Saving Competencies Using Open Office
1.  Navigate to DOE Competencies site  http://www.cteresource.org/verso2/search 

2. Choose and open program category on the left.

3. Scroll to locate class competency list, double click to open the competency list.

4. Locate student competency records and double click to open the form on the left menu.  You will see an option to open the form as a Word form in you right window on the screen.

5. Left click on the Word option to save the form.  Make sure that you locate where you want to save the form and that you save it as a Word 97-2003 document. 

6. Open the form from your computer and complete the form and save it individually for each student.  Make SURE that you are saving it as a Word 97-2003 document (bottom of the save dialog box) because if you do not do this, it will save as an HTML form and you can not edit it.

