Creating a PDF of your Forms and Events that you can Print, Save, or Email

1. Login to Community Connection from provided URL with your ACS ID as shown with blue arrows

below screenshot:
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2. Click .. onthe ellipsis and click on Print as shown below screenshot with 1 and 2 subsequently

by choosing Administration or Financial Form whichever that you like to print or save. If you like to print

an Event Form then scroll down to step 5.
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3. Once you clicked on Print that will bring up the selected form and here you can click on either Print or

Download icon as shown 1 and 2 in below screenshot.
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Governance

1. Does the Division have a Vision and/or Mission Statement? *

Yes
No

2. What was the date of the last Division strategic planning session? *

b

3. What are the primary challenges confronting your Division? *

4. Were Division elections conducted according to its Bylaws? *

Yes
Ne

4. In dialog box select Adobe Acrobat next to Open with as shown with 3 and select Save File as shown
with 4 and click OK as shown below screenshot. This will save the Form in your default Download folder.
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5. Printing Event Form; click on the event that you like to print as shown below screenshot with 1.

Events & Activities _
Create an Event

Click on the Event Name in the table below to view a description and options to edit, view, print, copy. cancel and nominate.

Al N 2020 .
EVENT NAME + DATE + PHASE + NOMINATED +
o |Te5t 2020 Event 08/12/2020 - 08/19/2020 Planning No
Test 2020 Event - Planning No
- Showing 1 to 2 of 2 entries

6. This will bring up the Print option as shown below screenshot with 2. Click on Print.
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Click on the Event Name in the table below to view a description and options to edit, view, print, copy, cancel and nominate.
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Edit Copy | Delete
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7. This will bring up the selected event form and here again you may choose Print or Download option as
shown below screenshot 3 and 4.
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Overview

1. Event Name *

Test 2020 Event

2. Brief Description *
Test 2020 Event




Combining PDFs

PDFs of can be combined using Adobe Acrobat Professional. If you do not have Adobe
Acrobat Professional or need further assistance; please email connections@acs.org and
staff will assist you.

1. Save PDFs to your computer by clicking the View as PDF icon next to the items you
want to include in your combined PDF and click the Save File radio button.

2. Choose File > Combine Files, or click the Combine Files on the Tasks toolbar.
3. The Combine Files wizard loads. In this wizard, you can:

a. Add individual files by clicking the Add Files Button, navigate as needed, select the
files, and click Add Files.

b. Add files in a specific location, click Add Folders button, navigate to the needed
folder, select it, and click OK. Repeat as needed.

4.You can:

a. Rearrange the order of files on the list, select a file and drag it up or down the list. Or,
select a file and click the Move Up button or the Move Down button

b. Remove a file from the list, select the file name and click Remove.

5. Select an appropriate file size and conversion options (Smaller File Size, Default File
Size, Larger File Size).

6. Click Next
7. To combine the files as sequential pages of a PDF, select Merge Files into a Single PDF.

8. Click Save, and select a name and location for the combined PDF.



