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1. Open Microsoft Word 2003.  

2. Click the word “File” on the main menu.  Click the world “new”.  Choose “Blank document” from the menu to the right.  This will give you a blank file to start with.  Type what you’d like to appear on your grant form
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3. Select the text you’ve just created, click the word “File” on the menu bar.  Click the bottom arrow of the menu to see all the options.
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4. Click the word “properties”.  A window should pop up that looks like this.
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5. Click on the tab labeled “statistics”. 
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6. Next to the word “character” should be the count for the number of characters you have in your text.  Use the “Characters” number.
