
 

 

 
Instructions

 
for

 
Completing

 
and

 
Submitting

 
Fillable

 
Forms

 

To work with CNY Rotary fillable forms, you must view them in Adobe Acrobat 

Reader or a similar PDF viewer.  Browsers generally do not support fillable forms, so do 

not use your web browser or Apple Preview to work with these files.  The latest version of 

Acrobat Reader – it's free – can be downloaded

 

here

 

-

  

https://get.adobe.com/reader/

 After downloading the  pdf,  you  will  use  your  computer  to  view  the  file:  

 

              1. Make sure Adobe Acrobat or

 

Acrobat Reader

 

is on your computer.

 
 

 

2. Right click the pdf name on the CNY Rotary website

 
 

 

3. Select Save Link As and choose the destination  folder  and  file name  for  the  pdf  on  

your computer.

 
 

 

4. Double-click on the file to open the  pdf on your computer.

 The
 
file

 
should

 
open

 
using

 
Adobe

 
Acrobat

 
or

 
Adobe

 
Reader

 
if

 
these

 
programs

 
are

 

on
 
your

 
computer

 
and

 
are

 
set

 
as

 
the

 
default

 
pdf

 
reader

 
 If

 
the

 
file

 
opens

 
in

 
a

 
web

 
browser,

 
you

 
will

 
need

 
to

 
close

 
the

 
file

 
and

 

instruct
 
your

 
computer

 
to

 
reopen

 
it

 
in

 
Acrobat.

  
In

 
Windows,

 
right

 
click

 
on

 

the
 
file

 
and

 
select

 
Open

 
With…..

 

 

 

 

 

 

 

 

 

 

https://get.adobe.com/reader/
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5. Once the file is open, enter your information in the fillable fields
  (highlighted in blue). 

 
 

 

 The  Print,  Save,  and  Email  buttons  at  the  bottom  of  qualifying  (required)  forms  will

 
only

 work  if  using  a  PC  running  Windows,  or  a  Mac  personal  computer  
(these  will  not  work  on  an  iPhone,  iPad,  or  Android  device).    

 

 The                button will prompt you to save a copy of the pdf file to your computer, 
with all entries and changes that you have made.  It is not necessary for you to 
complete the form in one session; return to this saved file later and pick up where 
you

 
left

 
o .  You can also select Save or Save As…. from the Acrobat menu 

 


 
The                 button  will print  a copy of the pdf file to your computer ’s default 

printer , with all entries  and changes  you have made. You can also select  Print 
from the Acrobat menu. 

 
 



 The                 button will format a draft email in your default email program.   The 
email will automatically have       grants@cnyrotary.org as recipient,  and  a  copy  of

 your  current  pdf  file  will  be  automatically  attached.   If  you  have  more  than  one  
email configuration on your computer, you will be prompted to select one:  

 

 

 

 



 
 

 

 

 

 

 

 

Signing and Submitting Signature Pages

Forms requiring the signatures of one or more persons must be hand-signed.

         Electronic signatures on documents will not be accepted.  

You may submit your signature page as a scanned attachment along with the main 
form, or you may send an image file of the complete signature page.

There are many ways to produce and send your signature page; here is a 
recommended procedure:

1. Use the               button on your document to print a paper copy of your form.

2. Have the relevant Rotarians sign the Signature Page of the paper copy.

3. Scan this hand-signed document and save it as a pdf file to your computer (OR take   
a photo of the signed page with your camera or phone).

4. After your form has been completely filled out, use the                  button 
on

 
your

 
document

 
to prepare a draft email to grants@cnyrotary.org

5. Attach the signature page file (OR photo) created above to this draft email. 

6. Send the email.

Reserved for notice about fillable forms training video

Note: If it is not convenient to obtain all required signatures on one Signature Page 
document, multiple documents may be submitted, as long as each references the same 
project, and all required signatures are submitted.




