GUIDELINES TO COMPLETING THE WHEELED MOBILITY & POSTURAL MANAGEMENT ASSESSMENT

FORM ELECTRONICALLY

The ‘WHEELED MOBILITY & POSTURAL MANAGEMENT ASSESSMENT FORM’ has been saved in a restricted format
so that it can be filled out electronically.

For guidelines on how to complete certain areas of the form, please continue below.

e All highlighted areas within the document are able to be edited. To type directly into the document, simply
position your cursor inside the yellow area or on a yellow cursor and type into the document as per usual.
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e To check a checkbox, simply click inside the highlighted box.
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e Where there is a diagram and you are required to indicate certain areas, you must insert a shape into the
document:

1. Firstly, place your cursor inside the highlighted area (indicated by these two symbols: [ and ]) and the click
on the ‘INSERT’ tab in the toolbar at the top of the page.
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2. Once you have clicked on the ‘INSERT tab, click on the ‘Shapes’ option and a dropdown menu will appear
showing you all the different shape options. Select the shape that you would like to use (Note: the oval,
rectangle, arrow or scribble options will probably work best).

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS

B L log

Table

Tables Recently Used Shapes
ENNOOCOALLdG .
b The scribble tool allows

R TAVE S I e
Lines / you to draw directly into
Sl it LG NS Y

the document, whereas
the others only allow you
to draw certain shapes

Rectangles

I L A A 0

Basic Shapes
BEOAMNIOASOQOOO®
etodirkrymoin
O0@AdOVXECDN
[JEFL 04 Y

Block Arrows

DA LRTPLPR LS
6 dvADHD D BN
e

Equation Shapes

=8 = = A

FHowchart
OC<rJOoUacoay
COARPX ¢ AVAD
Qs o

Stars and Banners

RS ADNORERE R
£ TR 50 X [T 00

Callouts
HOOEBAOO@ATAT LS A3 AT
giA0AOD g0

E"‘) New Drawing Canvas

3. After selecting your shape, you will be able to insert it (or draw if you selected the scribble tool) directly into
the document.
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4. By clicking on the inserted shape, you can then format it to change the fill and outline colour to whatever
you choose (Note: changing the shape fill colour to ‘No Fill’ and changing the shape outline colour to
something bright like red is best).

You can then continue inserting shapes until you have finished the section.
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Where the form asks you to draw or insert a photo into the document, you can insert multiple shapes to make
your picture, draw your picture using the scribble tool, or insert a photo.

1. Using shapes or the scribble tool as per instructions above:
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2. Toinsert a picture, click on the ‘INSERT’ tab like you would to insert shapes but rather than selecting the
‘Shapes’ option, select the ‘Pictures’ option. You will then be able to insert a file from your computer
(Note: you may need to resize the image so that it fits into the document).
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Where you need to select an option (choosing either left or right, adduction or abduction etc.) and there are
no checkboxes for you to select, you must delete one of the options using the backspace button on the
keyboard as per usual. Simply place your cursor in the yellow highlighted area and delete the option you don’t
want to use.
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When you get to the ‘DISTRIBUTION & OBLIGATORY MOVEMENT PATTERNS OBSERVED:’ section, you must
copy and paste the symbols (T,»L,(—),N) into the circle/square areas:

1. Highlight the symbol you want to copy, then right click on it with your mouse and select ‘Copy’ or select
copy in the ‘HOME’ tab in the toolbar at the top of the page. This will copy the symbol so that you can
paste it later (Note: the Ctrl+C keyboard shortcut will also work).

[ Calibri (Bo = |11 = A" a7 ¢
BE I a‘szv@)v

Ei Highlight symbol then select ‘Copy’
. ¥ " / as shown in these two examples or
Righ( use the keyboard shortcut
‘ly Paste Options: f
=05 E] Case Study A

& 3 LA
I& Define FILE E INSERT DESIGM PAGE LAYOUT

Synonyms 3
- - TR 4 . .
e Calibri (Body) - |11 | A" A

@5‘ Translate

€, Search with Bing

Paste I U ~abex, X [G-2

Insert ’ - ¥ Farmat Painter = z AT o

] Clipboard ] Fant
E Split Cells... E C) _

NB: The purpose of this assess " to
information to assist with lfi TestDirection.. ed Copy (Ctrl=0)
lying/sitting positions. Refer an Put a copy of the selection on the
Spasticity Assessment Scale @, Hyperiink.., ed Clipboard so you can paste it

assessment of spasticity in Cere |5 ey Comment somewhere else,




2. After you have copied the symbol, you must paste it inside the circle/square area that it applies to. Do this
by selecting the circle/square area with your cursor and then pasting the symbol inside by right clicking in
the area with your mouse and selecting on of the first two ‘Paste’ options or by selecting ‘Paste’ in the
‘HOME’ tab in the toolbar above (Note: the Ctrl+V keyboard shortcut will also work).
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NB: The purpose of this assessment form is limited to
information to assist with providing supported
lving/sitting positions. Refer also to the Australian
Spasticity Assessment Scale for more detailed
assessment of spasticity in cerebral palsy.

Select the shape you want to insert the
symbol into

Right mouse click inside the shape and select
one of these two options

Or select ‘Paste’ under the ‘HOME’ tab in the
toolbar above

Or use the keyboard shortcut
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