
Sunshine Legal Services  
Process Services Report  – Form Instructions 
 
General Instructions 
 

• Pale green fields are available for input. 
 

• Press the "TAB" key on your keyboard to Start.  Once "TAB" activates fields, can 
then tab between fields, or move cursor with mouse to skip to other fields. 

 
• "SHIFT+ TAB" on your keyboard moves back one field. 

 
• RADIO BUTTONS are selected by tabbing to that button, and then pressing the 

SPACE BAR on your keyboard.  One item must be selected (ie:  Gender "M" or 
"F").  To change the selected item, "TAB" or "SHIFT + TAB" to the desired 
button and press the SPACE BAR.  This will automatically deselect the other 
button(s). 

 
 

Form Field Clarifications   
The following screenshot shows form field clarifications in the yellow highlighted areas. 
 

 


