Ride Safe / Sleep Safe Program — FY2009
Progress Reporting Instructions

What you need before you begin:

e A computer with Internet and email access

e Your completed Progress Report forms

e Afillable electronic form provided to you to use for your progress reporting.

Step 1: Complete your form

= Enter all relevant activities into the fillable form

o For mid-year reporting, please include all activities conducted during the
first part of the school year, 8/1/08 — 12/31/08

o Forthe final report, please include ALL activities conducted throughout the
year.

Step 2: Submit your form

= To submit your form electronically, click on the “Submit by Email” button located at the
bottom of page 2.

Form Submission

Step 1: | Print Form |(This will be a hard copy for your records)

Step 2: | Submit by Email |{This is your report submission to Ride Safe)

Note: This function will open your default email program and preload all of your information.

= Send this email and you are now finished with your electronic reporting!
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Step 3: Save your form

= Once you've completed entering your data and electronically submitted it, be
sure to save a copy for your records. Example: Click on “File” then “Save As..”
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= Save your file in a location and with a name that you will easily remember.
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Note: To complete the FINAL report, open up your saved file, update your
information by repeating steps 1 through 3. Be sure to save your file with a
different name.

Questions

About the Ride Safe / Sleep Safe Program please contact your IHS project officer.

To get B8 Adobe Acrobat Reader, please visit: http://www.adobe.com/products/reader/

Be sure to check the IHS Injury Prevention website for news & announcements at:
http://www.ihs.gov/MedicalPrograms/InjuryPrevention/index.cfm
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