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INTRODUCTION

The National Mediation Board is introducing an electronic forms program for
all arbitrators on the NMB Roster. The program will be voluntary from
October 1, 2004 through December 31, 2004. Starting January 1, 2005, all
arbitrators will be required to submit all paperwork to the NMB electronically.
The NMB is issuing this manual to help arbitrators make the transition as
smooth as possible.

The shift to a paperless system in the NMB’s Arbitration Department is part
of a larger federal government-wide initiative to use technology to improve
efficiency. Arbitrators will benefit from this initiative in several ways. First
and foremost, arbitrators will receive payment for services much more
quickly. Second, it will be much easier to submit the various NMB forms in a
timely manner. Third, arbitrators will have the choice of going paperless at
home as well, by keeping their own files electronically.

The instructions in this manual are designed to be as useful as possible.
There are pictures detailing virtually every click of the mouse. Reading
through this manual will give you a good feel of what to expect. For some
users, these instructions may be exact.

Pilot Program. The NMB worked with a small group of arbitrators for several
months to pilot the program. They have provided invaluable input in how to
improve and implement this program. All arbitrators will benefit from their
efforts and the NMB is very thankful for their hard work on this program.

Feedback. During implementation of this program, the NMB encourages
arbitrators to provide feedback. NMB staff will attempt to address any issues
and concerns raised as arbitrators begin to participate in this program.
Please send comments to arb@nmb.gov with “feedback” in the subject line.

Technical Assistance

The NMB will provide limited technical assistance to address issues
specifically related to the process detailed in the technical manual.
Depending upon the problems experienced as well as your own technical
experience, you may need to contact the store from which your computer
was purchased for their technical assistance, or a computer consultant.

Required Computer Setup
Below is the minimum required setup one must have to participate in this

program.
¢ Windows 98 Second Addition or higher. For those with
Windows ME (Millennium edition), Windows 2000 and Windows XP,
administrator rights are needed. Look in your computer’s user
manual for details or call the company from which you purchased
your computer.
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Full Adobe Acrobat v. 6.0 or better or Reader 6.0 & PDF 995.
Those with full Acrobat will not need PDF 995. Full Acrobat costs
approximately $300, but Reader and PDF 995 are free downloads.

Modem. Please keep in mind, the slower the modem, the longer
the downloads will take. For example, if you have a 33.6
connection rate, it will take approximately 4 hours to download
Reader Version 6. The rule of thumb is 1 megabyte per 15 minutes
for this connection rate.

Internet connection. Look in the Yellow Pages for Internet
Service Providers (ISP) in your area or check with the store from
which you purchased your computer.

Email account. Most web-based email systems are acceptable for
this program. However, the NMB blocks a few web mail providers
that do not provide adequate security. For example, all email
ending in @Bigfoot.com will not be accepted by our server. If you
have any trouble with emails bouncing back from the NMB's server,
please contact us immediately.

Recommended Computer Setup

Updated Service Packs. You should have all service packs
(updates to the applications on your computer) and security
updates installed. To check for updates, go to Internet Explorer,
Tools menu, and click on Windows Update.

Updated antivirus software. Keep in mind that updates to
antivirus software often come out daily.

Internet Explorer. This manual is written for the most commonly
used browser, Microsoft Internet Explorer.
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Possible Set-up Issues

Hardware

Age of computer system. If you have Windows 95, your system may not
be able to update to Windows 98 Second Edition or higher due to size of hard
drive storage, memory (RAM) or processing speed. If you are not sure if your
computer can be upgraded, please consult with a computer technician.

For Mac Users: While the NMB did not test this on Macs, you may still be
able to save and submit forms. Acrobat Reader runs on Macs, and OS 10
version has the PDF995 function built in. First, review the procedures in this
manual on how to access the forms on the NMB website (see section 5) and
save a blank form on your hard drive. When you fill out a form and save it,
you will see a screen similar to this:

C“Ck “Save as PDF-" If you . Printer: = Room227-Jean-Dunant m
have any trouble, you must | Presets: [ Default B3]
consult with a Mac computer | Copies & Pages B
consultant. _
I Copies: |3 # collated
| Pages: @AH
_From: 1 w1

7 ;_frm;s@_ Fax... ) | Cancel ( Print )
|
Software

Windows ME, 2000 and Windows XP users: you will need the
administrator login and password for your machine. You must log in as
administrator in order to install the software applications. If you do not know
the password, please contact technical support for your computer (usually
the store from which it was purchased). You must have the password before
you can install the software.

If you do not have the administrator login and password, you will encounter
error messages similar to the following:

For Reader 6.0:

Adobe Download Manager Setup x|

- ou do not have the required privileges to install this product,
ou musk log on as an Adminiskrakor to continue this installation.
Sekup will now Eerminate,




NMB Arbitration E-Forms Manual -5-

For PDF 995:

i CyberJass Installer Information [5__<|

Error 1303, The installer has insufficient privileges to
access this directory: CH\Program Files\CvberJass., The
installation cannok conkinue, Log on as an
administrator ar contact your syskemn adminiskrakar.

Cancel

Microsoft Visual C++ Runtime Library le
@ Runtirne Errar!

Program: ...\cs999LOCALS~ 1) Tempy WwZSED. TMPY pdfa95i PS2Pdra9ssetup. exe

abnormal program termination
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INSTRUCTIONS

1. Connect to the internet via your internet service provider.

Please note:
e If you already have the full version of Adobe Acrobat 6.0 or
better, go directly to step 5.
e If you already have Reader v. 6.0, go to step 3
e If you have Reader 5.x or lower you must download v. 6. Go
to step 2.

2. Download Acrobat Reader v. 6.0
Users must use version 6.0 or better for this process to work.

2.1. If you want to purchase and download Adobe Acrobat 6.0 or
upgrade from a lower version, go to:
http://www.adobe.com/products/acrobatstd/main.html

/@ Adobe Acrobat Standard - Microsoft Internet Explorer provided by National Mediation Be =18 x|
| &

File Edt View Favorkes Tools Help

Qe - Q- %] 2 n ‘ ) sewch 5 Favortes @ mecis Q"e‘ e - 3

Addvess [ ] httpfvwur. adobe comfproductsfacrobatstdfmain html BN
"‘ w United States  ~| @
Adobe Products Solutions Support Purchase Company

perobat sandarabeme - Adobe Acrobat 6.0 standard

Product info
Streamline business document exchange and review

Adabe® Acrobat® 6.0 Standard software enables business
professionals to sasily conwert any electranic or paper
dacument—even a Web site—ta a reliable Adabe Partable
Document Format (FDF) file for sxchange and review with
colleagues and customers.

Desktop solutions
Customer stories

Reviews & awards
* Craats reliable Adabe POF files

Acrobat partners » Accel itical docurnen 't reviews
(Sl (2 e Protect sensiti -1 d rrent:
Downloads © Vorder

= Acrobat 6.0 Professional fdabe Store price

US$299.00 Full
US8%$99.00 Upgrade

I- indows updstes 24 contactan Acrobat sales rep | _'LI
4 3

& [ [ [ [ mtemet
&/ start, Federal ADR Het... | 1 2 Reminders | ) artitrator E-sign... | B avbirater Manua... |[E7 Adobe Acrabat.. [« HED 54 am

2.2. Click on “order” and select your operating system, or contact Adobe
directly at 800-833-6687. If you purchase and install the full
version of Acrobat, please proceed to step 5.

If you do not wish to purchase Acrobat 6.0, continue to 2.3.



NMB Arbitration E-Forms Manual -7 -

2.3.

2.4.

Go to: http://www.adobe.com/products/acrobat/readstep2.html

The screen will look
like this:

Scroll down to the
bottom of the page
to the gray box that
says “Step 1 of 2.”

a. On the right-
hand side, click
the pull down
menu that says
“choose a
platform.” Select
your operating
system.

b. On the lower left
side of the

Q rdobe Header - Gownload - Microsoft Internet Laplorer provided by Mational Medsstion Board =18 x]
Bl B dew Fyortes ook kb -
O O ¥ B D] Pwwwn rrownn Qoo @3- L BB _
Aekrnss (] hitp- vy, sdobe. comibroductsi serobatireadsteniz bl ] Bl wnis >
',\‘ W | seach | tentactts | [Gricdoies =] )
Products Solutions Support Purchase Company

adobe Reader home

Damninads Adobe Reader

« Fras Adohe Hasdar

rownload Adobe Reader

Thardk pou far pour ibarnst in ! B = Trwm coltware For vimsing snd pricte

oo Pestable Document Forma cr-n ) files, Crnatod from applications like adohe Acr abath
Product info .0, adobe Phtnshnp@ album phote sofiware, and more, Adobe POF files can be viewed on
= Adoby Reader 6.0 Uinr oSt Major cpersting systems, Adobe Reader 6.0 is the newest version of the familar Adobe
Gude [0 L Aerubat Readur suftwars. k alsurwlauﬂ,i\ ;» " g % Beader, sultware for viewing
hugh-filelity eBasks an your noleboak ar deskbop compube
IHPCRTANT: Review the srilem reguneamants belors and installing Adube
Reader 6.0,

Reader soltware or place an “Incudes Adobe Reader” logo un your
sne details.

PN S—_ i T e et

A Adobe Reader - Download - Microsoft Internet Explorer provided by National Mediation Board &) x|
Fle Edi Yiew Favorites Tools Help ‘ w
- €Y - ND v 2.0 m - 38
asack ) \ﬂ \ﬂ )| s Faventes A viedia {“{| =) 4‘ 3
Address [€] hitps e, adobe. comproducts{acrobatreadstepz.himl B |Ur\ks B
IMPORTANT: Review the systern requirsments befare and installing Adobe E
Reader 6.0,

To distribute Adobe Reader software o place an "Includes Adobe Reader” logo on your
printed material, see details

Step 1of 2

thoose your language, platform, and connection speed. Your selection will
determine the version of software that you will download.

Related praducts

= acrabat farnily

Language Platform
= Server products
+ Bhateshop Album [Engiish = [Choose a platom =]

Connaction spaad

Choose a connection =

An accessible, text-only Adobe Reader download page is available if you are using a sereen
reader. An Adobe Reader archive page enables you to find and download an earlier version
of Adobe Reader.

¥ | o

€] [ [ |a mtemet
start| [ arbox - Micrasot .| ) Arblrator E-Sian.. | B Documenta -Mir... | BE) Arbiretor nstruc... [ 2] Adobe Reader -... |« ¥ 3:40 M

screen, select your connection speed—dialup or broadband.

Dial-up means when you signed up for your internet
connection, you had to program or select a phone number to
connect to you internet service provider. Broadband means
you have cable or DSL. If you do not know, please contact your

service provider.
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2.5.

2.6.

2.7.

Once you make
those selections,
step 2 of 2 will
appear. It will look
like this. Scroll
down to the
bottom.

Do not make any
changes in the

preset selections.
Click “Continue.”

Your screen now

should look like this.

Click the red
“Download” button
on the left side of
the screen.

A Adobe Reader - Download - Microsoft Internet Explorer pravided by National Medistion Board
Bl Bl vew
Qs - Q) - [x] 2] (0| D seon ?L,'me @ @) 00

Peess [8] bfjum.adobes com{prockicsjacrobat

Favorkes ook el

Cownload hie size; 15,948
Dawnload file: &dohe Reader 6.0.1

¥ Cownload the full version of Adobs Reader (recommended), allowing me bo;
* Sasrch BOF flax
= ictivate accessibilty features built inte POF files

= View Adebe Photoshep Album slide shovs and elecironic cards, extrack plctures, and
arder prints

- Play bach smbedded mevies, animation, and sourd
= View, organize. and purchase sBocks

Hote: adobe Reader uses Adobe Download Manager to helo you manage the process of
downloading Adube Reader software and other Adobe files, See detals.

[ Do not use adobe Downlosd Mansger.

By downloading software from the Adobe Web site, you sgree to the terms of our license
agresrments, Please read the following license sgresments before dermlcading:

update advisory: Adobe Systems Incorparated. encourages you to update to the latest
relesse of Adobe Reader, version 6.0.2,

ol

A Adobe Reader - Download - Microsoft Internet Explorer pravided by National Medistion Board

Bl Bl vew
O - Q- [1] (&) @] Lot Formortes @t @) (37
Pepess [8) ]

|
[ [y keemat

SEIET
| A&

Favorkes ook el

ook

> ENEE
=1

Deling Support

An accessible, text-only Adobe Resder download pace is awailsble i you sre using & screen
reader. Ao Adobe Beader archive page enables you to find and duwnload an earker verson
uf Adube Resder,

G Adobe Keader - Download Thank you - Microsoft Intermnet Explorer provided by National Mediation Biaasd

| B G dow Faromes Lokt

Qe - Q - 4] (2 (] O sewen g et > G @rsm-J3

'mlmmwlmm- pe—— =] EJ G | Lok ®
r“ AL — =1

Adobe

Products Solutlons Support Purchase Company

Adobe Reader

‘ o1 of Adube® Reader® suftware,

Thank you!
1 the product download doesn't start, go to goline supgerd,

Deon't forget to register your product today. This will help us continue to provide you with the most up-to-date information
sbout Adobe Reader.

Get the most out of Adobe POI files that you give and receive
Tau aré now downlosding free Adobe Reader software, which lets you
waen, view, and print Adobe Portable Dogument Format (BDF) fles, but
what il you wart to creale rour own? Adube Ao sultmare lels
yau ereate relishle, compact Adnbe nnrmr: as well as disteihute,
review, and archive the fles acrnss ol majar operating systems. Nat ready to order

vet? =]
4l I *r

[T [ rkmme

order Acrahat naw
Drdwr Agrobal gnling or
call 800-272-3623 and
mention offer code
128500,

oo
DF




NMB Arbitration E-Forms Manual -9 -

2.8. A gray dialog box
will appear. Click
“Save.”

2.9. When you click
“Save”, this dialog
box will pop up.

Your screen will not
look exactly like this.
Your computer
determines which
default folder to
save Reader to.
Please note below
the name of the
folder in which
Reader is saved.

File Download x|

L P Some files can harm your computer. [F the file information below
\"/ looks suzpicious, or pou do not fully trust the source, dao not open or
zave this file,

File name: ...AdbeRdra0_DLM_enu_full.exe
File type:  Application

Franm; ardownload, adobe, com

& Thig twpe af file could harm your computer if it containg
malicious code.

wiould pou like to open the file or zave it to your compter’y

Cancel More Info

V¥ | tlways ask before apening this tpe of file

i

*IDMyDocumants j Q@ F CF -

=
=
ﬁMy Music

@My Pictures

LMy Received Files
%photoshow_Z_trial.exe

rdyw Computer

-

File name: IAdeHdrED_DLM_enu_fu\I.eHe - Save I

Save as lype: IAppIicat\on ﬂ

You may need this information later.

Reader is saved in

folder. Click “Save.”

2.10. Reader will now
download to your
machine. You will
see this dialog box.
If you have a
dialup connection,
please allow for a
considerable
amount of time to
complete this
process.

70% of AdbeRdr60_DLM_enu_fullexe £ =0 x|

Saving:

.Adberdré0_DLM_enu_full.exe from ardownload. adobe, com

Estimated time left 1 sec (235 KB of 415 KB copied)
Download to: CiiDa,. AadbeRdre0_DLM_enu_full exe
TransFer rate: 227 KBjSec

[ iClose this dialog box when download completes

Open [Mpern Folder | Cancel I
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Download complete =10 x|

2.11. When the
download is
complete, you will
see this box.

Click “Open.”

o
== Download Complete

Saved:
,odbeRdra0_DLM enu_Full, exe From ardownload, adobe, com

AENERNEEEENENENNNNENNNENNENENNENENNNREEEEEE
Downloaded: 413 KB in 2 sec

Download ko: C:iDo,, A adbeRdra0_DLM_enu_Full.exe

TransFer rate: 209 KEZec

[ Close this dialog box when download completes:

< Open >I DpenEnIderl Claze I

2.12. At this point, Acrobat Reader 6.0 will open and run. Proceed to step
2.13. If you receive error messages about administrator rights,
please refer to the section “Possible Set-Up Issues” on pages 4-5.

2.13. This screen may appear

once you've clicked

“Open.” Acrobat Reader
is getting ready to install

itself on your machine.

2.14. A screen similar to this

will appear as Reader i
preparing to install.

I Pleaze wait while the Adobe Beader 6.0 Setup iz being
we | recompozed. This will take a few seconds depending on wour
operating system and hardware.

Recomposing data ... 17%

I

BN etopsystems

Install5hield Wizard

g Preparing to Install...
s ! Adobe Reader 6.0 Setup is preparing the InstallShield

‘wizard, which will guide au thraugh the program setup
process. Please wait.

Checking Operating System Yersion

( ]

Cancel
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2.15. This screen will appear.

Click “"Next.”

2.16. You will continue to

install Reader. Click
“Next.”

2.17. Again, click “"Next.”

|§5 Adobe Beader 6.0 - Setup

Adobe‘Re“ 60

IrstalEhield

F‘% Adobe Beader 6.0 - Setup

Welcome to the Setup Wizard for Adobe
Reader 6.0

The ‘Wizard will install Adobe Reader 6.0 on your computer, To
continue, click Mext,

WARMING: This program is protected by copyright law and
international kreaties,

Iistal|5tield

Cancel

F‘% Adobe Beader 6.0 - Setup,

Destination Folder

Click Mext b install ta this Folder, or click Change ko install to a different folder,

l{_; Install Adobe Reader 6.0 ko
CiiProgram Files\adobelAcrobat 6,04

Inistal|5field

Change Destination Falder .., ]

Cancel

-11 -
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2.18. Click “Install.”

2.19. This screen will appear
as Reader is installing.
Please wait.

2.20. Click “Finish.” The
screen will close. You
are now done
downloading and
installing Reader.

ﬁ% Adobe Header 6.0 - Setup

Ready to Install the Program
The wizard is ready to begin installation,

Click Install ko begin the installation.

IF you wank to review or change any of your installation Folder, click Back., Click Cancel to
exit the wizard,

Imztall stz d

< Back. ( Install i Cancel ]

F‘% Adobe Beader 6.0 - Setup

-12 -

Installing Adohe Reader 6.0
The program features vou selected are being installed.

5

Please wait while the Wizard installs Adobe Reader 6.0, This may take
several minutes.

Status:

Iistal|5tield

ﬁ% Adobe Beader 6.0 - Setup

Setup Wizard Completed

The Wizard has successfully installed Adobe Reader 6.0, Click
Finish to exit the wizard,

InistalEtield
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3. Downloading PDF 995 Version 6.xx**
This software will allow the user to save the NMB forms in PDF format,
allowing it to be emailed to the NMB.

3.1.

3.2.

3.3.

3.4.

Go to: http://www.pdf995.com/download.html

The main page looks
like this. On the right-
hand column, you will
see “"PDF995 2-step
download.” You will
need to download
Version 6.74s or
higher and the free
converter.

**The versions
change periodically,
so do not be

T Mreabe POF - Mix rensall nbernet Euplorer pravided by National Mediation Board =181
B B vew Faweres lok e | i
Qo - O - [x] (2] ] P sewch lppanes @Pede @] 2. LW - ) B

=] oo |ues *

A | ) RN eI

Why POISS57 PofS9sSulte Downloads  Upgrades FAQ

Thve PuG95 Sule oifers the All Brwnlcads are free. ONCE ON YOUF COMPUIEN, just click to install
ToBowing features, ol o no and you're ready bo starl creating professional-quality PDF files
otz fram any applicatia

* it rmben of e

PargDs 2-Step Download
P05 Priemer Drbver
arsion B.74

* Mherarchicel Dochmarks
= Sugpet for Digtal Tipabures
= Support for Tripke DES ererypt

Dowmload 1.2 Mb
Dowaload 1.7 Mb

Downlsad 3.1 Mb
gt of both the prinder detver and o free Cornrior

Bota Vorsion § 785

Fraa Coperter = Version 1.0

= Asian sl Cyrie Tones

* Fegraon wih MrosoR Weed
[

= POF Stationery
- multicls FOFS Kt &
sirge POF NESEISS

Dowmload
for Pt

= brgaestion f DeafliConsilertial

stamps
= Support for kg fonmet

archiectural printng Slgnatmedds - Version 4.5 Download

 Crewest POF 0 EF( THT Pas

] |1 [ toesmet

concerned if the number is higher than 6.74s.

Click the download
button for PDF995
6.74s. This dialog

box will appear.

Click “Save.”

This dialog box will
appear. Your screen
will not look identical
to this one. Your
computer will choose
a folder to save this
software. Write the
name of the folder
here:

Click “Save.”

Some filez can harm your computer. IF the file information below

9

zave this file,

File name: pdf99ss, exe
File type:  Application

From: ey Freeware995, com

& Thiz twpe of file could harm your computer if it containg
malicious code,

whould vaou like to open the file or zave it to your computer?

Cancel

[V | slways ask before opening this type of file

loakz zugpicious, or pou do not fully st the source, do not open or

More Infa |

e

Adobe
[y eBooks
My Music
My Pickures
My Received Files
o AdbeRdre0_DLM_enu_full exe
%photoshow_z_tnal.exe

File name: I df:

Save a3 lpe: IAppIicatinn
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3.5.

3.6.

3.7.

This dia|og box will 21% of pdf995s.exe Completed - 10] x|

appear. It may take a
few minutes to G

download this,

depending upon the Saving:

Speed of your internet pdF995s . exe From wiws . Freewared95, com

connection. '!""'_" _
Estimated time left 44 sec (67.6 KE of 1.31 ME copied)
Download to: C:\Documents and Setti. . \pdF995s. exe

Transfer rate: 29,9 KB/Sec

[ Cloge this dialog bow when download completes

Hpen Dpen Folder | Cancel I

Download complete B ] 5

When the download is
complete, the dialog v
box will look like this.
Click “Open.” -

pdF995s, exe From i, Freewara95, com

== Download Complete

Dowrloaded: 1.31 MBin 8 sec
Download to: Ci\Documents and Setti., \pdfF995s, exe
Transfer rate: 163 KB/Sec

[ Close this dialog box when download completes

m» Dpenfnlderl Cloze

]

PDF 995 will WinZip Self-Extractor - pdf995sexe |

start to install. pdf335 - Create POF files quickly and easilyl Setup

You will see a wigit Lg at goftware335. com

4

box similar to _ Cancel
this one. If you Yersion 65.873: S— —
have a fast . — abau

connection, you
may not see this box.
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3.8.

You will now most likely
see the PDF 995 main
screen. You can close this
screen. You are now done
installing PDF 995.

Please proceed to the next
section to download the
free PDF 995 converter.

Create PDF files quickly and easily!

Instructions

Welcome:
Setup has successfully installed the pdfags printer on your system
To create a PDF file:

Print a document from any application chaosing the PDF995 printer from the printer
dialog. You will be prompted to enter the name of the PDF file you wish to create. The
PDF will be automatically launched in Acrobat (pdfEditd95 may be used to configure
this option).

The free version of PDF995 will display a sponsor page in your web browser each
time you create a PDF file. If you would prefer not to see sponsor pages. you may
download a license key for §9.95

Please visit our site to see our FAQ. our software license or to contact us.

To edit a PDF file and configure pdf995:

pfEdita95 is a free tool available for download at v pdfags c edit html. With
pfECita95 you can customize your pfa95 output with an easy-to-use utility Tum off
auto-launch, preview and email documents, insert bookmarks, add links, combine

files, change page orientation. add “Confidential” stamps. create PDF stationery.

adjust image resolution, summarize documents. create batch print jobs from =l

[ [ 9 My computer P
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4. Downloading the PDF995 Free Converter
The free converter is part of the software package that allows users to
save forms in PDF.

4.1.

4.2.

4.3.

Go back to the
PDF995 main page
(http://www.pdf995.
com/download.html)
Click on “Download”
next to the Free
Converter.

This dialog box will
appear. Click “Save.”

This dialog box will
appear. Your screen
will not look identical
to this one. Your
computer will choose
a folder to save this
software. Write the
name of the folder
here:

Click “Save.”

A Lreate FDI - Microsolt Internet Luplorer provided by National Mediation Board ] =18 x|
e
n

Fic Ede View Faortes Took  Help

Ot - © - [ [2] ] P gt @iei @3- W) 3

Ackress [ 48] hitpefuwn. s, comfdownioad el | e e "‘:

ot Why Pdl§957 PAI9955uite  Downleads  Upgrades FAQ

5 e Al are free. Once on your computer, just click 10 install
Tallowing Teaturas, all at 1w and youte ready 10 start creatng professionakguality FOF thes.
ot fiomn ey applicaion B S affordabli wa,

Pf995 2.Step Download
P95 Primter Do

Hor Viersion B Tds Drowmload 1 2 Mb
Beta Version 6.70s Dowmload 1.2 Mb
* Asian and Cyrile Tonts Tee Comertes = Varsion 1.0 Dowmload 3.1
* Inbagraton with Mecrosoft Word
ooer CORSISES 61 DOt the printer drver &l & free Convérter,
*POF Stationery /
= Combining muliple POF's info &
singhe PLF HITC DD
* Thres stoname opbons to ersion 6.8 Jownload
m;n::r?»raﬂnmwnw mppert fer Pages
sHangs
= Suggxcr] for large Tormesl
srchtectursl pricting Signaturet¥5 « Vission 45 Download
 Crevaset PE by £FC: TR Fuan . =l
[ [T [ ket
8 start| 5] tnbar - Mcrosaft Outlock || € Create Por - Microsof,.. 8] arbbrator Manudldoc - | L R
File Download x|
- Some files can harm your computer. IF the file information below
\:r) looks suzpicious, or you do not fully trust the source, do not open o
zave this file.
File name: pszpdfods, exe
File type:  Application
From: vy Freeware995, com
& This type of file could harm your computer if it contains
malicious code.
Wiould pou like to opepthe fils or zave it to your computer?
Cancel Mare Info
¥ | Slways ask before opening this type of file
Save i I@ My Documents j (€| _? 2 [~
Adobe
Ity eBiooks
My Music
My Pictures

My Received Files
4l adberdre0_DLM_enu_full.exe
Desktop @ pdf995s,exe
%photoshowjftnal‘exe

ty Documents

bty Computer
.
[
File name: I 52 j ‘
Save as bype: |Apphcation =l =
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4.4.

4.5.

4.6.

This dialog box will
appear. It will take a
few minutes to
download, depending
upon your connection
speed.

When the download is
complete, click "Open”
to install the program.

11% of psZpdf995.exe Completed - | I:Ilﬂ

&

Saving:
ps2pdfo95, exe From wiwy, Freeware 295, com

([ 111

Estimated time left 11 sec (282 KB of 3,12 ME copied)
Dawnload bao: Ci\Dacuments and Se. . \ps2pdfo9s. exe
Transfer rate: 257 KBfSec

[ Close this dialog box when download completes

Hpen [pen Eolder | Cancel I

Download complete =10 x|

N
= Dawnload Complete

Saved:
ps2pdfa9s, exe From www, Freewared95, com

Downloaded: 3.12 ME in 20 sec
Download to: CiiDocuments and Se. . \psZpdfa9s, exe
TransFer rate: 160 KBfSec

[ iClose this dialog box when download completes

< Qpen 2' DpenEnIderl Cloze I

You will see the same dialog boxes as you did installing PDF 995. If
necessary, please refer to those pictures for your review on pages

13-15.

Please proceed to Section 5, which will enable you to download the

necessary NMB forms.
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5. Downloading and Saving Blank NMB Forms

5.1.

5.2.

5.3.

Go to www.nmb.gov
and click on
“Documents and Forms”
in the right hand
column.

Click on “Forms On-
Line” in the red text on
the right side of this

page.

Scroll to the bottom of
this page. You will see
all of the electronic
forms listed.

2 Natsonal Mediation Uoard - Microsoft Internet Explorer provided by Mational Medistion Board =181 x|
Fie Ede Wew Favortes Took Help 2

Qe - Q- [x] [ G| Psoorn ot @oed @[ (3- 1 H - ) B

Aekdress [ ] bt . narb. gore] | e ks ™

Welcome to the
NATIONAL MEDIATION BOARD

Sveareh for: | |5scen] [Heip]
Wiew this page in |Selec| Language 1I

Transisticn Acourney Digclrimer

FReprassniation

BublicF O
Information

v J A =1
] Dune T [ ket
8 skart| 5] tnbar - Mcrosaft Outlook | B8] arbitratoe Mol doc - .. |[] matinal Mediation Bo... w3 10:40 aM
N Documents Un-Line - Microsoft. Internet Cuplorer provided by National Mediation Board =8| =]
File Ede View Favortes Took  Heb .*\"
Qe - O - [x] (2] (0] Osowch g emertes @t @] (-0 B - B
Aekdress [ ] it . narb. gerejon menk sjdocsup. el = e ks
.
NMB Documents On-Line

o The Eulway Labor Act ®

» MME Rules

» Eepresentation bamal (effective 10-15.03)

» Memdatory Excel Fosmat for Carner’s List of Potential Ehghle

Voters

= Becent HME Detervunations

= “Archive of Weallly Actictties Regiarts

« MME Swategic Plan

S e = L S =1
1] [ [ et
8 5tart| ] tnbor - Mcrosoft Outlook | B8] arbitrator Marusnldoc - .. |[@] Un-Li... w 1043 M
3 N | orms Un-Line - Microsoft Internet Explorer provided by National Mediation Board 3 =18 =]
File Ede View Favortes Took  Heb .*\"
Qe - O - [x] (2] (0] Osowch g emertes @t @] (-0 B - B
Aekress [ ] bty nerb. gorejcoc et siform . himl = e ks
.
NMB Forms On-Line
s Fainting
AL - - IR
(Fleaae aend commenta of report prohlema ta Grace Ann Leseh ot [aachinmb gov)
W TR
MEDIATION & ALTFENATIVE DISPUTE BESOLUTION (AIVH):
» Apph Eor Meds Services - MME-Z  Tyow sbisl
« Appheaton for ADE Services

& C T [ ket
8 start| ] tnbar - Macrosoft Outlook | ] arbiteator Marusnl e - .. |[] et Forms De-Line - . w W 10045 A
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5.4.

5.5.

5.6.

Click on the “Neutral’s
Report on Activity form
(NMB 8)”. Acrobat or
Acrobat Reader will open
the form.

In the toolbar, click on
the floppy disk icon to
save to your hard drive.
Do not use the browser
file-save command at the
very top of the page.

A dialog box similar to
this will appear. Choose
the folder in which you
want to save the form. Be

sure to save the forms in a
folder you will be able to find

again easily. Once it is
saved, you will be able to
access the form easily,
without going to the

website. Write the name of

the folder your forms are
saved in here:

T} P (i Line Mool Tnkeriet Exploses providied by Mobionsl Mediation Board =lgl=
Fio Ed Vew Fawrtes Totk Heb ar
Q- D - [x] 2] D Poower orocts @uee @3- W - B
ddress: [ ] e rowan ravksgereixspomets Tearmags s e |ws
» Carmer's List of Potentaal Ehgble Voters (vamd: Excel Format) E- |
ARBITRATION SERVICES:
o Arbdration Boster (Chck bere fo find out how to be added to the roster.)
+ Mewral's Beport on Actwey -- MME-3 oreviously NME 1002)  Tres awal
+ Official TravelE. C. - MME-§
(reviously NME 14} Tre seied
» Panel foy Asbre System Boards of Ad, ME-3 e ssial
o Pay Voucher for Personal Services - NMB-T (proviously NME ]3] Toes satal
» Personsl Diata Sheet -- NMME-4 (provicusiy NME 81 Trwe sesel
o Puble Law Bosmd Member - HME-5  Tree sbiel
o Toavel Voucher  Trem asial
Documents On-Line hlenn i
=) . W
) Stort| 23 trboe - Mcrosolt Cuslook. | B8] aebirator Marvsal doc - . |[ & v Foeras vt - o W8 1045 AN
bt v g i ek Tormfdl - Microsall Inberset Explorer provided by Ratisnal Mediation Bean N IES
Fio Ed Vew Fawrtes Totk Heb ar
Q- O - (¥ (&) G Lsowsn et Fieone B3-S 8- J B
e T ] e |ws

Sl - @ OOERD-|B& S0 -[# & BOHE|1K 4 » v+ #||Q
OB (B4 L -BE | gl

pd
g CLFAR FoRM [~
Neutral's Report of Activity
e
Board Musber (LB, B8, Arb ) Ic..-.
g Eibnian Mumbes {17, %, ¥, 4% I If....n-m.:
. Actsutty Dirys Claimest {In maltipies of 18]
2 WD Case Award | Decision Decision
g Month | Day | Year Numbss Mumber | Cose' | Travel | wearings | wiiting | Total
&0 ] a1 v W BRatim O = @ 4] Ll
] porm [ |4 tewerrmt
) Start| 23 tobioe - Mcrosodt Cuslook. | B8] arbirator Ml doc - . |[ & httpey freomeaerigor... o W L0043 AN
21
2ve i ID My Dacuments j Lol £ B
Aidobe;
My eBaoks
My Music
My Pictures
My Received Files
20031003084344H0000837 FDF
opmclmfarm, pdf
. "
Object name: IlolmS pdf j Save

Savesslyps  [Acobe FOF Fies "pdi] El |

Repeat steps 5.1-5.6 fo

r each form. Most arbitrators will

need forms 6, 7 and the Travel Voucher.
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USING NMB FORMS
6. Filling out the NMB forms e o =lolx:
ek = L) - (T | ) seench | poiies | [TE3)
ks [ C-iocuments and Settingslrbedsiny Locumentslicits =8

6.1.

To fill out a form, open it
from your hard drive. Use
Windows Explorer to find
the document. You must
not open the document
from Word or Word
Perfect.

Using Windows Explorer,
your screen will look
similar to this. Here, NMB

“'ﬂl FE deber - Micrmlt Snatbonke |IJ

‘up ! NME Form B8

e e | 8

document icon is the Acrobat Reader icon. Double click on it to
open it in Reader and fill it out.

PLEASE NOTE: Once you've filled out a form once, Reader will
prompt you (or “auto complete”) with your previously entered data.
If you do not want Reader to do this, go to the Appendix to learn

how to turn off this function.

7. Saving the completed form.

7.1.

This next step is
counterintuitive. In order
to save the completed
form, you must use the
print function instead of
the save function. Think of
it as printing to your hard
drive.

Once the form is
completed, click on the
print icon on the toolbar at

4., [ Crbonmments ands— [« W 125aPH
Form 8 is saved in a folder called Arbitration e-forms. The

aimixl
T Fie Ede Oocument Toss View Widow by ST TET
ESBS0 B RE-M |4 4k ke )
@ haw @ D000 =06 - T-%|D-F-«-B &
HB%0WE®RT-
Neutral's Report of Activity .
i rr———y—es ————
i - [———
L ———
E e e owara | Setien Ton
Month | ey | Year FHumer Humbse Code' Travel | tsearings | writing | Total
=N 2004 = st =
-
L
}
2

&) " Toft kW BSxNIin O I |
i start| 5 inbox - phcro... | By unitied Mes. .. | B8] sbtrstor ma. .. | & nttpfiwess.... | (3 Coipooument... |[ ) Adobe Acro..

the top of the page. It may not be located in the same place as
seen here. Be sure to use the Acrobat icon—do not use the pull-
down menu at the very top of the screen.

Once the form is "printed” (saved), you cannot go back to

o W 1mIEM

make changes. If you need to make corrections, close the form
by clicking the “x” in the top right corner. It will most likely
bring up your original form. Make the necessary corrections
and “print” again. This will replace the original form you
“printed” with the corrected form.
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7.2. A print dialog box 2)x|
will appear. It most - Printer
likely will not look _ Popotes |
exactly ||ke th's one. Status:  Ready I~ | Fiewerse pages
Tupe: POF395 Printer Diriver Frint as image
‘Where:  PDF3S5PORT Frint ta file
US'ng the pu” down ~ Print Range Copid\and Adjustments
Lo | ' Selected pages/araphic Mumber ™ copies: 1 33
menu, select PDF ¢ Cyrent page I Colate
995 as the name Of - Pages[lum.h _tU.I‘I ¥ Shiink oversized pages to paper size
H -~ lﬁv [~ Expand small pages to paper size
your prlnter' S |20 e R e ¥ Auto-rotate and certer pages
¥ Comments
C||Ck “Ok.” — PaostScript Option: Preview k— 250y
Print Method: | Language Level 2 j
¥ Optimize for Speed
¥ Download &sian Forts [~ Save Printer Memory L —
Color Managed: On printer - -
Lnits: [t oom; 10073
F'nntlngllpsl ancel
. Adobe Acrobat
7.3. This box, or —
something similar Bt
will appear briefly MNME form 6 test pdf
and then disappear. an the
PDFI35
POF3I3SPORT
Or, you may see a o e
box prompting you
to name the
document. Name it,
and click save.
7.4. Close the file if it B

does not close
automatically by
using the pull down
menu “File” and
selecting “close” or
by clicking the x in
the upper right
corner.

You have now saved
a completed form
and are ready to
email it.

@l - @ AME o || - R
H%Ll4G®T-

FE G- Bl e e

Bd -i-BL

sURT raRs cLEARFCRN

Arbitration Services - Official Travel/Referee Compensation Authorization

icfure capleineg ohis fsras, plestae: reved imaterecsiiny o g

Augnisation Hustes

| Soratwes | Corrents | Truroosds {
£

ystart| [ wee - meres... | ) arbarater sn. | 5c

ks

Fachel Barbour 1301 I Street NW B4

) HPLABEMD

Traves Gore “Travel Dale Travel Trave

O Canria) R, o Camier FROH: o
gt DR ORDAI00 N Waslisgfon, [ Chicags

hd |
S0 4] 1010tz b M BSx1iR O MW K 4|

. | Aot heret () ) i B e W w25
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ATTACHING & EMAILING COMPLETED FORMS

8. Attaching Completed Forms to Outlook.

Please note: Almost all email providers have a limit to the size of the
complete message (email and attachments). The NMB also has a 2 MB or
2,000 KB limit on email size. If your attachments total more than 1.7
MB, the final email will be too big and will bounce back. Please keep this
in mind if you are sending several forms attached to one email.

8.1.

8.2.

8.3.

Open Outlook and open
a new email. Click on
the paperclip to attach
your form.

A dialog box like this
will appear. Locate the
folder in which you
saved the form using
the drop down arrow at
the top of the screen.
When you select the
folder, your documents
will appear.

Double click on the
form you wish to
attach, and it will
automatically insert into
your email.

Write your message
and send to:
arb@nmb.gov

=lol x|

Type a question for help =) 3¢

g Untitled Message - Microsoft Word

File Edit Wiew Insert Format Tools Table Window Help
FEHEsgR¥ | teaRd o-a-QBOE 0 -0
£ Hormal - Arial - 10 - u == B

- shaw- & E» Iy -0 - |ia- B B .

nd | I ~ %, ' 1 v [gJoptons.. - HTML

2
- workSave -

= O-A-7

.4
iy
il
i
il
i

Fi owing MarkL|

BFome ] J
To.. [ J
e | J
Boec.. | \
Subject: [ |
=
*
e
*
=@= = 4] 1>l
Draw = [y | Auteshapes - . w [ 0 & 4l 22 (3] Hed-A-=SEEBR@ .
Page Sec At Ln ol REC TRK EXT OWR 2
2l
Look jn: IQ Avbitration e-forms ‘& - @ ¥ ) - Took~
Si | Date Modified |
Z,é 334 KB \adobe Acrobat Doc...  &5{2004 1:58 P
History 3HKB be Acrobat Doc...  Bi5(2004 2:03 PM
35BKE  AdWge AcrobatDoc...  Bi4/2004 4:22 PM
D ENMB Farm &.pdf 304KE  AdobMbcrobat Do, 7j26/2004 12:00 M
My Documents
()
Desktop
=
Favirites
&
ors
= File name: - Ram -Z
3 fe 0B e Insert
e | - =
Places Files of type: IAI\ Fies (£.4) j Cancel
g untitled Message - Microsoft Word =]
file Edt Wew Inset Format  Inals Table  Window  Help Type a question for help = %
» -
EHEnSRy|reRs| - laBOx " e
1 [Nermal - [ariat i B ru|l====31=-|= = E-A -

Fratshovra tarn e~ | & % & - B - | Ea - | D | & -

=lgend | ) - B % ! L ¥ [EJ0gtiors.. - HTML

B From... |

.. |

Elece.. |

EBee.. |
[
|

Subject;

Attach. Tforme test 2.pdf (333 KB)

=&l = 4 I»l_I
Draw~ [5 | Agtoshapes» ~ o (1 O [E 4 2 EH | d-Z-A - == B @ .

Page Sec At Ln Col

REC TRK ExT oOwr ([ 4




NMB Arbitration E-Forms Manual - 23 -

9. Attaching Completed Forms to Web-Based Email.

There are many different types of email systems one can use for this
program. Below are steps for three of the most commonly used web-
based email systems: Hotmail (9.1), AOL (9.2) and Yahoo (9.3).

If your email system is not covered and you do not know how to attach a
document, look for a help button or a paper clip icon.

Please note: Almost all email providers have a limit to the size of the
complete message (email and attachments). The NMB also has a 2 MB or
2,000 KB limit on email size. If your attachments total more than 1.7
MB, the final email will be too big and will bounce back. Please keep this
in mind if you are sending several forms attached to one email.

9.1.

Hotmail

A. Log into your account at www.hotmail.com and open a new

email.

B. Write your
message, and
click “Attach.” A
pull down menu
will appear.
Click “File” to
attach a file.

C. Click “Browse.”

Z MSN Hotmail - New Message - Microsoft Internet Explorer provided by National Mediation Board

=lelx|

File Edit ‘iew Favortes Tools Help | -

Qe - ) - [x] (@] 70 ‘ ) seach ¢ Farvories () vedio €3| =

Address |ej hitp:/fbySFd. bays. hotmail men.

== 3

com/cgi-bincompose?Ecurmbox=FO0000000 sS4 aat872d76097 370ddF 7.1 57543d7

L8

=dsend | [ save Draft; (RN ols v | Ed Cancel
(L] File
Contact Information

X Removs Attachments

D —

Dear Caral, =]
Please see the attached forms.
Thaiks,

4 Favorite Contacts

To select From your Favorite
Contacts create Favarites in
your Conkacts!

Subject:|

John Doe
Arbitrator

= El
[ [ |4 mternet

& I
) start Inbox - Micra, . | B untitied Mes... | B3 arbitrator M, . | B8] arbitrator Ma. . | (5 My Documents |[Z]MsNHotma... |« 88 2:57 M

73 MSN Hotmail - Attach File - Microsoft Internet Explorer provided by National Mediation Board

=18l

File Edt Wiew Favorites Tools Help \ o

Gﬁa(k - \_/l - \ﬂ ﬁ ;h ‘ ;7 Search \;":(Favuntes @Mema e}‘ - :_\; = J ‘3

Address [{€] http:by9Fd.bays hotmal,msn.com{cq-bin/premaif4548

| B |Lnks >

msn,'b- Hotma” Today | Mail | Calendar | Contacts
comm

arbitrationfe

MSNHome | My MSN | Hotmail | Shopping | Meney | People & Chat

Options | Help
.co Attach File
OK | OK and Atkach Another

ik Browse to saect the s, oty the pth o thefle n the box S —

With MSH Hotmall Plus, you can send atkachments up to 20ME in size For
Find File: Browse. A TR
+ Indudes an increased inbox limit of 2GE
Current attachmenks for the message "no subject” + And exemption from the Hotmail inactivity policy.

Notice: Attachments are automatically scanned for \QMcAfee
wiruges using

Disclaimer: The McAfee.com virus scanner may not be able to detect all
known viruses and variants, Flease be sware that there is a risk involved
whenever downioading e-mail attachments to your computer and that, 2s
provided in the TERMS OF USE, Microsoft is nat responsible for any
damages caused by your decision to do so.

[€]pene T

|4 internet

#start| [ inbox - Micro... | By untited tes... | B arbitrator M., | B arbitrater Ma...| 1 My Documents |[&7]MSN Hotma... |« 2 3:59 P




D. A dialog box like this

will appear. Locate
the folder in which
you saved the form
using the drop down
arrow at the top of
the screen. When
you select the
folder, your
documents will
appear.

Click once on the
form to attach. The
file name will
automatically appear
at the bottom of this
dialog box, where it
says “file name.”
Click “Open.”

The file name and
path will appear.
Click "Ok” in the top
left corner.

Once the form is
attached, you will
automatically go
back to your open
message. Address
the email to
arb@nmb.gov and
click “Send.”
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Choose file 21
Look in: I@ Arbitration e-forms j ] I‘j‘ e

[TINME Form 8, pof?

fy Documents

o

hdyw Computer

Flogms: | = [ |
Files of type: [an Files .1 = Cancel |
i
2 x|
Loak. in: I@ Avrbitration e-farms j &= EF ‘
My Documents
=
My Computer \
File name:; INMB Form & pdf j | Open
Flesoi type:  [ailFies ) =
)
A PMSN Holrmail - AkLauh File - Micrusolt Inkernel Exglores provided by Kational Mediation Baard | |
Fi Bt Vew Fawehss Todk b | &
Qe - ) - [x] [2] (9| J)sewen prmanes @l £)| 00 3 B
] . e 20w .-

[Ban ot ]

MSN Home | My MSN | Hotmad | Shapping | Money | Peapbe i Chat

msn*“ Hotmail

arbitrath dermegshotma. com

Today | Mall Calendar Contacts

lect the file, o hy h bo thes fi in the box

Iivirease your attachment bt

up o

with

by §19.95 o s,
* Inchudes an increased inbox bmit of 268
+ And exemption from the Hotmal inactiity policy.

Find Fil: [C:|Doc merks snd Settingsirbbudity Documer | rowse

Curment sttachinents for the message o subject”

Notk::: Atkachments are sutometically scanred for “mam

G0N VUS SCAnnar may Nt be sbls to detact al

WWWUM P‘mhwamwwanﬂm

whenever downloading e hm'nts b your comguker and that, a5 —
hmi. nponidbin fer any

provided in the TERMS OF USE, Mic
W(Mhmmmm

N

el [ 45458

[ Pt b Dt comfebifpremadiafane
i stort| 5] inbo < acro,. | BBy ke s, | B ottt v, | B) ebmkon | i v ocumnts () wdl aazem
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9.2. America On-Line (AOL)
A. Log into your account at www.aol.com. Open a new email
message by clicking on “Write Mail.”
B. This bOX Wi“ -'EWriteMail-Micrusn[tInternetExplorerprnvidedbyNatiunaIMediatinanartfﬁ;z ;IQIE_I
appear. Write & AOL. Mail & 'ﬁ"@?@
your message :
and click “Attach” |*%: = Com BIE'N
in lower part of -~ - L st
ubject:
the screen. —~
g
=
Attachments: o (spenicheck | [ signature | [ Help |
™ Request "Return Receipt” from 0L members
) ) #2 ADL.COM | Attach a File - Microsoft Internet Exp 10| x|
C. This box will T |
appear Click 1. Click Browse to select the file you want
“Browse” to find File Marme: | Browse. .
your form. 2. Click OK
Lok | [ cancel ]
Mote: For multiple sttachmerts, repest the process.
=
[&] I_l_l_lﬂ Inkernet y
Choose file ﬂﬂ
. Loak jm: |15 Arbitration e-foms
D. Click once on the Iﬁfmmﬂeswpdf
fOFm tO attaCh. %formﬁtest&pdf
The file name will ot
automatically ©
appear at the Deskiop
bottom of this
dialog box, where
it says “file
name.” Click
\\Open.ll
File name: INMB Form 8.pdf j DOpen I
Files of ype [0 Files 9 =l Cancel |
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E. The file name and

D ath will appear. /3 ADL.COM | Attach a File - Microsoft Internet E I ]| i:
Click “Ok.” 1. Click Browse to select the file you want to attach.
File Marme: |C:\Documents and Settings'  Browse... |
Once the form is isk OK
attached, you will
automatically go Nultiple sttachments, repeat the process.
back to your open
message. Address I
the email to ] T[T [ mreme >

arb@nmb.gov and
click “Send.”
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9.3. Yahoo.

A. Log in to your account. Open a new email message by clicking

“Compose.”

B. A new mail message
will appear. Write
your message and
click “Attach Files.”

C. This screen will
appear. Click
“Browse.”

D. Click once on the
form to attach. The
file name will
automatically
appear at the
bottom of this
dialog box, where
it says “file name.”
Click “Open.”

2 Yahws! Mai - el @y alwou.com - Microsolt Inbernet Explorer provided by National Mediation Boars

Fle Edt Vew Favortss Tods Meb [ &

Om'ﬁ'lﬂ 2] & ;lsom o rues gieds ) :f"-’,. S| )3

address (8] mad, cl e ws
Vahea! by Yabao! Ml feeh [ search | =
YARHOO! Mail & jjems st — T Tr——r
Mail Bddiesses *  Calendar | Netepad ~ mmbsburm Sy ahoo.com [Sign Sut]

Compose (Flan | Calor and Graphics) Saenl arn wCard
Ingart add 91 or artar nicknamed (1eparsted by comemad]
Te: |
o [ B |
Subject: =

Amtachmentsl]  Altach Files

ADE e HosoR RS EE Qs

=l
[T [ vkt
8 stort] ) oot pavsi o - . | {5 i oukok | £} |[2 vanaes for.. |« #1 z1emm
sunililrrars fpalusins s - Micrsoll kel Fsglores previded by Mabional Mediation Baard IR
Pl Bt vew Faverter Tock  Heb &
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The file name and
path will appear.
Click “Attach Files”
in the top left
corner.

These files may be
quite large--some
email systems will
allow you to attach
several, while
others may not.
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APPEN

DIX

10. How to turn off "Auto Complete” in Reader

When you fill out the forms, Reader will prompt you, or “automatically
complete” your form with information you entered the last time you
filled out the form. If you do not want Reader to do this, you can turn

off the this function.

10.1. Open a form in
Reader. Click on
“Edit” and click on
“Preferences” at
the bottom of the
pull down menu.

10.2. This screen will
appear. In the left
hand column, click
on “Forms.” Then,
click on the down
arrow in the box
below Auto
Complete. Click
“Off,” and then
click “"OK.”
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The auto-complete Feature is now off. Mo suggestions will be made while you kype in Form Fields. d
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You have now turned off Auto Complete. At any time, you can turn

this function back on.



