B)

Inthe Matter of: | Generats Dncument'_

Case Number: | county: | - Tmport(Export

6.

1B: Generate

= K Document
Jurisdiction & Placement
Concurrent Planning " Legal Father ¢ Putative Father
Current Permanent Plan Father: Aktorney for Father: DHS Casewarker:

ORS 419.476(4)(a)(b}

Mather: Attorney for Mother: Juvenile Department:
Cont. Substitutive Care | ‘
Additional Findings Child: Aktarney for Child: CASA:
Guardian: Attorney for Guardian: Guardian Ad Litem:
Tribe: Attorney for Tribe: Other:

Deputy District Attorney:  Assistant Attorney General:  Other:

Type of Permanency Hearing

[~ ORS 4198,470(1): Within 30 days of a judicial Finding under ORS 4198.340 (5),
[~ ORS 4198.470(2): o o
I~ ORS 419B.470(3): Within 90 days of child's removal From a court-approved APPLA placement.

OR'S 419B,470(4): Within 30 days of court's receipt of the repart required by ORS 4198.440(2)(B) when DHS has
I™" not physically placed the child For adoption or initiated adoption proceedings within six months of the child's being
surrendered for adoption or the termination of the parents' rights,

I~ ORS 4196.470(5): At the request of:

[~ ORS 4198.470(6): Annual hearing, required once every 12 manths after permanency hearings Under ORS
419B.470(1),(2),(3), or (5).

The document generated will be a Microsoft Word document that can be saved and
edited after the hearing. Only the relevant information will be imported into the
judgment.
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Importing & Exporting
Some fields of the eForms can be pre-filled and saved (via “Export” function) and then
imported back into the data entry form so the judicial officer or clerk can complete it
during the hearing. Here are the instructions to export/import the data.

1. Enter the general information (case name, number, interested parties, etc.) into the
data entry form.
2. Click the “Import/Export” button.

o
s

Import/Export

In the Matter of: | BamBam Rubbls Generate Document
Case Number: ‘ 11DPEESE County: Marion j Import/Expoy

_ Date of Hearing: =
Jurisdiction & Placement |

5{11f2011
Concurrent Planning (¥ Legal Father " Putative Father
Current Permanent Plan Father: Attorney For Father: DHS Caseworker !
——————— | Barney Rubble | Perry Mason | Judy Jetson
ORS 419.476(4)(2)(b)
T, Mother: Atkorney For Maother: Juvenile Departrment:
Cont. Substitutive Care | Eetty Rubble | John Matlock, |
Additional Findings Child: Attorney For Child: CASA:
| BamBam Rubble | Ally MacBeal | Clivia Benson
Guardian: Attorney for Guardian: Guardian Ad Litem:
Tribe: Atkorney Faor Tribe: COther:
Deputy District Attorney:  Assistant Attorney General:  Other:

| Casey Movak | |

Type of Permanency Hearing
[~ ORS 419B.470(1): Within 30 days of a judicial finding under ORS 4196, 340 (S),
[~ ORS 419B.470(2): o o
[~ ORS 419B.470(3); Within 90 days of child's removal from & court-approved APPLA placement,

ORS 419B.470(4): Within 30 days of court's receipt of the report required by ORS 4198, 440(2)(b) when DHS has
I not physically placed the child for adoption or initiated adoption proceedings within six months of the child's being
surrendered for adoption or the termination of the parents' rights,

I~ ORS 4198.470(S): At the request of:

r ORS 4198.470(8): Annual hearing, reguired once every 12 months after permanency hearings under ORS
4198,470(1), (21,03}, or (5},

3. The file will be saved as a “.txt” file on the “Local Disk (C:) drive of the computer on
which it was created. If two or more different users will be creating judgments, the file
will need to be copied to a shared mapped network drive for the other user to import
the saved information.

4. Open “My Computer” then “Local Disk (C:).” The file will be in the main “C” folder and
named with the type of form and the case nhumber (PermanencyJudgment-
11DP888.txt).

File  Edit View Favorites Tools  Help .#

e Back ~ @ LE p Search [E—_ Folders v /

Address |G¢ et / Go
A

| Mame y Size | Type | Date Modified |
System Tasks -‘ 5 pagefile. sys 1,572,864 KB System fil 5/19(2011 519 PM

E—j Permanency Judgment-11DPEES, bxt 11KE  Texk Document 5/19/2011 9:29 AM
File and Folder Tasks ¥ killed. |5t 1KB LSTFile Siej2011 3:34 PM
f%j Shelterrder-lkja; Fidl kxt 3KE  Texk Document 3/16/2011 925 AM
Other Places ¥ [Z] shelterCrder-0471544 txt 3KB  Text Document 3H16/2011 9:25 AM
: [Z] Imah lna KR Tevk Nariment Al {PN10 1108 am
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Select the file you wish to move and opposite click the mouse and choose “Copy”.

Navigate to the shared mapped network drive where the other user can access the

form. Opposite click (right click) the mouse and choose “Paste.” The name of the
“.txt” file may be changed if the court wishes to use a different naming convention.

To import the information, open the template from the icon and then select the

“Import/Export” button. A window will open - choose “Import Data.”

Import / Export

Expork Data

Export completed data inko a text file
that can be re-imported at a later
tirne.

Impork Data

: Import data from a CSY File,

DOMNE

8. A window will open and the user will need to navigate to the file location. It should
look similar to this example.

Look in: ) Interactive Forms

3 My Recent Name
Documents.

(& Desktop
o
Documents
R
Computer

) My Matwork
= Places

[ pes i

File name:

Files oFEYPE: | Teut Files ¢*.txt)

Tools ]

v @ - % i3

Size | Type Date Madifisd

[Z] Permanency Judgment-1 10PE8E Ext 11KE TextDocument 5{19/2011 9:29 AM

Cancel

9. Choose the desired “.txt” file and then click “OK”.

10. A confirmation window will open showing the file path, click “OK” and the information
that was “pre-filled” will import into the document.

e

Microsoft Word

-,

TAUSERDATALICIPYFormst Inkeractive Formsi\Permanency Judgment-1 1DPSEE, bk
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11. The user can finish the data entry as findings are made throughout the hearing. Keep
in mind that the sections and fields may change depending on the findings made.
When all of the information has been entered into the data entry form, export the
data in case you need to go back to it.

12. Click “Generate Document” to complete the judgment.

13. The document generated will be a Microsoft Word document that can be saved and
edited after the hearing. Only the relevant information will be imported into the
judgment.

Export Data to a Network (Shared) Drive

1. Create a folder on your Network Drive that the Judge, Clerks, Judicial Assistants,
etc. can access. Save the eForm to this folder.

2. In Word click the “Office” Button and select “Word Options”.

3. Make sure that the box next to “Show Developer tab in the Ribbon” is checked and
click “OK”".

Word Options

| Papular ik . .
i _ﬂ Change the most popular options in Waord.
Cisplay
Fraofing Top options for working with Word
Save Show Mini Toaolbar on selection '
Enable Live Preview
Advanced
Show Developer tab in the Ribboni
Customize Always use Clearlype
ey (] @pen e-mail attachments in Full Screen Reading view

4. Close Word.

5. Opposite click the eForm and choose “Open”.

|;? Interactive Forms

| File Edit Wew Favorites Tools  Help

€D pack ~ ) - ) search Folders -
Qux- Q- J . |

Address (1L :WUSERDATAYICIPYForms Inter active Forms
Mame Size | Type Date Modified
File and Folder Tasks ¥ iusing sForms.dacx 323KB  Microsoft Office Wo...  8/3{2011 3:04 PM

1) IFS-FINAL 7-27 BOKB  Microsoft OFfice Wo.., ©/3/2011 3:01 PM
Other Places ¥ [D0rafts File Folder Bi3(2011 3:05 FM
Tl

Details ¥
T4 Converk ko Adobe PDF

#F Corwert to Adohe PDF and EMail

Make Available Offline
Open With. ..

J Scan for threats. .
Send To 3

Zut
Copy

Create Shorkout
Delete
Rename
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6.
7.
Project
Explorer
10.
File Path

Click the Developer Tab.

Click the “Visual Basic” button — another window will open (see below).

9 Microsoft Visual Basic - JF5-FINAL 7-27-11 - [Data {Code)]

M= X

AL =R Ny )

=] File  Edit View Inset Format Debug PBun  Tools  AddlIns  Window  Help
pon @ WEE @

Type a question for help = o & X

Project - Project ﬂ
EE =
# @ Normal

+- % Project (Document2)
=B Project (JFS-FINAL 7-27-11)

Export
eﬁé MewwMacros
ThisDocument
= @ Project (Using eForms)
Reference ko Mormal
ThisDocument
+ @ TemplateProject (A¥Wiz12s)
+ @ TemplateProject (MMtoDocsRev55 (Word 2007))

(] 1] \[>]

|(General)

ﬂ ‘{Declarations) j

= =4

-

The “Project Explorer” should be showing (see photo above). If it is not, Click “View”

and choose “Project Explorer”.

Click “Import/Export” in the Project Explorer. Programming Code should appear, if it

does not, click “View” and then choose “Code”.

Open the folder on the Network Drive and copy the file path.

') Interactive Forms

File Edit View Favorites Tools Help

@Back = @ ¥ ? j'--l Search ||

Folders -

s
'lJl

%ﬁi@ TAUSERDATALICIP Forms! Interactive Farms

B

RE=

File and Folder Tasks ¥

Other Places

R

811 Ising eFaorms. doc:
@JFS-FINAL 7-27-11.datm
[C)Drafts

Size | Type

323KE  Microsoft Office Wa. .,
193 KB Microsoft Office Wo. ..

File: Folder

Drate Modified
8/3{2011 3:04 PM
8i3f2011 3:01 PM
/32011 3:05 FM
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11.

Go back to the Project Explorer and click on “Import/Export” — in the first drop-down

menu, choose “CommandButton2” and then “Click” in the second drop-down menu.

12.

Just below the green colored code, find the line that reads:

Set fld = fso.GetFolder("C:\")

29 Microsoft Visual Basic - JF5-FINAL 7-27-11 - [ImportExport

{Code)]

=B

File  Edit Format Debug PRun Tools

WE-H 4

View  Insert

G @ 24 3

Add-Ins

n om k|

Window  Help

7]

Tywpe a question for help

-8 X

x|

Project - Project

|Cnn1n|amlﬁllt10|12

x| |etick

[

===

] @ Normal

+ &i Project {Document2)

- 8 Project (JF5-FINAL 7-27-11)
Data

& MewmMacros
ThisDocument
= @ Project {Using eForms})
Reference to Mormal
ThisDocurnent
£ @ TemplateProject (AYWizl2s)
+-8# TemplateProject (MMtoDocsRev55 {(Word 2007))

Set fso

Frivate Sub ComwandButtonZ Click()

B

CreateCbhject ("Scripting.FileSystemlbiectc™)

Line of Code
to Edit

Dim f=2o A=z New FileSystemChject
Dim fld As Folder
Dim txtstr As Textl3tream

Set fld fso.GetFolder ("C:h ™)

Set txtstr = fld.CreateTextFile ("PermanencyJudgment-" & Dats,CASNER £ ".txt",

With txtstr

.WricelLine "CaseName|" & Data.CaseName

.WritelLine "CASNER|"™ & Data.CASNER

«Writeline "Drop_Countyl|" £ Data.Dlrop_Countyl

For Each pPage In Data.MultiPagel.Pages

For Each cCont In pPage.Controls

If TypeName (cCont) "TextEBox™ Then
WriceLine cCont.Name & "|" & cCont

ElseIf TypeName (cCont) "OptionButton® Then
.WricelLine cCont.Name & "|" & cCont

ElseIf TypelName (cCont) "CheckBox™ Then
WriteLine cCont.Name & "|" & cCont

El=zelIf Typelawme (cCont) "ComboBox™ Then
WriteLine cCont.MName & "|" £ cCont
Else: End If

Wext cCont
Next pPage

[

True)

13. Select the text within the parentheses and quotation marks C:\

14. Replace the text with the file path from your network drive.

29 Microsoft Visual Basic - JF5-FINAL 7-27-11 - [ImportExport (Code)]

0= <

+- 8% Project {(Document2)
| &% Project (JF5-FINAL 7-27-11)
Data
ImportExport
22 MewMacros
] ThisDocument
=l @ Project {(Using eForms)
Reference to Mormal
ThisDocument
+ Jf TemplateProject (A¥Wiz12s)
+ % TemplateProject (MMtoDocsRev55 (Word 2007))

File Edit View Insert Format Debug PRun Tools Add-Ins  Window Help Type a question forhelp = o @ X
(R W EEN - W N b @ B2 3 EF W | @ | nas, coTo -
ﬁ |CommamIButton? j |Click ﬂ
—! EI -~ = Private Sub CommandButconz Clicki) z'
+ %4 MNormal New Flle

set f£s0 CreateCbhject ("Scripting.Filel3vstemChiect™)

' Dim fan As Mew FileSystemObject
Dim fld As Folder

Path

! Dim txtstr As TextItresm

Ser fld = fso.GetFolder ("J:\USERDATANJCIPY Formsh Interactive Forms™)

Set LREsStr
With cxtstr
.Writeline "CaseName|"™ & Data.CaseName
«Writeline "CASNER|"™ & Data.CAINER
.WriteLine "Drop Countyl|" & Data.Drop Countyl
For Each pPage In Data.MultiPagel.Pages
For Each cCont In pPage.Controls
If TypeMame (cCont) = "TextBox" Then
Writeline cCont.Mame & "|"™ & cCont

ElseIf TypeName (cCont] = "OptionButton” Then

Writeline cCont.Mame & "|"™ & cCont
Elself TypeMsme (cCont) = "CheckBox"™ Then
WritelLine cCont.Name & "|"™ & cCont
Elself TypeMame (cCont)] = "ComkoBox"™ Then
WritelLine cCont.Name & "|"™ & cCont

Else: End If

Mext ccCont
Hext pPage

JCN —

fld.CreateTextFile ("PermanencyJudgment—" & Data.CASNER & ".txt",

True)

o
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15. Click on “File” - “Save the eForm” and then choose “Close and Return to Microsoft
Word”.

16. You can now, close Word and open the eForm from the Network Drive.

Copying & Pasting from Court Reports and Other Documents
1. Save the court reports to the same Network Folder as the eForm.

2. Open the eForm from the icon.
3. Open the other document from the same folder.

4. You can now copy and paste from the court reports to the eForm. Select the text you
want to and copy it in your preferred manner (opposite click + copy, or copy from the
ribbon, or CTRL+C) — to paste you must use the keyboard shortcut CTRL+V

5. Once you have opened a Word document from the same folder as the eForm, you
may open any other Word document by clicking the Office Button, then Open and
navigate to the drive/folder for the desired document.

Additional Assistance

If you need additional assistance, please contact Amy Scholerman
(amy.m.scholerman@ojd.state.or.us or 503.986.5618).
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