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MYINFO Co. 75 Rolling Hills Lane  Murphy, NC 28906
Phone: 888-734-4046 (Ask for extension 874)
Fax: 828-644-5168 Emall: info@myinfo.com

Step 1: Accessing the MYINFO forms:

Load the round Master CD disc into the computers CD drive.
If the contents of the disc, showing the MYINFO folder do not
appear, select "My Computer” on you desktop and then select
the drive the disc is located in. This Master disc contains only
this folder- there are no programs to download or set up.
Position the window showing the MYINFO folder (reduce
window size if needed) so you can see the folder and a
portion of your desktop screen. Left click and hold the cursor
on the MYINFO folder icon and drag it over to your desktop
area. Once over the desktop, release the mouse to drop the
icon onto the deskiop. The folder, and its file contents, will be
copied to your deskiop so they can be edited as you wish.
Mow close the CD contents window and remove the disc from
the drive and store in a safe place.

Double click on the MYINFO folder to view the contents, a
listing of files (forms) for your use, Ignore the “"Code” file.
Double click on the *Medical Information” file. The form will
open in “WORD". The forms are composed in a fill-in the
blank format for your convenience. At this point, you can not
change any of the typed material on the form. You can only
fill-in the blanks. To navigate up and down the form, either
click on a selected subject line or use the directional arrows
on the keyboard. Fill in as much of the form as you can- if
you need to gather more information, you can save the form
and reedit later. The fill-in blanks are not limited to the size
they first appear as- they will expand as you fill-in to allow
you as much room as you need.
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. Locking the form:
For forms that are to be viewer locked, not
allowing anyone to read the contents of the
form without your assistance, skip to Step 4
and then return to Step 3. We highly
recommend your “Medical Information” form
be locked so no changes can be made by
others but do not viewer lock it as described
in Step 4. The forms were originally locked
by MYINFO lock and put your own lock in
place:
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b. In the password box, enter MYINFO.
The password

Is case sensitive
and must be
entered as
MYINFO. |
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c. To lock the form,
click on the “Tools"
button again and
select

“Protect Document”
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d. In the new
window, chack
the box as
shown here.

2. Editing restrictions
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Then select
‘No changes”
from the

drop down box.

Then click on the
"“Yes" button here,

e. Enter your password. See Password
MNotes for parameters.
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