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HOW TO FILL OUT A PDF FORM

Depending on your computer, your operating system and your applications, filling out
a PDF form can either be extremely easy or it can be the source of nightmares for
years to come.

If you are having difficulty in filling out a PDF form—similar to some that are
required as a part of the ILC application process—these instructions may ease some
of those nightmares.

When looking at these instructions, you may be intimidated. Trust me in that the
written instructions take much more time to read than the actual process.

OPEN THE FORM
Simple enough. Just double click the form.

This is what you should see:

"] 13 1LC PSAT Scores Reporting Form~PVHS.pdf - Adobe Reader B
File Edit View Window Help *
a 2 B @ | /1 ‘ - '|‘ | ’ (= Tools Sign Comment

Click "Sign” to fill out and sign this form. When you are done, you can save a copy hy clicking "Done Signing". Highlight Existing Fields

-

IVY LEAGUE CONNECTION PSAT REPORTING FORM

Notice the instructions in the purple box? Follow them. ~

Tools Sign Comment
2 = 3

OPEN UP THE SIGNATURE BO

Notice in the upper righ corner there is a | ¥ I Need to Sign
looks like this:
Click on the SIGN option. IT hudres
You will then get a window that looks like this: Place Signature -
Notice that “Done Signing” is inactive and in the
background? >
| Send Signed Document
Powered by Adobe EchoSign

When opportunity Rnocks, some people answer the door while others just complain about the noise.
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ADD TEXT
Click on the “Add Text” option and insert text:

>

v I Need to Sign

~ 3
IVY LEAGUE CONNECTION PSAT REPORTING FORM s IT AddText
i Place Signature v
TODAY’S DATE:
PSAT SCORES Pinole Valley High
READING MATH WRITING SELECTION
NAME CORE | 22N | CORE | 22N | CORE | P52 | INDEX | 728N 3 Send Signed Document
Don Gosney 80 100 80 100 80 100 240 100 1 Powered by Adobe EchoSign
THE KEY TO SAVING THE FORM IT AddTex

You may not be allowed to save the form until you have added
Place Signature

a signature. /
Notice that in the box you have a “Place Signature” option:
Click on that option.

Place Signature CREATING A %
How would you like to create your signature SIGNATURE
[ Type my signature - You can either create

Enter Your Name:

| a signature that is
your name ot you can
create a signature that

is a simple period. Do N &OJ ne (‘(7 <

How would you like to create your signature

Review Your Signature:

[Type my signature v]
o3

Enter Your Name:

)

Review Your Signature:

A\ V2

—> ®

Once you have created a signature, your computer should remember
the signature and you should not need to repeat this step.

PLACEMENT OF “SIGNATURE” oN
When you click the ACCEPT button your “signature” will then be —
placed somewhere on the form. Simply drag it to a place where it EEE .
either serves your needs or is out of the way. 1

2

When opportunity Rnocks, some people answer the door while others just complain about the noise.
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DONE SIGNING
Once you have placed your signature, the DONE SIGNING IT AddTex

option will be activated and you can click it.
p y [£~] Place Signature

SAVING THE FORM

Once you’ve clicked on the DONE SIGNING option, a
window will open allowing you to save the form. Title it as required and save where
you would normally save documents. You can then email the form as required.

@ Done Signing

P N
@ Save As |i|
Savein: [l Desktop - Q2
L g L ) Librari H
~ | Libraries Ve omegroup
h“/ S || System Folder Q% System Folder
Recent Places L m__.ud ’ :
Don L ' / Computer
& System Folder # | System Folder
Desktop
Network < Power Points
._ L»‘ System Folder £ File folder
1;1 = L ~
Libraries s | '13ILC PSAT Scores Reporting =3 Documents
| Form~PVHS = Shortcut
LL\“ Adobe Acrobat Document E}.\/ 1.04 KB
Computer e l:’ictures 2 l-_llchmond
: Bl Shortcut ‘L Shortcut
‘i [FRS” 1.04KB 1.72KB
Netw;)rk
File name: 13 ILC PSAT Scores Reporting Form~PVHS-signed << v |
Save as type: Acrobat PDF Files ("pdf) < '] [ Cancel ]
L A
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When opportunity Rnocks, some people answer the door while others just complain about the noise.
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