
This is where you upload your 
packet in order to complete the

form online. Once the page loads, 
click on Upload

Click Here



Click Here
Once the file upload is complete, click 

on start PDF Editor



This is the editing page. You will see 
your pages listed on the left hand 

portion of the page. Click on any of 
them to bring them to the editing 

screen

1. Click Here

2. Page will load here



This is the editing view. Now we can 
begin entering information. To begin 
typing, click on the A Write button.



You can type where it says please type 
in your text. You can click anywhere 

you wish to enter information. Do not 
worry about it lining up perfectly just 

yet. We will get to that shortly. 



As you can see, the information is too 
large to fit on the line and is not quite 
on the line. Click on the cross symbol 
and drag the box where you would like. 

Click and hold to drag



To make the letters smaller or bigger, 
click on the – or + buttons.



When you have completed the packet and are 
ready to submit, please proofread the packet and
correct any existing errors if any should exist. Next, 
click on SAVE and then click on Finish/Download. 



Please select where you would like to save your file. In
this case we chose Download to your PC. If you are a bit 

more tech savvy, you can choose Send PDF via email. 

Click Here



Select where you would like to save the 
document and click SAVE. We suggest 
saving to a place where you can easily 
retrieve your packet. 



On the website, on the same page where you downloaded your packet, use the upload 
feature to submit the completed form. We will receive notification of your submission.


