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MSGC Departure Report Filing Instructions
1. Open frmDeparture Report

a. The file is a MS Word document stored as a form file.
b. It cannot be altered without unlocking the document.
2. Enter case information

a. Make sure the cursor is under the “Offender Name” section before starting.
b. Users may use the TAB key to move between cells and the SPACE BAR to check/uncheck boxes.
c. “Reasons for Departure Report” section is limited to 1439 characters of typed information.  This was done to ensure that the Departure Report document itself will not exceed two pages.

3. Save completed File
a. Users need to make sure they save the file to a location they can remember

b. If users have already saved the original copy of this document, be sure to save the copy just entered under a different name.  Otherwise, just Get another copy from the website at http://www.msgc.state.mn.us/Forms/DepartReport.doc.
4. Email File
a. Option 1:  “Send To”

i. Go to the Main Menu at the top of the MS Word window and select  File(Send To( Mail Recipient (as Attachment) . . .

ii. A new email message box from MS Outlook will appear with the newly saved document listed as a file attachment.

iii. Type sentencing.guidelines@state.mn.us in the “To” box and send.

b. Option 1:  Send using MS Outlook

i. Open MS Outlook, and select “New Message.”

ii. Select the [image: image1.png]


 icon, which will allow a user to add attached files.

iii. Locate the file departure report in the folder you saved it in, then press “Insert.”  

1. Multiple forms can be emailed as attachments at the same time.  However, it would be good for users to store all saved Departure Reports in the same file location.  This is done by using the “Shift” and/or “Crtl” button while selecting the files to be attached. 
iv. Type sentencing.guidelines@state.mn.us in the “To” box and send.
