Fillable PDF Forms Information Technology

Description:
Steps listed below demonstrate how to electronically complete (fill-out) PDF forms using Adobe Acrobat Reader DC software.
Most fillable PDF forms are sent by JPA employees via

- Downloadable hyperlink

- Email

- JPA’s cloud drive

Requirements:

- Adobe Acrobat Reader DC
- Downloaded fillable PDF form(s)

1. Download fillable (PDF file to be electronically filled out) PDF file

L Drive

Application Packet DOWNLOAD ALL

Files Mame T

SN VLM ORI OO DR (EIT L HERE I ALARLE

B8 2 Employment App.pdf B8 4. pirect Deposit Form.pdf B8 5 w-4(2019).pdf
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2. Locate downloaded PDF file on computer

Ao

PDF

Employment
App

a. Right click on file
b. Select ‘Open with’
i. Adobe Acrobat Reader DC

Employment
App )
Open with Adobe Acrobat Reader DC
Open
Print
Share
Sy 7~ Adobe Acrobat 7.0
Give access to Adobe Acrobat Reader DC
Norton Security Suite @ Google Chrome

Restore previous versions {3] Microsoft Edge

Send to Search the Store

Choose another app
Cut

Copy
Create shortcut
Delete

Rename

Properties
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3. Click ‘Fill & Sign’ link on right side of application

Employment App.pdf - Adobe Acrobat Reader DC — O *
File Edit View Window Help
Home Tools Employment App.pdf % @ Sign In
B X Q @ 1/ KN MO @ s e [ Share
~
Employment Application E:Expor'tPDF v
PRINT IN BLACK INK CR TYPE. These instruciions must be followed exactly. Fill out application form completely. i questions are a Create PDF hd
not apphicable, enter "NA" Do not leave questions blank. Be sure to sign when complsted. JP & Assoc. is an Boual Opportunity
Employer and does not discriminate on the basis of race, color, national origin, sex, refigion, age or disablity in employment or the
provision of senvices. Resumes will not be accepted in lieu of applications, unless specificaly stated in the job vatancy notice. — Edt PDE
@= =
DEMOGRAPHICS
Comment
NAME
[F=0) TPty [ |Ce1 Frone)
MAILING ADDRESS f.'15 Combine Files v
= eiy) =] (Cauntry) {Hame Phans)
E-MAILADDRESS

Organize Pages v
List any other names used If difer=nt from nams on this application.

Ful-Time: [] Pan-Time [ Summer [ TempProject [ Date avallable for won? Are you at least 17 years of age? Yes [ No [] % Redact
Are you willng to work hours otner than 8-57 ¥es [ No [ Days are you UNABLE 1o work™ O Protect
> »
Cumrent Driver's License # [ required for position))
) (rsrEne=s) ) Optimize PDF
Have you ever been h a felony or subl atelony charge? Yee [ Mo [ Ifyour answerls
¥es,~ axplan In conciea tetall on asepamepage glmgaames and nature of the offense, name and location of the eourt, and disposition of the
case(s). A conviction may not disqually you, Dut a false siatement will. Note: Some state agencies may require aodiional information related i -
comicions of misdemeancrs.
EDUCATION {NOTE: Applicants may be required io provige proot of gipioma, degres, ranscrpts, lieenses, cerifications, and regisiations.) .
xb Adobe Sign

High Schoot Graduate or GED? Yes [ No [ If y25, name and locatian of high sehoal o GED Instie:

College Graduate? Yes [ Mo[J] Ifyes. name and loeation of Institutian

Send for Review

Tralning/S killzQualifcations: List 3l job resated trairing or SKIIS you p0s5ess and machings or oMce SqUMEnt YU San USS, Such 35
calouAtors, pANGng or graphics equIgMEN, computer equipment, fypes of saware and hardware. [Aftach adatonal page, if necessan)

(‘6 More Tools

Do you speak a language other than English? {If required for this pesiton) Yes [ Mol
I e, winat [anguage]s) oo you speak? How fuenty? Fair [ Goodl] Exeellert]

Convert and edit PDFs

with Acrobat Pro DC
MILITARY SERVICE (& copy of 3 report of S2[aration from the AMmen Services may be requined |

APe you @ velersn? Yes[] No[] I yes, list type of dischiarge Start Free Trial

Dates of Semvice (FromToL
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4. Fill & Sign (While in Fill & Sign mode)
a. Click on each field; then type in pertinent information

Employment App.pdf - Adobe Acrobat Reader DC — O b
Eile Edit View Window Help

Home Tools Employment App.pdf % @ Sign In

B & = Q @ 13 AR MO ® s wm T
"B

a

=

o=

sk

74

O

8

Employment Application

PRINT IN BLACK INK OR TYPE. These instructions must be followed exactly. Fill out application form completely. If questions are
not applicable, enter "NA" Do not leave questions blank. Be sure to sign when completed. JP & Assoc. is an Equal Opportunity
Employer and does not discriminate on the basis of race, color, national origin, sex, religion, age or disability in employment or the
provision of services. Resumes will not be accepted in lieu of applications, unless specifically stated in the job vacancy notice.

DEMOGRAPHICS

NAME Smith John 777 - 777 - 7777
(Last) {First) (Middle) {Cell Phone)
MAILING ADDRESS 26 Any St Any T 20006
(Strest) {City) (State) {Zip) (Country) (Home Phone)
E-MAILADDRESS _ anyemailaddress@domain.com

List any other names used if diferent from name on this application.

Full-Time

rt-Time [[] Summer [] Temp/Project ] Date available for work? Are you at least 17 years of age? Yes [ No[]

Are you willing to work hours other than 8-57 Yes [] No [] Days are you UNABLE to work?

Current Driver's License # (if required for position)

(State) (Driver License #)

Have you ever been convicted of a felony or subjected to deferred adjudication on a felony charge? Yes [] No [] If your answeris

"es,” explain in concise detail on a separate page, giving dates and nature of the offense, name and location of the court, and dizposition of the ,
case{s). A conviction may not dizqualify you, but a false statement will. Note: Some state agencies may require additional information related to (+]
convictions of misdemeanors.

EDUCATION (NOTE: Applicants may be required to provide proof of diploma, degree, transcripts, licenses, certifications, and registrations.)

High School Graduate or GED? Yes [ No []  If yes, name and location of high school or GED institute: w
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5. Save PDF
a. Click ‘File’
b. ‘SaveAs...

Employment App.pdf - Adobe Acrobat Reader DC - X
B3 ot View Window Help
5 pen. cti+0 @ Sign In
@ 13 rMO @ e BT
save cr+s
Save As.. Shift+Ctrl+S & s
Save as Other v " o
. . a
Employment Application
Close Ctri+w e
Properties.. cul+D
= print Ctri+P m

These instructions must be followed exactly. Fill out application form completely. If questions are
it leave questions blank. Be sure to sign when completed. JP & Assoc. is an Equal Opportunity
2 C\Users\..\301_Employee Referral.pdf ite on the basis of race, color, national origin, sex, religion, age or disability in employment or the
3 C:\Users\100_PImr\Desktop\5. W-4 (2018).pdf vill not be accepted in lieu of applications, unless specifically stated in the job vacancy notice.
4 C\Users\..\2. JPA Employment App.pdf

1 C:\Users\100_PImn\Desktop\Employment App.pdf

5 C:.\KBO19_Adobe Acrob...er DC _lnstall.pdf

View All Recent Files...

|£-E;w o N

Exit Crl+Q
NAME Smith John 777 -777 - 7777
(Last) (First) (Middle) (Cell Phone)
MAILING ADDRESS 26 Any St Any TT 20006
(Street) (City) (State) (Zip) (Country) (Home Phone)

@

E-MAILADDRESS  anyemailaddress@domain.com

List any other names used if different from name on this application.

6. Save AS
a. Select destination of PDF file being saved (..can be saved on desktop)

Save As X
Save As
FILES
Save in Recent Folder...
My Computer
Document Cloud Desktop
Add Account C:\Users\100_Pimr\Desktop\

Downloads

C:\Users\100_PImrADownloads\

[f

_Knowledge Base (Published)

C\Users\AdministratorDesktop\400_IT_DNRI\_Knowledge Base (Published)\

]

To Be Backed up
Ci\Users\100_PImr\Desktop\To Be Backed up\

_Documents
Ci\Users\Administrator\Desktop\200_FN_DNR!\_Documents\,

Choose a Different Folder...

0
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7. Save As
a. Select destination of PDF file being saved (.. 2™ time depending on operating system)
b. Make sure ‘Save as type’ drop down is ‘Adobe PDF Files (*.pdf)

Save As X

<« v P » ThisPC » Local Disk (C:) » Users » 100_Plmr » Desktop » PDF Files v O Search PDF Files y=

Organize = MNew folder j=z - 0
~ MName " Date modified Type Size

7 Quick access

Mo iterns match your search.
= This PC

J 3D Objects
[ Desktop

|= Documents
# Downloads
J’! Music

&= Pictures C
m Videos
i Local Disk (C:) -
= f (\\Plmrdwig00”

£F Network w
File name: | Employment App ~
Save as type: Adobe PDF Files (*.pdf) ~

» Hide Folders Cancel

8. Saved file
a. Can now be attached to an email and sent to recipient

I = | PDF Files — O >
Home Share View e

I » PDF Files ~ Search PD... 0
Mame Date modified Type Size
& Cuick access
Employment App 1/2/2019 9:19 AM Adobe Acrobat D... 142 KB
@ This PC
@ 20 Objects
I Desktop

=] Documents

4 Downleads

D Music

=] Pictures

m Videos

i Local Disk (C:)

= T OOPImrdwi8001) 0

=¥ Metwork
[ pLMRDWIZ599

1 item E =
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