International

\ T ISMC ONLINE
APPLICATION FORM
GUIDE

How to Fill Out Your Staff/Volunteer Application Form
with Adobe Reader



B he ISMC Application f A dol
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2. Download and then open the Application form in
Adobe Acrobat Reader DC.

If Adobe Acrobat Reader is = S o nmnose

already your default for o
opening PDFs then you can
simply click on the form. e
However, if it is not, you
may have to right click on

the file and select “Open
with Adobe Acrobat o

Reader DC” Properties




3. How to fill out the form — Date Fields

Date Fields — once you’ve clicked in the box, a small down arrow should
appear on the right of the text box. Click on this arrow for the calendar
option. If preferred, you can type in the date as well.
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4. How to fill out the form — Adding File Attachments

a. Click on Comment in the right hand task bar.

ASSOCIATE STAFF APPLICATION FORM [ Export PDF

7-:\ Create PDF

Add Attachment Edit PDF

9 CombineFiles v
b. Click on the Paper clip icon in the top toolbar and then select “Attach File”
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Which includes:

e Education
o Work Experience
e Volunteer Experience




(continued)

4. How to fill out the form — Adding File Attachments

c. Select the Icon you want to appear
to represent your attached file. Click

File Attachment Properties

Appearance General Review History

Color: |l
il Graph Opacity: |100%
s Paperclip

v

X
& 1o

[JLocked [ Make Properties Default Cancel

d. The Icon you have selected should
appear and you can place it over the
“Add Attachment” button.
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5. How to fill out the form — Signature Fields

a. To make a digital signature, click on the signature field and then click on
“Configure Digital ID”.

I have read and accept the ISMC Lifestyle & Conduct Policy for Volunteers

HE S

Signature

~ Digital ID Configuration Required X

This signature field requires a digital signature identity.

I: July9, 2014

Would you like to configure one now?

— (2/16)

Help ‘ Configure Digital ID ) Cancel




5. How to fill out the form — Signature Fields (Cont.

b. If you do not already have a
Digital ID, select “Create a new
Digital ID” and click Continue

c. You can save the Digital ID to a
file in your computer by selecting
“Save to File”. Click Continue.

Configure a Digital ID for signing X Select the destination of the new Digital ID X
Select the e of Digital ID:
A Digital ID is required to P 9 Digital IDs Save to File
create a digital issued by t (1) o
signature. The most secure that assurel Save the Digital ID to a file in your computer
Use a Signature Creation Device the identity.

Digital ID are issued by =
trusted Certificate E]Q
authorities and are based on

secure devices like smart

card or token. Some are

based on files.

You can also create a new D
Digital ID, but they provide a Lo
low level of identity

assurance.

Configure a smart card or token connected to your
computer

Use a Digital ID from a file

Import an existing Digital ID that you have obtained
as a file

Create a new Digital ID

Create your self-signed Digital ID

o CID

Self-signed Digital ID may
not provide the same level
of assurance and may not
be accepted in some use
cases.

Consult with your recipients
if this is an acceptable form
of authentication.

Save to Windows Certificate Store

Save the Digital ID to Windows Certificate Store to
be shared with other applications




5. How to fill out the form —

Signature Fields (Cont.)

d. Type in your Name and Email Address, along
with any other information you would like to
include in your Digital ID. Select Digital
Signatures beside “Use Digital ID for”. Click
Continue.

Create a self-signed Digital ID X
Enter the identity Name I John Smith I
information to be used for

creating the self-signed . - ol )
Digital ID. Organizational Unit
Digital IDs that are self- Organization Name
signed by individuals do not

provide the assurance that _ -
the identity information is Email Address I jsmith@email.com I
valid. For this reason they
may not be accepted in Country/Region CA - CANADA N
SOME USE Cases.
Key Algorithm 2048-bit RSA v
Use Digital ID for I Digital Signatures VI

0

e. Your Digital ID will be automatically
designated a location. Click Browse if you want
a specific location for it. Make up your own
password to protect your Digital ID and type it
again to confirm the password. Click Save.

Save the self-signed Digital ID to a file

C:\Users\...\AppData\Roaming\Adobe\Acroba

Apply a password to protect the Digital ID:

Confirm the password:




5. How to fill out the form — Signature Fields (Cont.)

‘ ° D John Smith (Digital ID file 7 View Details N
L} ssued by: John Smith, Expires: 2022.01.28 name ere>

f. Select your newly created Digital ID and click g You can choose whether to select “Text” to type

Continue. your signature, “Draw” to draw your signature, or
“Image” if you have an image of your signature.

Sign with a Digital ID X Customize the Signature Appearance X

the Digital ID that you want to use for signing

Digitally signed by
<your common

Date: 2017.01.28
15:24:48 -05'00'

' Click here to Draw

Include Text Text Direction
€ snfiaure New Diaital ID o i
\) ( - e > ("’ = > Continue ¥ Name Distinguished Name Auto = =
¥ Date Adobe Acrobat Version .
Digits format
Location Logo
Reason abel 0123456789 v

Preset name Cance Save




5. How to fill out the form — Signature Fields (Cont.)

ﬂ |

h. Once you’re happy with your Digital Signature, Enter your Digital ID Password
in the box provided and then click on Sign.

Sign as "John Smith" X
Appearance = Standard Text
JOhn Digitally signed

by John Smith
Date: 2017.01.28
15:23:48 -05'00

View Certificate Details

(@)

Smith

Lock document after signing

Review document content that may affect signing

Example of a Signature done using “Text”

Sign as "John Smith"

Appearance = John Smith

Orto it

Lock document after signing

ﬂ |

Review document content that may affect signing

X

Digitally signed
by John Smith
Date: 2017.01.28
15:30:21 -05'00

View Certificate Details

Review

=@

Example of a Signature done using “Draw”




5. How to fill out the form — Signature Fields (Cont.)

i. Your Digital Signature should appear in the Signature field. You can use your
mouse to reposition the Signature, if necessary.

CUITUUTTEU WILIT UIT SAIIIT STITUCT TUI IIIAAIIIIUIIL ETITTUVEIITSS.

I have read and accept the ISMC Lifestyle & Conduct Policy for Volunteers

Digitally signed by John Smith
—Date- e acan EE :

~

Signature Qb ik . Date

Accepted by SLT: July 9, 2014

(2/16)




6. How to fill out the form — Submit button

a. When you have signed and filled out the entire form, click on the “Submit by email”
button.

I hereby affirm my agreement with the foregoing doctrinal statement.

Signed: Date

‘ Submit by email




6. How to fill out the form — Submit button (Cont.)

b. A “Send Email” window will orR c. If your email doesn’t show up, you may

appear. You can choose “Use need to add your email. Click “Add Gmail” or
Webmail” and select your email your desired account. A second window will
address. Press Continue. show up. Type your email there. Click OK.
D]  Send Using td nreent effective ministrv:
j (O Default email application Add New Gmail Account X
® Use Webmail E-mail Address m I
l‘ Add Gmail... v e.g. - john.smith@<my-webmail>.com
i desgmtod drafts folder o the seected Cancel
account.
K % sk %

| [JRemember my choice

et /2017




6. How to fill out the form — Submit button (Cont.)

d. You will be prompted f. You should see an email starting with the title: Form Returned.
to sign in to your email It will be addressed to hr@ismc.ca and should contain your filled
account. Sign in. out Application Form as an attachment. Click Send.

Form Returned: 2017AssociateApplicationFormPart2.pdf

e. Once you've signed in
to your email account,
check your Drafts folder.

hr@ismc.ca
Form Returned: 2017AssociateApplicationFormPart2 pdf

Form Returned: 2017AssociateApplicationFormPart2 pdf

The attached file is the filled-out form. Please open it to review the data.

Google

Mail ~

Inbox

Starred

Sent Mail ‘ 2017AssociateApplicationFormPart2.pdf (256K) x
'~ IERLEX
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