STEP BY STEP PROCEDURES FOR FILLABLE FORMS
These step by step procedures have been created to assist users in downloading,
completing, and emailing fillable forms.
It is important to remember that fillable forms should not be completed while the
form is being displayed directly from the internet location as most likely you will
not be able to save it after you fill it out.
Step 1 – Download the form – Users have the option to use various internet
browsers such as Microsoft Edge, Internet Explorer, Chrome & Firefox. Each
browser has its own unique way to download and save a form. This document will
provide two examples using Microsoft Edge and Chrome.
To download a form using Chrome:
Go to the page in your internet browser that has the fillable form. In this example
we will go to the Secretary Page of the California Nevada Moose Association
(CNMA) website. Go to www.ca-nvmoose.org, the following will be displayed:

Click anywhere within this picture to access the site. The following page will be
displayed which is the Latest Updates section of the website. This page provides a
listing of the latest updates to the website in order with most recent on the top.
Notice that there are also other important items on this page such as a clickable
picture to access and pay your dues online using the Moose International website, a
clickable picture to access your personal membership record, the Moose Charities
website, the Moose Membership application, and a series of clickable areas that
can be accessed within the site such as the Home Page, Contacts, Secretary page,
etc.
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Next click the selection “Secretary” on the left-hand side of the page. The
following page will be displayed:
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***When the “Association Application” is selected the form will be displayed
within an internet window as shown below:

NOTE: It is important to recognize that if you attempt to complete the form
within this window you will not be able to save it or use the clickable items
within the form.
Now we want to download the form to our computer using these steps. Click the
icon

to download the form. The following will be displayed:
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This pop-up screen is asking you where you would like to save the document.
Experienced users will know to save it to a specific place. Inexperienced users
should save it to the desktop as displayed above by clicking the
“Save” button.
To download a form using Microsoft Edge: ***Here is where the screens look
different between Chrome and Microsoft Edge. All previous steps remain the
same as above.
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In Microsoft Edge you click the
Chrome.

icon. The remaining steps are the same as

Step 2 – Access the saved document on your computer.
Locate the document where you saved it. Since it was saved in this example on the

Desktop we can double click it to open it.
The document will be displayed in Adobe Acrobat as a fillable form.
Step 3 – Complete the form.
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Notice that the form has blue boxes which indicate the fields that can be populated.
If a field is mandatory it will not allow you to save the document until that field is
completed.
NOTE - For the California Nevada Moose Association forms, we have made some
fields easier to use. See the item entitled CNMA Form Fields for additional
information.
It is easy to move through the fields by using the Tab key on your keyboard.
Step 4 – Save the document.
There are two ways the document can be saved. You can click the

“Save”

icon at the top of the screen in Adobe or you can click the
“Save” field box on the form itself. For some users, this box may not work.
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Just as before you will save the document to your computer in a location of your
choosing. It is best to save the document with a different name than the automatic
“File name:” field has populated which is original blank uncompleted form.

The
“Print” field box will allow the user to print the
document they have completed.

The
”Submit” field box will allow the user to send the
document directly to the Association Secretary’s email address.
NOTE: It is possible that this box will not work for some users. If it does not
then an email will need to be created using whatever mail program the user
uses which will require them to attach the document to the created email.
Another option is to click the email address at the top of the form.
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When the email address is clicked if you are using Microsoft Outlook it will
automatically create the email and enter the applicable address on the form. It
should be noted that the CNMA has specific requirements on who the form should
be emailed to, however the Association Secretary will always need to have the
form so make sure that you also enter the email address of the designated Board
member.
Here is an example of sending the form via email using Gmail after it has been
saved using the instructions provided above.
After opening your email using your Gmail account, select “Compose” as shown
below:

The “New Message” box will appear:

Complete the “New Message” fields as provided:
To - is the email address for the individual
Notice there is a Cc and Bcc that can be clicked to also add another
Recipient. This is shown in the example below
Subject – This is needed so the recipient knows what the email is about
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The example above shows the completed information.
The bottom of the New Message is shown below:

To attach a document, click the

“Paper clip”. The following will appear:
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This dialog box displays your computer where you must locate the document that
you want to attach to the email. You can attach the document by selecting it in the
window and clicking
“Open” or simply double click the document
and it will be attached to the email. Be sure and wait until the document shows as
attached to the email.

Next click the

button to send the email.

You should see an acknowledgment that the email was sent.

The message can also be viewed by clicking “View message” or viewing the sent
folder within the email program.
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