
1: Download each document from the email. This will put them in your download folder. Click on the

down arrow and Download.

2: For the document you want to fill out, go to the Downloads folder (yellow file folder at bottom

middle of screen) and right click, Open with…Adobe Acrobat DC

3: Fill out the document and then click Fill and Sign.

4: When done, click Sign yourself at the top. Add Signature



5: Type your name and Apply.

6: Move signature down in the document to your field. Select Configure Digital ID.

7. Create a new Digital ID. Continue.



8. Enter your information. (DO NOT CHANGE other fields) SAVE.

9. Save to Windows Certificate Store. Continue

9. Continue



10. Sign document after it is filled out.

11. Save document to your desktop and then upload to the drop folder. The form should be

completed electronically and uploaded to the virtual confidential drop box found here: New 2023-24

Open Enrollment Forms. :

12. If all else fails, fill out the form, print and sign and scan to your email and then drop it to the folder.

New 2023-24 Open Enrollment Forms.


