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Download and Submit a Form Guide 
 

             

1. Select the desired form.                                                                                Download 

 

2. On the right hand corner select the download arrow icon. 
 

 

 

3. A pop up will appear to save the document, select desktop and then select the save button.  
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             Save 
                                                                                                                   

4. Go to your desktop, open the saved PDF file and complete the fillable form then select 

save on the left hand corner.                     

                           

                                                                                    

                                                                     Save 
   
      

5. Submit your form via email as an attachment or print the form and turn it in.  
 

6. Once you have downloaded and saved the form to your desktop you will not need to 

download the form again. You can always use the same form just follow steps (4) four of 

the guide.                                                               

                         

                                                                                        


