Olympic Educational Service District 114 OESD 114

105 National Avenue North, Bremerton, Washington 98312 '/\/VV\/V\/\I
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(360) 478-6887 e 1-800-201-1300 ¢ FAX (360) 405-5808

department Olympic ESD 114 Early Learning
come with us!
HOW TO OPEN, SAVE, AND SUBMIT FILLABLE FORMS

Many forms used in the Early Learning department are now available to complete and submit virtually. Below
are instructions for how to retrieve, save, and complete fillable forms using the Outlook desktop application,
the Outlook 365 webmail site, or when retrieving a form from the OESD 114 Early Learning website.

METHOD 1: Using the Outlook Desktop Application

Step 1: Saving and Opening your Fillable Form
When you receive a fillable form for the first time, you should see an attachment that looks like this:

:(‘_ Reply fi:(l Reply All L:_‘, Forward

Fri 8/28/2020 10:42 AM

Vorthman, Nicole

To  Vorthman, Nicole

m'— Travel Planning Guide -...

T 101 KB

Click the drop-down arrow and select ‘Save As’.

IH E’; ;'Bplanni”g Guide . If you double-clicked on the attachment to open it, it will open as
Brevion “Read-Only”. To enable editing, Click File > Save As and follow the
directions below.
Open
¥ CQuick Print

E'.p; Save As

o
« A = > ThsPC » bhoover (\\olympus\users) (Z:) N
Organize v Newfolder - @
. A B Desttop A N R : g
Select a location on your Z: drive to save a copy Oocuments .
of the fillable form for future use. Double-check o oS
the file type and click ‘Save’. s corsooRpes
i .'nnac’.ﬁ( ) #3LMS PROECT
@O0 EN D DYASID0 :pc;:u’m::.u POF Form & Procedures
= bhoover (\\olympus\users) Z:) #2PROOF FREAD
. r Libranes 22Shared Services
SUPER IMPORTANT: Fillable forms @ reon Gt
_=Sub_Documents v .20 _HS_Sociakzation_Calendac
MUST be saved as a “Word Macro- Fie name: Trave Planning Guide - Fil nd Subrmt
E na bled Docu ment” ) Save a5 type: | Word Macro-Enabled Document
A~ Hide Foldess Tools ~ Save Cancel
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PLEASE NOTE: To successfully fill-out and submit fillable forms, it is important that you save a copy to your Z: drive.
Please save a blank copy of each form in a convenient location that you can access for future use.

Navigate to the location where you chose to save the form and double-click to open it.

Step 2: Completing and Submitting your Fillable Form

Depending in your settings, your document may open in “Read Mode” (different from Read-Only). To change your view,
click on ‘View’ in the top menu and select ‘Edit Document’.

Tools

Travel Planning Guide - Fill and Submit - Word

Dt Edit Document

MNavigation Pane
"

[T show Comments
MName:
conumn i |

Conference

Conference
Click or tap| (&

Hotel Name

Conference Page Color

G Lavout

iere to enter text.

iere to enter text.

» lere to enter text. | Location

Click or tap here to enter-

Hotel Reservation Deadline
Click or tap to enter a date.

Click or tap here to enter text.

What meals are provided
conference

Click or tap here to enter-

Number

Address and Phone

Click or tap here to enter text.

Check In Date: Click or tap to enter | Check Out Date: Click or tap | # of Nights: Click or tap he

You should now be able to complete your fillable form. Fillable fields are indicated by gray text. Use the Tab button on
your keyboard to navigate between fields.

EAALT NBME O PICTUre 1V TNAat Will DE USEq at airport. | LICK Or Tap nere 1o enter text

Additional Travel
Information

Will you need a

.| cash advance?

[ Yes
O No

Are you checking
a bag?
O Yes
O No

Seating Preference O Aisle O Window [ Center [ Front [0 Back [ Wing

Airport Parking? Will you be using
O Yes taxi, Uber, Lyft or
O No shuttle upon
arrival?

: O Yes
Aiporter
O Yes Mo
[ No

Emergency Contact

Name: Click or tap here to enter text.

Phone #: Click or tap here to enter text.

Who else is attending: Click or tap here to enter text.

What Grant is paying for this travel: [1 HS [ ECEAP [J EHS OO CCP OJ IyT O CM [ Kellogg [ AESD

Submit |

NOTE: Some forms have a ‘Submit’
button that will automatically send
your completed form to the intended
recipient. Most forms, however,
require that you save changes and
attach your file to an email.
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METHOD 2: Using the Outlook 365 Webmail website

(https://outlook.office365.com/mail/)

Step 1: Opening your Fillable Form

When you receive a fillable form for the first time, it should look like this:

Travel Planning Guide

’I Vorthman, Nicole
d Thu 8/27/2020 5:02 PM
To: Vorthman, Micole
Travel Planning Guide - Auto...

103 KB

Hover your cursor over the attachment and click on the

Travel Planning Guide

ﬁ Vorthman, Nicole

J Thu 8/27/2020 5:02 PM
To: Vorthman, Micole

Travel Planning Guide - Auto...

103 KB L

: icon to download the file.

Depending on your settings, the file will either download automatically or a dialogue box will pop-up. If a dialogue box
populates, select ‘Open with’ and click ‘OK’ to open the file.

Vorthman, Nicole
Wed 8/26 12:57 PM

To: Hoover, Bonnie

Travel Planning Guide - Fill |
101 KB You have chosen to open:
M Travel Planning Guide - Fill and Submit.docm

which is: Microsoft Word Macro-Enabled Document

from: https://attachments.office.net
Nicole Vorthman

Administrative Assistant | Fiscal Support
‘What should Firefox do with this file?

@Qpen with | Word 2016 (default)
() Save File

Early Learning Department

Olympic Educational Service District #11
105 National Avenue Morth
Bremerton, WA 98312 Jbo this automatically for files like this from now on.

Phone: 360.478.6887 | Fax: 360.405.580
Cell: 206.483 5459 0K

E-Mail: nvorthman@oesd114.org

Cancel

Otherwise, double-click the downloaded file
displayed in the bottom left-hand corner of your
browser window.

E! B
@7 Travel Planning...docm ~
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Step 2: Saving your Fillable Form

Once the document is opened, you should see a yellow banner indicating that the document is in protected view. Click
‘Enable Editing’.

Travel Plannin ide - Fi bmit (Protected

o PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing x

You may also see a second banner with a security warning. Click ‘Enable Content’.

Home Insert Design Layout References Mailings Review View Developer Design Layout Q Tell mew

1 SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content

PLEASE NOTE: To successfully fill-out and submit fillable forms, it is important that you save a copy to your computer (or
Z: drive if you have one). Please save a blank copy of each form in a convenient location that you can access for future
use following these steps:

Click ‘File’ in the upper left-hand corner of the document window. The window below should appear.

Note: depending in your settings the document may open as
|I’ﬂcO “Read-Only”. Saving a copy will remove this and allow you to

‘ ‘ ‘ ‘ make changes.
Travel Planning Guide - Fill and Submit

Open C: » Users » bhoover » AppData » Local » Te...

Click ‘Save-As’ button or select ‘Save-As’ from the menu on the
sz Read-Only Document left-hand side.

This document has been opened in read-only

Save As mode. Changes cannot be made to the original

Save s document. To save changes, create a new copy of
Save as Adobe the document.
PDF
Print Protect Document
) Contral what types of changes people can make to
Share Protect this document.
@ Click ‘Browse’ to locate your Z: drive folder or other folder on your

computer.

Sa\/e AS Select a convenient location to save a copy of the fillable form for

New future use. Double-check the file type and click ‘Save’.
. OneDrive

Open
Save El I This PC
Dy [ save s ®
Save As < « 4 = > ThisPC » bheover (\olympuslusers) (Z:) v | &/ | Search bhoover (olympusiu... O
I Add a Place Organize New folder = @
Save as Adobe [ Desktop A Name Date modified Type Size “
PDF & Documents ##£4STAFF LISTS File folder
Browse & Downloads ##2AESOP File folder
b Music =#=Child Plus File folder
= Pictures 2#2Credit Card File folder
B Videos 2#FBOOK PICS File folder
##LMS PROJECT File fold
e Windows (C:) e
DD N e (D0 £5150 22NCR Forms File folder
N :
L rive (D) #80ESD Website PDF Form & Procedures File folder
- o [ (s U ) ##PROOF FREAD File folder
i Libraries ##Shared Services File folder
= Network #5taff Committee File folder
. #Sub_Documents v 2--2015 EHS_HS_Socislization_Calendar File folder N
. _#5ub
SUPER IMPORTANT: Fillable forms
File name: | Travel Planning Guide - Fill and Submit -
“Word M s
N pe: | Word Macro-Enabled Document -
MUST be saved as a “Word Macro
Authors: Sheridan, Kisten Tags: Addatag Title:  Add a title
V4
o Save Thumbnail
Enabled Document
A Hide Folders Tools ~ Save Cancel
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Step 3: Completing and Submitting your Fillable Form

Depending in your settings, your document may open in “Read Mode” (different from Read-Only). To change your view,
click on ‘View’ in the top menu and select ‘Edit Document’.

Tools View Travel Planning Guide - Fill and Submit - Word

Dt Edit Document

iere to enter text.

R —

Conference \ere to enter text.
Conference Page Color v lere to enter text. | Location | Click or tap here to enter-
Conference Hotel Reservation Deadline | What meals are provided
Click or tap ___—-g Layout * | | Click or tap to enter a date. | conference

Click or tap here to enter-

Hotel Name Click or tap here to enter text.
Address and Phone | Click or tap here to enter text.
Number

Check In Date: Click or tap to enter | Check Out Date: Click or tap | # of Nights: Click or tap he

You should now be able to complete your fillable form. Fillable fields are indicated by gray text. Use the Tab button on
your keyboard to navigate between fields.

EAAL I Name OT pICTUre 1U TNAT WIll DE USed aT alrport: | LIICK OF Tap Nere 1o enter Text.
Seating Preference O Aisle O Window [ Center [ Front [0 Back [ Wing

Will you need a Are you checking | Airport Parking? Will you be using
.| cash advance? a bag? O Yes te}l])(i,ttlljben Lyft or NOTE: Some forms have a ‘Submit’
shuttle upon . .
e - e H o arrival? button that will automatically send
Additional Travel | O No O No : ;
Information _ O Yes your completed form to the intended
Aiporter .
O Yos O No recipient. Most forms, however,
O o require that you save your changes and
attach your file to an email.
Emergency Contact | Name: Click or tap here to enter text. Phone #: Click or tap here to enter text.

Who else is attending: Click or tap here to enter text.

What Grant is paying for this travel: OJ HS O] ECEAP CJ EHS OO CCP O I/T O CM O Kellogg [ AESD

Submit |
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METHOD 3: Using the OESD 114 Early Learning Website Forms, Policies,
and Procedures page (https://www.oesd114.org/Page/1247)

Step 1: Opening your Fillable Form

Most fillable forms can be found under “General Program Operations” or “Virtual Services”. Locate the file you’d like to
open and click the link.

= Vglunteer Time Sheet Procedure WA

= Training-Related Travel Procedure WA

= Travel Expense Claim Procedure ¥A = MNon-Travel Reimbursement WA
= Travel Planning Guide Procedure WA = Taxi Request WA
Trave’ & = Travel Request Procedure WA = Travel Expense Claim Form EXCEL /
= Mileage Chart ¥A = Travel Expense Claim Form PDF WA
Transpoﬁ.‘aﬁon = Travel Planning Guide Fillable WORD ¥A |

= Travel Request Form FILLABLE Word Document

On the bottom-left hand side of the screen, a download box containing the file name should pop-up. Click the arrow on
to the right of the file name and select ‘Open’ (or simply double-click).

Open

Always open files of this type
Show in folder

Canc
Lance

L -
@S Travel Planning G...docx ¥
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Step 2: Saving your Fillable Form

Once the document is opened, you should see a yellow banner indicating that the document is in protected view. Click
‘Enable Editing’.

Travel Plannin ide - Fi bmit (Protected

o PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing x

You may also see a second banner with a security warning. Click ‘Enable Content’.

Home Insert Design Layout References Mailings Review View Developer Design Layout Q Tell mew

1 SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content

PLEASE NOTE: To successfully fill-out and submit fillable forms, it is important that you save a copy to your computer (or
Z: drive if you have one). Please save a blank copy of each form in a convenient location that you can access for future
use following these steps:

Click ‘File’ in the upper left-hand corner of the document window. The window below should appear.

Note: depending in your settings the document may open as
|I’ﬂcO “Read-Only”. Saving a copy will remove this and allow you to

‘ ‘ ‘ ‘ make changes.
Travel Planning Guide - Fill and Submit

Open C: » Users » bhoover » AppData » Local » Te...

Click ‘Save-As’ button or select ‘Save-As’ from the menu on the
sz Read-Only Document left-hand side.

This document has been opened in read-only

Save As mode. Changes cannot be made to the original

Save s document. To save changes, create a new copy of
Save as Adobe the document.
PDF
Print Protect Document
) Contral what types of changes people can make to
Share Protect this document.
@ Click ‘Browse’ to locate your Z: drive folder or other folder on your

computer.

Sa\/e AS Select a convenient location to save a copy of the fillable form for

New future use. Double-check the file type and click ‘Save’.
. OneDrive

Open
Save El I This PC
Dy [ save s ®
Save As < « 4 = > ThisPC » bheover (\olympuslusers) (Z:) v | &/ | Search bhoover (olympusiu... O
I Add a Place Organize New folder = @
Save as Adobe [ Desktop A Name Date modified Type Size “
PDF & Documents ##£4STAFF LISTS File folder
Browse & Downloads ##2AESOP File folder
b Music =#=Child Plus File folder
= Pictures 2#2Credit Card File folder
B Videos 2#FBOOK PICS File folder
##LMS PROJECT File fold
e Windows (C:) e
DD N e (D0 £5150 22NCR Forms File folder
N :
L rive (D) #80ESD Website PDF Form & Procedures File folder
- o [ (s U ) ##PROOF FREAD File folder
i Libraries ##Shared Services File folder
= Network #5taff Committee File folder
. #Sub_Documents v 2--2015 EHS_HS_Socislization_Calendar File folder N
. _#5ub
SUPER IMPORTANT: Fillable forms
File name: | Travel Planning Guide - Fill and Submit -
“Word M s
N pe: | Word Macro-Enabled Document -
MUST be saved as a “Word Macro
Authors: Sheridan, Kisten Tags: Addatag Title:  Add a title
V4
o Save Thumbnail
Enabled Document
A Hide Folders Tools ~ Save Cancel
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Step 3: Completing and Submitting your Fillable Form

Depending in your settings, your document may open in “Read Mode” (different from Read-Only). To change your view,
click on ‘View’ in the top menu and select ‘Edit Document’.

File Tools View

¢ Edit Document
MNavigation Pane

MName:

Conference

Conference

Conference % Page Color »

Click or tap (L)l—b'__| Layout »

Travel Planning Guide - Fill and Submit - Word

iere to enter text.

lere to enter text.

Location

Click ortap h

ere to enter-

Hotel Reservation Deadline
Click or tap to enter a date.

conference

Click ortap h

What meals are provided

ere to enter-

Hotel Name

Click or tap h

ere to enter text.

Number

Address and Phone

Click or tap h

ere to enter tex

Check In Date: Click or tap to enter | Check Out

Click or tap | # of Nights:

Click or tap he

You should now be able to complete your fillable form. Fillable fields are indicated by gray text. Use the Tab button on
your keyboard to navigate between fields.

EAALI Name OT pICTUre IU TNat Wil De Used aT aIrport: | LICK OF Tap Nere 10 enter Text.
Seating Preference O Aisle [0 Window [ Center [ Front [ Back [J Wing
Will you need a Are you checking | Airport Parking? Will you be using
.| cash advance? a bag? O Yes taxi, Uber, Lyft or
O Yes O Yes O No shuttle upon
. arrival?
Additional Travel | CI No O No s
£ P . [ Yes
Information Aiporter )
O Yes I No
O No

text.

1]

Phone #: Click or tap

here to enter text.

What Grant is paying for this travel:

] HS OJ ECEAP [ EHS

rp
Lo

O/T OCM O Kellogg [ AESD

Pro Tips:

Submit

NOTE: Some forms have a ‘Submit’
button that will automatically send
your completed form to the intended
recipient. Most forms, however,
require that you save your changes and
attach your file to an email.

1. When you first access a form, save a MASTER copy to your Z drive. This will give you a
clean copy to use whenever you need it.

2. You must save your changes before emailing your completed form. It is best practice
to use standard document naming conventions: Last Name, First Name Document
Name Date (ex: Vorthman, Nicole Travel Claim Form September 2020).
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