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Application for Land Trust Accreditation
Working with the Adobe PDF Form
Introduction

The Application for Land Trust Accreditation is available as an Adobe PDF form. This sheet provides information on the technical aspects of using the form. Detailed instructions for answering the application questions, compiling the application and understanding the application process is found in the Applicant Handbook.
MAC Users

The Adobe PDF form was created using Adobe LiveCycle, and is not compatible with the MAC operating systems. Until Adobe solves this incompatibility, please see the section below, “Where to Go for Help.” 
PC Users: Required Software

To successfully view and use the Adobe PDF form, you will need Adobe Acrobat Reader 9.1. This is a free program that can be downloaded at: http://get.adobe.com/reader/. Simply upgrading to Adobe 7 or another version will not allow the form to work properly; you must download and install version 9.1.
Vista Users

If you are on a Vista operating system you will need Adobe Acrobat Reader 9.1. Visit http://get.adobe.com/reader/ to download the latest version of Acrobat Reader.
Accessing and Saving the Application and Checklists
The application is available on the Commission’s website at: http://www.landtrustaccreditation.org/the-process/application. You need to download and save it to your computer’s hard drive or organization’s network so that you may work on it over time. Print and include your final Application Questionnaire with your application.
To download it, click on the application’s link, select the “Save to Disk” option and save it to your desired location. (Depending on how your individual computer is set up, it may download to your desktop or other location automatically.) You may also select the “Open” option and then save it to your computer by clicking on File(Save As once it is opened. It may take a minute or two to download and save.
The Master Attachment and Project Documentation Checklists are also available on the Commission’s website as stand-alone Adobe PDF forms. You will need these checklists as part of your complete application (see more below).
Using the Form

You can only enter text inside the form fields. To more easily view the form fields on your computer, select the “Highlight Fields” option in the upper right-hand corner of your screen and each form field will be lightly highlighted. 

Position your cursor inside a form field to enter text or check a box. You may use the tab key to move from field to field, or simply use your mouse to click inside the field in which you wish to enter information. The way the form works, the data you enter is not actually accepted into the form until you go the next field. 
To Advance to the Next Field

· Press Tab to accept the form field change and go to the next field; OR 

· Using your mouse, position your cursor in the next form field and left-click once.
To Go Back to the Previous Field

· Press Shift+Tab to go to back to the previous field.


To Escape

· Press Escape to reject the form field change and deselect the current form field.
Tips for Using the Application Form

· Adobe PDF forms can get large in size. As a result, tasks like tabbing and pasting from other documents may take longer than you expect. Have patience! Saving your work often is recommended. You may also want to consider routinely printing your application, or saving an electronic backup to another location.

· If you enter a lot of text into a field it will scroll down as you type and it will look like your data does not fit in the field. However, once you move to the next field the previous field will expand.

· You can copy text from other sources (such as Microsoft Word documents) and paste the text inside the form fields. 
· You cannot use formatting functions inside the form fields (such as bold, italics, tables, justification, etc.), nor will formatting appear once it is pasted inside the form fields. Bullets may be pasted into the form fields; however any indenting will not work. 

· You can make hard returns inside the form fields to separate paragraphs.

· To check the spelling in your responses, simply right-click in the field and select “Check spelling.” Be sure to click “Done” otherwise your changes will not appear. You must spell-check each individual field, you cannot check the entire document.
· If you lose your place in the form, you can use the Edit(Find function. A small window will appear on the toolbar and you can enter the practice number or other text you wish to find and hit Enter.
· If you find that a text box simply won’t work for you, simply type up your response on a separate sheet of paper and include it with your application.

Master Attachment Checklist 

The Master Attachment Checklist will be the first document in your application binder. It serves as the Table of Contents for your application. This is a separate stand-alone form. Download the form and save it to your hard drive or network, as you did the application. You are free to add items not listed on the checklist. If you have additional attachments, click on “Add Another Document” and another row will appear.
Project Documentation Checklist

You will need a completed Project Documentation Checklist for each project requested by the Commission. This is also separate stand-alone form. Download the form and save it to your hard drive or network, as you did the application. To create a copy of the checklist for another project, click on the “Add Another Project Checklist” button. It will add a blank checklist to the end of the document. Be sure to enter the name of each project after “Project Name.” If you wish to add additional documents or offer explanations on the checklist, use the form field at the end of each section.
Where to Go for Help

The Commission provides this Adobe PDF form to make entering data easier for our applicants. If you have trouble working with the form, please let us know right away. You may also try contacting Adobe support (http://www.adobe.com/support/contact/). If you are simply not able to work in Adobe, we have a Microsoft Word version available. However, this version has no formatting or form fields and pilot applicants found it difficult to work with. You can reach us at info@landtrustaccreditation.org or 518-587-3143.
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