Compensation Form Instructions
You may save the Role Description from, Performance Appraisal form or Goal Tracking form to your computer so that you can edit it electronically in Microsoft Word.  To do this:

1. Click on Download Form next to the desired document.

2. You will be asked if you wish to Open or Save this file.
3. Select Save 
4. The Save As window will open.
· Select the appropriate folder on your hard drive or department network drive to Save In
· Type an appropriate name in the File Name box
· Select Save as type Microsoft Word Document
5. Open Microsoft Word

6. Click on File from the Microsoft Word Menu Bar

7. Select Open
8. Select the form template saved.

9. In order to keep the template as a blank template, you should now save the Word document with a descriptive name.  As you enter employee or job-specific information into the template, you can save each document with the employee name or position title. 
