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Open the PDF in Adobe Acrobat.

Click into a field and type in your
information. You can move from field
to field using the TAB key.

Once you have completed the form,
bring down the ‘FILE’ tab.

select ‘SAVE AS’

select ‘PDF’

Decide where on your computer you
want the file saved to. (the desktop
is a good choice and easy to find
again).

RENAME the file using your LAST
and FIRST name.

SAVE the file.
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