
Instructions for Using Downloadable Forms 
 

Click on the Link for the Downloadable Form you need. 
 

 
 
 

The form will open in Internet Explorer and look like this 
 

 

 
 

Click on File → Click on Save As 
 

 
 
 
 



 
When prompted, Navigate to Your H:Drive, then Click on Save 

 

 
 
 

At this point, close Internet Explorer. open WORD, and then locate the file on your 
H:Drive. You should complete the form using WORD and then send the completed 

form to the appropriate person as an email attachment. The saved file will remain in 
your h:drive for your records. 

 
 


