Submitting Your State Directory Form

1. Go to the NH State Council Website
www.NHKnights.org

2. From the Home page, click on the
Forms link;
then chose the
appropriate form for
your Council, Assembly or Circle
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State Directory Forms are due June 30th. The above electronic forms can be submitted electronically.
You may also save and print the form as well. Please ensure that these forms are submitted as soon as
Council, Assembly or Circle elections are completed. Council, Assemblies or Circles that do not
submit updates to their entry for the State Directory WILL NOT appear in the Directory. If your
information has not changed from the previous year, you MUST notify the State Secretary of that
fact. This will be recognized as an acceptable update.

3. Make sure you completely fill out the
form. There are a number of required
fields, and if you don’t fill them in, you
will not be allowed to Submit the
form. If you leave a required field
blank and attempt to submit, the
required fields will be outlined in Red
so that you’ll know what you are
missing. This is the error message you
will receive. Click OK and finish filling
out the form.

Flease fill out the following form, When finished, dlick Submit Form to return the completed Form,
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Submit by Email
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4. Once you have completed the form you can save a Select Email Client E3
copy of it if you wish, but make sure you click the Plaas.icicate the option which best descrbes how you send mll
Submit by Email button after. You will receive the O besktop Emal Applcation
following dialog box. If your Email is a PC based R e et
system like Outlook Express, Outlook or
Windows-Mail, then select the first option. The form O Internet Email
will be COpied to your local mail client Outbox and / EP&?;‘BDEEE a%tgfngiilf you currently use an Inkernet email service such as Yahoo
will be sent the next time you open Email.

5. If you access your Email Server via a br r Oother
such as Internet Explorer or Fire ou need to Choog s otonf your rfrrd destap el s vl o
select the second option.

6. If you don’t have an email account you can select the [oonit show again
Third Option and copy the file to give to someone in o] [ cones
your council that does. They can then send the form to
G.Taillon@Comcast.net

7. For option One you will receive the following
message bOX CIICk and then Open your deSktOp é) :?'ZHDE;“;EZ“Sgf;taeg;o;\Iggirec_toryc‘foZD‘}D%ZDData°.|"02_DEntr_y°a"o_20F0rmJ:ub_DD_D1.
email client and select the Send/Receive button. BT & o e o Ao s e 6 ek
The form message which had been stored in your =t
Outbox will now be sent. You should be okay now £t you il nesd o send the message manel.
and can get out of the State website. Thank You for Elpartseningsh
your submission!

8. For option Two you will receive the following

message box. Save the PDF Form on your
Desktop, then open a Browser window and
navigate to your Web Email account. Create a
new email message and fill in the To:,
Subject:, and Message: fields with the text
displayed. You can simply Copy/Paste back
in forth without having to type anything.
Attach the PDF Form to the message and send
it. You should be okay now and can get out of
the State website. Thank You for your
submission!

Here’s an example using Google Mail.

If you run into trouble call or send Email to
Greg Taillon

Thanks!
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Form Returned: 2009 State Directory 4D Data Entry Form_pub_0001_pdf

from ® Greg Taillon <gregsdragon@gmail.com=

Form Returned: 2009 State Directory 4D Data Entry Form_pub_0001.pdf

1. Double-click the attachment.
2. Acrobat will prompt you to select a data set.

o 2009 State Directory 4D Data Entry Form_pub_0001.pdf
215K View
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How ko Send the PDF File

Step 1 Click the 'Save PDF File' button below and save the PDF to a place where you can
find it easily. After you save the file, vou will be returned o this screen to continue,

Save POF File

Step 2 Create a new email message with the Following information:

Subject: |Form Returned: 2009 State Directory 40 Data Entry Form_pub_0001, pdf

Messade:  |Form Returned: 2009 State Directory 40 Daka Enkry Form_pub_ -
0001, pdf 2

Step 3  Attach your saved PDF File to the email and send your message.
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Sat, Jun 6, 2009 at 9:28 AM
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