m Southern ™ Digital Signatures

Illinais University
Carbondale

Searching for an E-form
&
Tips on Completing an E-form

Immediately below is a brief tutorial that will demonstrate how to search for e-forms
and provide tips on how to complete them properly.

To begin the tutorial, click anywhere on the tutorial and then double-click the Start
button. After viewing the tutorial, you will find a printable version at the end of this
document.

Note: Using the Adobe Scroll Bars while the tutorial is playing may end the tutorial.

DOUBLE-CLICK TO START
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Once you have received your State of lllinois certified Digital ID, installed EESP software and configured your Adobe
Preference settings, you're ready to start signing electronic forms. If you have not used e-forms or are not familiar with
performing web-based inquiries, this document provides some tips on locating the form you need and how to complete

it. These tips apply to most forms found on the e-forms web-site.
e i Fagn | Manide || - [FI%]

Searching for an E-form

We'll begin at the SIUC e-forms web-site located at:
http://eforms.siu.edu/index.html

e Click the find a form box or select the Click Here
link to locate an e-form.

e  The Electronic Forms search window opens.

e You can search for a specific form by entering the
form name into the Free Form field and clicking the

button.

—  For demonstration purposes, we'll perform a
search for an Absence Request form using the
Free Form field.

e O, you can use the L HStAIFOMS  pyion 1o

select a form from a pre-defined list of e-forms.

Note: We recommend performing a search to locate the form you need, as there are over 175 forms available.

Frextied tae e s

o The first two forms displayed are Absence Request ﬂ g """"'“I
Civil Service forms. o e e
—  The first one is Absence With Pay.
— The second one is Absence Without Pay.

o We'll select the first one for demonstration purposes.

Downloading an E-form : el e

e  The e-Form Information and Download Form page

Opens' Download Form
° Make a mental note Of the Form |D, In thls Case’ Form Title: Absence Request - Civil Service - Report of Absence With Pay
hl’01012 Description: Civil Service employees use this form to report absences with pay.

Usage Motes: None available

Use Documentation: | None available

. Download Form
o C||Ck bUttOﬂ. To be used by: Campus Use
Posted on: & Nov 2007
Posting by: Hurnan Resources
Author: Ruth Bernhardt

Author's email: ruthbern®@siu.edu

rrm 10: hro1012
Southern Illineis University Carbendale - Mailing Address: Carbondale, IL 62901-6899
Phone: (618) 453-2121 - Last changed: Movember £, 2007

Page 2 Searching for E-forms and Tips on Completing Srchng4Eforms.doc


http://eforms.siu.edu/index.html�

Digital Signatures

Southern™
Ilinois University
Carbondale

e  The window on the right may open asking if you
want to open the form or save it to a file.

o  Click the Open with radio button and click OK.

MPORTANT: Depending on how your PC is configured,
the form may open automatically after downloading or
you may have to locate the file where it was downloaded
and open it manually. (That's why it's important to

‘ou have chosen to open

7 hro1012.pdf

what should Firefox do with this file?

Opening hro1012. pdf

which is a1 Adobe Acrobat 7.0 Document
From: http:/feforms.siu.edu

Adabe Acrobat 9.3 (defaulty |

() Save File

[] D this automatically For files like this From now on,

K ] [ Cancel
remember the Form ID.)
Tips on Completing the E-form
b G — - [=]x]
e  Once the form is open, you will complete the form by ra o € i 10 s E T -
entering the appropriate information into the fields. L = O
hd NOtlce the Message Rlbbon WhICh States: "Please & _\'uulhl‘ﬂ} Absence Request - Report of Absence With Pay
fill out the following form. You can save data typed LI Carbontae
into this form." e | s
e Watch this message line when completing Electronic : TR e e, M S
Forms; it will give you instructions on how to e
proceed, as well as point out omissions and/ or soce - -
errors. sk e :
srmpoyes sigare Dure:
L%:I Please fill out the Following Form, You can save data byped inta this Form, @H\thght Fields _

o  Click the Highlight Fields button located at the end of the Message Ribbon,; it will outline the required fields in
red. The information required is similar to what you were entering on the traditional paper form.

e  When completing e-forms, some fields contain a
drop-down list of pre-defined options that you must
use to populate the field.

e  Click the down arrow to the right of the field to view
the choices.

¢ Inthe example on the right, there are six Types of
absences you may select from, click the one you
need.

Note: Other fields have pop-up windows to help you, but
the down arrow will not appear until you click in the field.
An example of this is the Date field.

| Select Type

Select [ype

Vacation

Sick

Extended Sick Leave
Bereavement Leave**
Jury Duty

Other Absence With Pay

<[l

e  Complete the form according to your department's requirements.

e Once you have entered the information, you are ready to Date and Sign the form.

e Don't worry about saving the form yet, you will be prompted to save later.

e  We'll cover WHEN to date the form, as well as Applying an Electronic Signature in the next lesson.

End of Document
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