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Word 97 Eagle Scout Rank Application Templates

These templates have been designed for the information and layout on the 1999 version of the application, BSA item 58-728.  The templates may be adapted to other versions of the application.  The placement of information differs from version to version, so you may have to change and move the text around.

How the Templates Work

The templates use text boxes to place text at specific locations on a page.  Within the boxes, the fixed spacing font Courier New is used to give maximum control over the position of individual characters.  Most of the information on the form requires characters to be placed into or to fit into boxes.  This is done by setting the font spacing properties for each specific text area.  The line spacing is set by the paragraph line spacing property.

How to Use the Templates

The position on the templates are filled with dummy data.  It is very important that you edit the data carefully without moving the text boxes.  If you move the text boxes, the printed results won't line up with the correct location on the form.

Text in boxes:  Use a blank Eagle application to locate the correct places to fill in information, and match it with the dummy text on the template.  Select the dummy text with the mouse and/or cursor, then overtype it with the correct information.  For example, to set the candidate's Social Security number by locating the dummy text for the SSN at the top right part of page 1.  Select the 9 0's used as dummy characters, and type the 9 digits of the candidate's SSN.

Text on lines:  For text on lines, such as the candidate's address or the references, select the text and type over it.  The reference name, address, and phone number are separated by tabs.

Check boxes:  For the "Cub Scout" question, delete one "X" character  and leave one over the correct answer position.

Aligning the printed text with the Eagle application:  First, print a copy of the template or the completed form to a sheet of plain paper.  Do not print on the Eagle application - I guarantee you will have to do some amount of adjusting.  If the text does not align with the boxes on the form, do not move the text boxes on the template.  A light table or a bright window are helpful.  Put the Eagle application on top of the template printout and carefully align the top edge and left side of the sheets with each other.  Look through both documents to the light and note whether the printed text aligns with the boxes and areas on the form.  Measure the offset of the actual position and correct position carefully and adjust the top and left margins of the page to move the whole page into position.  These settings are found on the File/Page Setup menu.  If you can get the first characters of the candidate's name (on page 1) centered into their boxes, then the rest of the form should fall into place.

Print the Eagle Application, one side at a time:  Once you have printed the template with your information and are confident that when you substitute the actual application for plain paper, you will print in the correct spots, then put the application into your printer.  Be sure you know how to load the paper so that the correct side of the paper gets printed.

Repeat the whole process for the other side.

Troubleshooting

The printed text is at a slight angle to the lines on the form and won't line up:  Your printer does not print straight.  Sometimes, you can persuade it to straighten out by adjusting the paper position  in the tray, or by moving the tray around.  I have one printer that was skewed right out of the box, so I've devised a shim to wedge the paper tray into a position that is close to straight.  If you can't get the text to print square to the paper, you don't have much chance of hitting the boxes on a preprinted form.

Some of the text lines up and some doesn't:  Is it close?  Try adjusting the page margins for the best compromise.

It's not just the position on the page.  The characters don't line up with the boxes at all:  Are you using the 1999 version of the Eagle application?  If so, maybe your printer or printer driver cannot achieve the accuracy necessary.   Do you have the Courier New font available?  If not, you should install it.

Just when I think I have it, I print it again and the text is out of position:  Probably your printer has trouble feeding paper consistently.  You may not be able to print on the application.  The Eagle application was not designed to be used for computer printing because it has places that require very precise placement of text.  If you are working with an imprecise or unpredictable printer, you will not have much chance of success.

It's sort of close, but there's one area that doesn't match:  This might be a time to try moving the text boxes and doing your own trial and error.  There's probably something unique about your printer or the version of the form you are using.  You can move the text boxes a nudge at a time by selecting them, holding down the "Ctrl" key and pressing a arrow key in the direction you want to move.

Rick Cordray

Eagle Advancement Coordinator

North Lakes District

Chief  Seattle Council 

May 8, 1999
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