Detailed Instructions to complete and sign a fillable pdf

e Navigate to the ORS website.
e Click the link to open the form you wish to use.
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e Download the form from your web browser if it doesn’t automatically open in Adobe.
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Open the form in Adobe — make sure that it does not open in a web browser such as Edge or
Google
o If your form opens in the web browser do not begin to fill in the form. Close the web
browser and go to your downloads folder or wherever you saved it to find the document.
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o Right click on the document and choose Open With, then open with Adobe Reader DC or
Adobe Acrobat
v Last week
Travel_Authorizatic Adobe Acrobat Docum...
) X 0 @ B W
[#) Travel Authorizatic S Adobe Acrobat Docum.
4 Roland Open Enter Outlook Item
£33 SKR1970769J6ATVE  Sch Open with > Adobe Acrobat
[#) SKR1970768N5Z3Z % Add to Favorites Adobe Acrobat Reader DC
£33 SKR1970767U3F2C! ) Compress to ZIP file @ Google Chrome
53 SKR1970766R7P5A Copy as path ctl+shift=C @ Microsoft Edge
(&) SKR1970765D7NSN &2 Properties Alt+Enter B Search the Microsoft Store
[® Form1095C_2021.)
) Edit with Adobe Acrobat Choose another app

[2] knfa23m Adohe Acrohat Daciim

o If you do not have those choices, go to the Software Center on your computer and
download Adobe Reader DC. For assistance, please talk to IT. They should be able to help
you download and set it as your default for pdf files.

Once it is opened in Adobe you should be able to fill in the information and digitally sign.
To sign click anywhere in the signature box and follow the prompts for your digital signature.
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Create a self-signed Digital ID
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Choose the Digital ID that you want to use for signing:
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e Before your signature is visible Adobe will ask you to save the form. Please save it with your
initials so that you know it is the signed version.
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¢ Once you have signed it you can email it to the next person who needs to sign it. If you are not
sure who that is, send it to the Administrative Assistant in your Department.
o For the digital signatures to work we need you to email the forms.
o Please do not print and scan or hand carry them to the next person.

Please do not hesitate to reach out to me if you have any issues.

Thank you for your patience as we continue to work through this new way of doing things.

Sincerely,

Gayle Jonesy

Business Services

Data & Reporting Specialist
865-425-9046
jgjones@ortn.edu



