Instructions for how to fill out the Out of Work List From a PC Desktop Computer

1. Download the form by clicking the downward pointing arrow in the top right corner of your screen (circled
below in the example).

In some cases, when you download the PDF, it only opens as an extension of your browser (in these
examples, it will be a Chrome extension you're seeing). This will not be the case every time, but if this

does happen to you, you will not be able to edit the document electronically if you are opening it in your
internet browser. Here's how you can change that:

Marne Date modified Type Size
G Updated Dispatch Form (Fillable) 2872022 11:14 AM Chrome HTML Do... 131 KB

Find the file where you saved it in your computer, you can see it's set up as a Chrome extension
in this example due to the Chrome logo next to the file's name.

MName Date medified Type Size
¢ Updated Dispatch Form (Fillable) 201843072 11.14 ARA Chearma UTML Do... 131 KB
View >
Sort by >
Group by >
Refresh

Customize this folder...

Paste
Paste shortcut
Undo Mowve Ctrl+Z

+# Send with Transfer...
Back up to Dropbox...
Move to Dropbox

Give access to >
MNew >
- ==
€ Properties >
o m——""

Right click on the file and go down to the bottom and click "Properties".



|#] Updated Dispatch Form (Fillable) Properties x

General Securty Details Previous Versions

|Updated Dispatch Form (Fillable) |

Type offile:  Adobe Acrobat Document ( pdf)
Cpenswith: (& Google Chrome

Location: CUsers\jswegle Documents \Website Info*New fol

Size: 130 KB (133,691 bytes)
Size ondisk: 132 KB (135,168 bytes)

Created: Thursday, Februany 17, 2022, 1:.19:47 FM
Modified: Friday, February 18, 2022, 11:14.05 AM
Accessed: Today, February 18, 2022, 2 hours ago

Attributes: [ Read-onty []Hidden Advanced. ..

0K Cancel Apphy

This will bring up the above image, the Properties window. Click the "Change" button (glowing
blue in the example above).



How do you want to open .pdf files from
now on?

Keep using this app

m Google Chrome

Featured in Windows 10

Y Microsoft Edge
Open PDFs right in your web browser.

Other options

Adobe Acrobat DC

. Look for an app in the Microsoft Store

More apps I

oK

Under "Other options", select Adobe Acrobat DC, then hit OK.

& Updated Dispatch Form (Fillable) Properties X

General Securty Details  Previous Versions

|Updated Dispatch Form (Filable) |

Type of file:  Adobe Acrobat Document { pdf)
Opens with: Adobe Acrobat DC

Location: C:\Users'jswegle \Documents \Website Info'New fol

Size: 130 KB {133,691 bytes)
Size ondisk: 132 KB (135,168 bytes)

Created: Thursday, February 17, 2022, 1:19:47 PM
Madified: Friday, February 18, 2022, 11:14:05 AM
Accessed: Today, February 18, 2022, 2 hours ago

Mtributes:  [|Read-only [ Hidden Advanced...

QK Cancel Apply

Your Properties window will update to now open this document as an Adobe Acrobat PDF file.
Hit "Apply" and then the OK button at the bottom.



You should now be able to open the document as a PDF by double-clicking it in the folder you
saved it in. This will allow you to electronically fill in the form.

2. Fill out the form as seen below in this example like you normally would:

Please register / re-register me on the out-of-work list in vour office.

Prias Name: [John Doe J
Last Four #'s

OF your 55N [123'1 J
ABC Co |

Last Employer
Signature: r que: |'1."1."20:‘(x |

If vour phone numbern(s) and or address{s) have changed please updated the information
brelow.

Phone Sumbers: 14| 123 1 456-7890 o |
Mailing Address: |F"D Box 123 ]
Physieal Adiress [123 A SL, Example, ST 99999 |

Email A ddress; lidﬂe@example.mm |

3. The last part to fill out is the signature portion. If you have never set up an electronic signature with Adobe
Acrobat, here is how you do that (this will be a one-time set up, it will save for any future signatures). Click
the text box next to "Signature" to receive the following pop-up window:

Digital ID Cenfiguration Required X

This signature field requires a digital signature identity.

Would you like to configure one now?

Help | Configure Digital ID Cancel

Click "Configure Digitial ID".



Configure a Digital ID for signing X

Select the type of Digital ID:
A Digital ID is required to typ 9

create a digital
signature.The most secure
Digital ID are issued by
trusted Certificate O Configure a smart card or token connected to your
authorities and are based computer

on secure devices like smart

card or token. Some are

based on files.

@ Use a Signature Creation Device

Use a Digital ID from a file

You can also create a new O |E“-Q Import an existing Digital ID that you have

Digital ID, but they provide obtainad as a file
a low level of identity
ASSUrance,

Create a new Digital ID
o R =
Create your self-signed Digital ID

o

Select "Create a new Digital ID" and hit continue.

Select the destination of the new Digital ID X

Digital IDs are typically o @ Save to File

issued by trusted providers 2 . L

that assure the validity of ki Save the Digital 1D to a file in your computer

the identity.

Self-signed Digital 1D may

not provide the same level Save to Windows Certificate Store

of assurance.and may not O [ @[EJ 5ave the Digital 1D to Windows Certificate Store to
be accepted in some use

— be shared with other applications

Consult with your recipients

if this is an acceptable form
of authentication.

°

Select "Save to File" and hit continue.



Create a self-signed Digital ID X

Enter the identity Mame Enter Name...

information to be used for

creating the self-signed Organizational Unit Enter Organizational Unit...

Digital |D,

Digital IDs that are self- Organization Name Enter Organization Name...

signed by individuals do not

provide the assurance that Email Address Enter Email...

the identity information is

valid. For this reason they o
US - UNITED STATES

Country/Region

may not be accepted in
some use cases.

Key Algorithm 2045-bit RSA v

Use Digital ID for Digital Signatures v

®

Create a self-signed Digital ID X
Enter the identity Name lohn Doe
information to be used for
creating the self-signed Organizational Unit Enter Organizational Unit...
Digital ID.
Digital IDs that are self- Organization Name Enter Organization Name...
signed by individuals do not
provide the assurance that Email Address jdoe@example.com
the identity information is
valid. For this reason they US - UNITED STATES o

Country/Region

may not be accepted in
SOME USE Cases.

Key Algorithm 2048-bit RSA v

Use Digital ID for Digital Signatures

®

Fill out your name and your email you want this connected to, then hit continue. Shown is an example of
what it looks like filled out.




Save the self-signed Digital ID to a file X

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the
Digital ID. You will need this C:\Users\jswegle\AppData\Roaming\Adobe\Acrobat\D

passwerd again to use the
Digital 1D for signing.

Save the Digital ID file in a Apply a password to protect the Digital ID:

known location so that you
can copy it or back it up.

Confirm the password:

0

Set up your own password, confirm it, then hit save. You will have set up your signature now for any
future time you fill this form out.

From here, just save the document onto your computer in a folder you can easily access. When you create a
new email, you can click and drag the document from that folder into the new email address and then send
it to the Dispatch hall you are trying to reach out to. You can also attach it in your new email, here's how that

looks:

B8 Untitled - Message (HTML) — ] 4
File Message Insert  Options  Format Text  Review Help  Acrobat @ Tell me what you want to do
2| i AAoE | 8 A © 0
o O W B 1 uli=ei=.|= = : ¥ <) 4
- Paste STl - ~— | Names | Include | Attach File Tags | Dictate = Editor = Immersive Viva View
v ¥ & A = = =|A v v via Link ~ - Reader Insights ~ Templates
Undo @ Clipboard Basic Text Adobe Acrobat Voice Editor Immersive Add-in My Templates hd
B‘ To Bothell Dispatch: Attach Signature
| | File~ ~ L
Send Cc

Recent ltems

Subject Filled Out Dispatch Form (EXAMPLE)
L

Updated Dispatch Form (Fillable)
POF

From the options above, make sure you've chosen "Message" next to File. Find the "Include" option, click
"Attach File", and from the drop down menu it will find your most recent documents, select the completed
form (make sure you're not choosing the blank copy you downloaded originally).

Please note all these examples were completed on a Microsoft Operating System computer, if you are using an
Apple/MAC product this will look differently but they should have a similar format to attach the form in the email.



