HELPFUL TIPS FOR COMPLETING THE DDFORM 254

the DD Form 254 available at this site is a Microsoft Word table (with Macros) that can be filled in on-line.

· When entering data in a location, you need to place the cursor at the end of the item name and hit enter.  

· If the letter following the item appears (i.e. item is a. Prime Contract Number and b. appears), simply hit backspace and the letter will disappear and then you can start typing. 

· Also, the font size must be changed unless you want the information being entered to be the same font as the item name.

· The boxes shown in the x to answer yes or no are in a macro.  Simply double click on the box and select "checked" or "not checked".

