Steps to filling out the PDF Report Forms from the State Council website and then send an email with the report as an attachment to the appropriate State Director.

1.  Click on this link: http://www.docu-track.com:80/home/prod_user/PDF-XChange_Tools/pdfx_viewer/
2. Click on the “Download Now” link on the upper left side of the screen just to the right of “Tracker software products”.

3. A window will come up that gives you the option to either “Open”, “Save” or “Cancel” – click on the “Save” option and save it on your computer someplace – preferably on your desktop.

4. The downloaded file is a “zip” file titled “PDFXVwer.zip” – double click it to open it.

5. When the zip file opens you will see two (2) files – one named pdfx_SE.exe and the other named PDFXVwer.exe – double click on PDFXVwer.exe

6. The installation window opens, click on “Run” and follow the prompts to install the program.  When you are done, you will see an icon on your desktop titled “PDF-Viewer”.

7. I would now recommend that you make a folder on your desktop titled “Report Forms” or something on that order

8. On the State Council Website, open the appropriate report form you wish to fill out.  On the upper left side of the form, you will see “Save a Copy” to the right of a floppy disk, click on it

9. The “Save” window opens and will probably default to “My Documents” – if that is where you want to save the form, click on the “Save” button on the lower right side.  If you want to save it to a different location (and you did step 7 above) then click on the “Desktop” icon on the left side of the save window and select the folder you made then click on the “Save” button

10. Open the PDF-Viewer program by double clicking the icon.

11. Click on the “Open” button on the upper left side of the screen, the Open Window opens.  Go to the location where you saved the report form and click on the file name then click on the “Open” button on the lower right side of the Open Window

12. Now that your report is open, click on “Typewriter” on the upper left side of the screen

13. Move your cursor to a field that you want to input information into (i.e. “Council No:”) and “left click” just to the right of the “:” – you will see a green squiggly type line over your cursor – now type in your council number (i.e. 6696)

14. Go to the next field that you want to put information in and repeat step 13 until you have filled in all of the appropriate fields

15. If you made a mistake and you have already moved on to the next field, go back and click on the incorrect information – you will see approximate 8 little squares surround the incorrect information – press the “Delete” key on your keyboard and the information will disappear.  Repeat step 13 above to input the proper information

16. When you are finished filling in everything, click on “File” on the upper left side of the screen then click on “Save As” – I would recommend saving it as something like “Community report for June 2009” and save it in the location of your choice.

NOTE:  If you do not use Outlook Express or Microsoft Outlook for your email, skip steps 17 & 18 and proceed with step 19.

17. If you use Outlook Express or Microsoft Outlook for your email program, when you are done with filling in everything on the form, click on the “Envelope” icon (4th icon from the left) on the upper left side of the screen – your email program should open be ready for you to create a new email (a window will come up saying “either there is no default mail ….), just click on “OK” and either your Outlook Express or Outlook will open.  Type in the proper email address in the “To:” field; put something in the body of the email and then click one “Send”.  You will see that the form is already attached and the subject of your email is the form name.

18. If you have to go online to prepare an email, then when you are finished filling in everything, click on “File” on the upper left side of the screen then click on “Save As” – I would recommend something like “Community report for June 2009” and save it in the location of your choice.

19. Now go online to your email provider and send an email to the appropriate director and attach the file you just saved.

20. The State Director will have your report, you have a copy and you can print a copy for your program director, etc.

You can also send a copy of this report to your program director and Grand Knight in the same email if you so desire.

The next time you do your reports, just start with step 10 above – because you have already saved the original “blank” form on your computer.

