Adobe Help Document
GETTING STARTED:

1. Tofill and send Adobe forms (.pdf files), make sure that you are opening the document (form) in Adobe
Acrobat Reader DC. Opening in Microsoft Edge will not allow you to fill and sign. The free, basic
version of Adobe has the “Fill & Sign” tool (sending documents via e-sign is a paid subscription, but you
can use the basic version to fill the form and email to parents to e-sign). If you don’t have Adobe
Acrobat Reader DC or you are using an older version of Adobe, the newer version can be downloaded
and installed on a PC, laptop, or other device for free at: https://get.adobe.com
/reader/?platform type=Windows&platform dist=Windows%207&platform arch=x86-32&eventnam

If you have any problems installing Adobe, call their help number at 1 (800) 102 -5567.
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To go to “how to fill a document,” click here.
To go to “how to e-sigh a document,” click here.
To go to “howto send a form to a parent,” click here.
To go to “how to attach afilled form to an email to send,” click here.

For tips to organize saved forms/files, click here.
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FILLING A FORM:

2. Tofill an e-fill / e-signform, make sure that the document is opened with Adobe Acrobat Reader DC.
See page 1 “Getting Started” if your form is opening in Microsoft Edge or anolder version of Adobe
Reader that does not have “Fill & Sign” feature. The newer feature is a free download.

You’'ll know the form is opened in the right application if you see the “Fill & Sign” function on the
right side of the reading pane and at the top:
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Child’s name:

Date of Tele-Intervention Session: Time:
» IFSP service provided (check one): OO DT oot OPT o sp »

e-Signature of therapist providing service:

3. Totype into the form tofill it, DO NOT click on the convert and edit PDFs with Acrobat Pro DC button at
the bottom to “start a free trial.”
This is Adobe’s attempt to get users to “start a free trial” and hopefully buy the
Pro editing version, which you will not need to fill and sign forms.
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Family Consent for Tele-Intervention (Remote El):

My signature below documents my informed consent to receive tele-intervention services (check boxes).

| understand that for a limited period of time, my early intervention services will be provided remotely via
» tele-intervention (video and audio meeting) to protect my family and the El professionals. »

| understand that | or another adult whom | designate must be present and participate in the virtual visit
with my child and my child's therapist for each session.

Ll understand that tele-intervention sessions are limited to one hour per week (per service listed on my
child’s current IFSP) and that when face to face visits resume, my services will return to their normal levels
(frequency, duration of therapy).

| understand that | can revoke this consent at any time and all future tele-intervention sessions will be
cancelled.

withWifrobat Pro D

: | understand that if | choose to invite other people to join into our tele-intervention session, | may do so and Convelf and edit PDF-
will list those individuals below. x




4. |Instead, select “Fill & Sign” to type in the information that the service coordinator or provider
completes on the form re sending to the parent to e-sign:
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Provider Completes this section and signs (electronic or typed signature is acceptable: 7o More Tools

Child’s name:

When the Fill & Sign option is clicked, the screen will change to look like this:
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Click the Ab symbol to type on to the form

When the Ab symbol is clicked, a textbox will appear

wherever you click on the form (best to click on a blank or a box,
but if you mess up, you can move the textbox).
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Child’s name: | ‘

Date of Tele-Intervention Session:

Make the type size bigger by clicking on the big
LFSP service provided (check one): L1 DT Ul Aorsmallerby clicking on thesmall A. Delete
e-Signature of therapist providing service: mistakes by C|iCking on the trashcan sym bol.




5. Marking boxes on aform:
On the Fill & Sign tab, click either the X or the check mark.

4] FC Tele-Intervention Session Outcome.pdf - Adobe Acrobat Reader DC

File Edit View Window Help

Home  Tools

B v B8

Fill & Sign

FC Tele-Interventio... x

Q AN DO @ wm- B P
[ab o = o é;swgn
Add check mark

Make sureyou're
still on the “Fill &

[C}== FC Tele-Intervention Session Outcome

[P
S|gn ta b Required documentation for Remote Early Intervention Services
Child’s name:
Date of Tele-Intervention Session: £U o Time:
IFSP service provided (check one): O DT oot aPpT asp
B s & Q 1 R MO ® - R P
I Fil & Sign W X v O — o s Click the dot to

-9

\ choose color of “ink”

(o)

% FC Tele-Intervention Session Outcome

Required documentation for Remote Early Intervention Services
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Provider Completes this section and signs (electronic or typed signature is accepta ! Click where you want
Child’s name: ! ) ] ) ) to put the X or Check
Date of Tele-Intervention Session: Time mark and a text box
IFSP service provided (check one): 0 DT ooT ‘QI o| willappear.

Check marknot in the right place? No worries! Click the IittIe}dged line onthe
left edge of the text box and hold down and drag with your mouse to move.

6. SCorProviderSignature:
On the Fill & Sign tab, click the picture of the fountain pen to e-signthe form:
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Sign document by typing or drawing a signature|
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Required documentation for Remote Early Intervention Services

Provider Completes this section and signs (electronic or typed signature is acceptable:

Child’s name:

Date of Tele-Intervention Session: Time
IFSP service provided (check one): O DT oot E'PT asp
(]

e-Signature of therapist providing service:




When you click the fountain pen, you’ll see a box to add a signature. [click Add Signature]
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Provider Completes this section and signs (electronic or typed signature is acceptable:

Child’s name:
Date of Tele-Intervention Session: Time:

IFSP service provided (check one): O DT ooT E'PT O Sp

A large box to type
Two options to e-sign: type —| : your name will

or “draw” (write) your —— = appear (the screen
name. will look like this
picture).

To type your name
to e-signthe form,
Sava signature click on the line

and type your
name.

Choose your
“style” of e-
signature.

Click “Apply” to e-
signthe form. The
screenwill change
back to the
document —see
next page/next
example.

Ravin tawking Change style +

B Save sighature Ravyn Hawk




Click in the spot of the document where you want to place your signature. There will be a box around
your typed or drawn signature, like this:
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Provider Completes this section and signs (electronic or t signature is acceptable:
Child’s name: ;

Date of Tele-Intervention Session: Time:
o

IFSP service provided (check one): O DT OoT NPT O sp

N

e-Signature of therapist providing service: 2, 0 f/as0k

7. SAVE THE FILE WITH A NEW NAME: Choose “save as” to save the form (document) under a new
me. Do not choose “save” and save the document with

g [ele-Intervention Session Outcome.pdf - Adobe Acrobat Reader DC
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SENDING A FORM FOR A PARENT/GUARDIANTO SIGN:
8. Tosend the form to the parent/guardian, DO NOT use the blue SHARE tab on the top right corner.
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Family Consent for Tele-Intervention (Remote El):

My signature below documents my informed consent to receive tele-intervention services (check boxes).

L lunderstand that for a limited period of time, my early intervention services will be provided remotely via
» tele-intervention (video and audio meeting) to protect my family and the El professionals. >

Lundnretand that | ar anathar adult uham | dacinnata miiet ha nrnennt and nartininata in tha vicbial vieit

Send to the parent/guardian as an email attachment.



There are two ways to send as an e-mail attachment:
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Exit Application cul+Q l"nmc or typed signature is acceptable

When you

“Share File” from the drop down list, you’ll see a box that asks you to choose your default mail

application:

How da you want to share your file? x

B4 Attach to Email
Send file as an email attachment

Attach using

© Default email application (Microsoft Outiook)

T O Rememiser my choice

If you check the box to “Remember my choice,” the
next time, it will automatically attachto a new, blank
email.

Click the blue oval “Send” to attach/send via email.
When the blue “Send” button is clicked, a blank e-mail
will open up with the form attached, andthe sender
can type in the email address of the parent/guardian
and the message, like a regular email.

Or, a form can be attached to an email to send this way:

B. Attach Saved File:
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Attachthe saved
document by clicking
on the paperclip
symbol.

Heather Preston

Training and Outreach Consultant
222 NW Van Buren

Camden, AR 71701

870-836-8166 ext 141

Click the paperclip icon (symbol) to attach
the saved document to send to the family.

NOTE: Don’t forget that all forms sent to a parent must be privacy-protected (encrypted

To go backto main document, click here.



TIP to stay organized: it is helpful to create a folder where all of these forms are saved either on your
desktop or in documents where you canfind them again easily. To make a new folder:

Click on the little folder icon to search for

the spot you’re looking for.
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Some people organize by making one main folder and add C |

subfolders inside. Others have just one folder for service Ohawoi.
coordination paperwork — whatever works for you.

To go back to main document, click here.



