
How to: 
 Fill Check Box Form Fields 
 Insert a PDF map into a Microsoft Word 

document. 
 Submit your Payco Project. 
 



Check Box Form Fields 
1) Double click on an empty check box. 

 



Check Box Form Fields 
2) In the Check Box Form Field Options select 

Checked. Select OK.  



Check Box Form Fields 

Incorrect:    Correct: 



How to insert a PDF map into a 
Microsoft Word document. 

1) In an open PDF select   
Edit. 
Select  
Copy File to Clipboard.  



How to insert a PDF map into a 
Microsoft Word document. 

2) In a Word 2007 or later, under 
the Home tab select Paste, 
select Paste Special. 

 
 
*If the version of Microsoft Word is 

earlier than 2007, select Edit, select 
Paste Special. 



How to insert a PDF map into a 
Microsoft Word document. 

3) In the Paste Special 
box select Picture 
(Enhanced Metafile). 
Select OK. 

 
 

Your map is now 
inserted into the 
Word document. 



How to submit your project: 
Forest Service Employees: Please save your project on the “O” Drive. 
 Go to O:\NFS\R06\Collaboration\siuPaycoProposalsFY2012\FY14 and save your 

project in the file for the county the project is in. 
 Email us to let us know you submitted a project. We will respond confirming we got 

your submission 
 

Partners: Please email your project to Joni Quarnstrom at 
jquarnstrom@fs.fed.us. We will respond confirming the receipt of your 
project.  
 
Questions: contact Joni Quarnstrom prior to submitting your project at 
jquarnstrom@fs.fed.us or 541.750.7075 
  
For technical assistance filling in the form, please contact Katie Sapp at 
ksapp@fs.fed.us or 541.750.728 
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