Expenses Form Manual

How to Fill out INTO’s expenses form digitally
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Filling out on Mobile Phone/iPad

iPhone/iPad — Using the Mail Application

A. Scroll down to the end of the email and il 45 €3

2 Messages
Testing fillable form

click to open the pdf page.
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C. Click on the pen with keyboard icon on
top of screen.

D. Begin filling out fillable fields on the form.
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E. Forthe two drop-down questions, click the pen with keyboard icon on the
top of the screen. Then click on each drop-down arrow on the form and
choose your answer.

Choose your answer from the list that will be displayed at the bottom of
your screen.
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INTO Trade Union Training

INTQ Trade Unian Training Automn Risgional Officar Training 2024
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Name: Siobhan McCarthy
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IBAN:
Please input your IBAN with no spaces, for example IE29A1BK93115212345678 A
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Done
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F. Lastly, click on the ‘Signature’ field at the bottom 20240916, Testform_SMC._ Draf... ©
of the form, and choose your e-signature to input
onto the form (please go HERE to find out how to
make your own signature on your iPhone).




G. Once completed, select ‘Done’ and choose from the drop-down list to
save the file. Please return this saved PDF to

accountspayable@into.ie. 14:20
20240916_Testform_SMC_Draf...

Reply to Siobhan
New Message

Save to Files
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iPhone/iPad - Using Gmail:

A. Scroll down and click on PDF attachment.
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it In error, please return it to the sender and delete it

from your computer. Any vie

>r opinions presented in

this email are solely those of the author and might not

spresent those of the Irish nal Teachers!

Warnin:

Although the INTO has

utions to ensure no viruses are

nt in this the

sponsibility for any loss or d
use of this email or attachments.
and read all emails as it is prest

or received in connection with tr

INTO cannot accept
amage arising from the
The INTO may monitor
Jmed that th are sent

e business of the INTO

or for business use only. The INTO also monitors emails
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B. Click onthe share button on the top-right of the screen.
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C. Choose ‘Save to Files’.

Copy

Markup
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Print

New Quick Note

o &

Save to Files

Open in Goodnotes

Transcribe by iTranscribe

D. Once saved, go back into your files on your
phone and open the PDF. Ensure to make a Downloads @

note of where you saved this file, so it is

easy to find it (for example, save itin

downloads folder in image attached).
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A. Click onthe penicon at bottom of
screen.
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C. Beginfilling out fillable fields on the form.

14:20
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D. Forthe two drop-down questions, click the pen with keyboard icon on the

top of the screen. Then click on each drop-down
arrow on the form and choose your answer. Choose
your answer from the list that will be displayed at the
bottom of your screen.

20240916_Testform_SMC_Draf... ~
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Travel claim form

Name: Siobhan McCarthy

Branch

-y =]

IBAN;
Please input your IBAN with no spaces, for example IE29A1BK93115212345678

Seminar Venue: Kilmore Hotel, Cavan E
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E. Lastly, click on the ‘Signature’ field at the bottom 20240916 Testform_SMC. Draf...
of the form, and choose your e-signature to input
onto the form (please go HERE to find out how to
make your own signature on your iPhone).

F. Once completed, select ‘Done’ and choose from the drop-down list to

save the file. Please return this saved PDF to

accountspayable@into.ie. s St
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Reply to Siobhan
New Message

| Save to Files
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iPhone/iPad - Using Outlook

A. Open attachment, click on the share button on top right of screen. Choose
‘Share File Via...

B. Choose ‘Save to Files’.

Markup

Print

New Quick Note
Save to Files

Open in Goodnotes
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Transcribe by iTranscribe
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C. Once saved, go back into your files on
your phone and open the PDF. Ensure to T—-
make a note of where you saved this file, Q se:
soitis easyto find it (for example, save it
in downloads folder in image attached).

20240916_Testform_SMC_Draft1 @
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D. Click onthe penicon at bottom of screen.
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E. Click onthe pen with keyboard icon on top

of sereen.

INTO Trade Union Training
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paces, T examgle EZSAIBKEI1 1521145678

TS IR—— @ 50: per blametre

ToTAL €

14:20 o 46 @3

20240916_Testform_SMC_Draf... ~

F. Begin filling out fillable fields on the form.
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G. Forthetwo drop-down questions, click the pen with keyboard icon on the top
of the screen. Then click on each drop-down arrow on the form and choose
your answer.

Choose your answer from the list that will be displayed at the bottom of
your screen.

20240916_Testform_SMC_Draf... ~

20240916_Testform_SMC_Draf... ~

INTO Trade Union Training

INTQ Trade Unian Training Automn Risgional Officar Training 2024
At Rl Oeficar Training 2024 Travalclim form

Travel claim form

e, Shebban DBty

Name: Siobhan McCarthy

- Branch:

: ot Mt e 8
S pitre g E’

IBAN:
Please input your IBAN with no spaces, for example IE29A1BK93115212345678 A

SNSRI — P —
R ——  Seperbdorsee Seminar Venue: Kilmore Hotel, Cavan E

Done

~ O a &

H. Lastly, click on the ‘Signature’ field at the bottom of 20240916 Testform_SMC. Draf... ©
the form, and choose your e-signature to input onto
the form (please click HERE to find out how to make
your own signature on your iPhone).
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I. Once completed, select ‘Done’ and choose from the drop-down list to save

the file. Please return this saved PDF to

accountspayable@into.ie. 20 s s

20240916_Testform_SMC_Draf...

Reply to Siobhan
New Message

Save to Files
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Android — Using Gmail/Outlook

11:50 B Ll @

A. Click onthe drive icon on the PDF in your emails.
& B U &

received in connection with the business of the
INTO or for business use only. The INTO also
monitors emails for security reasons to ensure that
no unauthorised disclosure of the INTO's
confidential information is passed via the email
system. Read the ROl INTO Data Privacy Notice
here.

View entire message
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B. Navigate to your Drive Application on your phone and open the file. Click on the

‘Pen’ icon on the bottom right of the screen and

choose ‘Form Filling’.

C. Forthe two drop-down questions, ensure to click the
pen icon again, then click each question to get the list of
options available to choose from for each question.

16
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Select Options

Kilmore Hotel, Cavan

Sligo Park Hotel
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Charleville Park Hotel, Cork
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D. Foryour signature, click the pen icon on the bottom right of the screen and

choose ‘Annotation’.

11:54
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E. Manually draw your name at the end of the form using the pen feature.

F. Save and return.
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Android — Using Pdf Application

A. Click three dots next to pdf file, and open with the pdf application download on
your phone (such as pdf reader/Microsoft application etc.).

odf

=0 778KB

Open with

@  Microsoft 365 (Office)

E; Device PDF viewer |

Save to
{s  Storage account

4 Device

B. Clickthe ‘Edit’ option on the file and fill out form.
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C. Forthe signature, click the pen and line icon on the top of the screen.

1442 AM R » e 2. 54% =
20240916_Testform_SMC_Draft1

il T @ |4]| ¢

INTO Trade Union Training
Autumn Regional Officer Training 2024

Travel claim form

D. Place your signature.

Total number of kilometres travelled: = @ .S0c per kilometre = ____

TOTAL €

Signature of Claimant:

Please return this form to accountspayable@into.ie.

Tap where you wish to sign

E. Save and Return.
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Using a Laptop

1. INTO Laptop
A. Rightclick the file in your emails and choose ‘Open in Adobe Acrobat’.

FW: Testing fillable form

e
Siobhan McCarthy

To @ Siobhan McCarthy

L

20240916 _Testform_SMC_Draft1.pdf
L2 153 KB

Preview
7 Open
Mﬂ.ﬂy Than Open in Adobe Acrobat
- o Quick Print
Siobhan
Siobhan Save All Attachments...

(& Upload

Irish Nati
Cumann Miinteairi Fireann

B. Fill out fillable fields and choose your answer from drop-down questions
throughout the form.

INTO Trade Union Training

Autumn Regional Officer Training 2024

Travel claim form

Name: Siobhan McCarthy

Branch:

District: § -
. [ <
5 JAIBKI3115212345678
3 |
Seminar 7
e
9
10 i
TRAVEL:
Total number of kilometres travelled: @ .50c per kilometre =

TOTAL €
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C. Tofillinyour signature, click on the open icon on the far right of your screen, and
choose ‘Add Signature’.

Name: Siobhan McCarthy

Branch:

District: § J

IBAN:
Please input your IBAN with no spaces, for example IE29AIBK93115212345678

Seminar Venue: Kilmore Hotel, Cavan j
Add nitials 4
TRAVEL:
Total number of kilometres travelled: @ .50¢ per kilometre =
TOTAL €
(==

Signature of Claimant:

The author of thisform has specified thefields
Please return this form to accountspayable@into.ie. which you canill Click on any field to tart filling
form.

oK

D. Type outyour name, click ‘Apply’ and place your signature on the Signature Line.

Change style +

[ Save signature

Cancel Apply
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Signature of Claimant:

Fill & Sign
mdified in Acrc

Please return this form to ac

2. Any other Laptop
A. Open the PDF by right-clicking it and choosing ‘Open With’ Microsoft Edge.

Name atus Date ifiec pe
aR 2024

&R 2024

[+

5 R Adobe Acrobat Docum...
Open with Adobe Acrobat

Print
Share with Skype
Edit with Notepad-++

Share

Copy Link

Manage access

View online

Version history

Always keep on this device

Free up space

1-Zip

Edit with Adobe Acrobat

Combine files in Acrobat...

Share using Adobe Acrobat

Scan with Microsoft Defender..

Open with b Adobe Acrobat
Brave

) Firefox

@ Google Chrome
Restore previous versions ™ Microsoft Edge

Give access to

| Create Smart Backup for selected file(s)

Sendto Opera Internet Browser

Cut B Search the Microsoft Store

ential inform

Copy Choose another app

Create shortcut
Delete

Rename

Properties
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B. Fill out fillable fields and choose your answer from drop-down questions
throughout the form.

INTO Trade Union Training

Autumn Regional Officer Training 2024

Travel claim form

Name: Siobhan McCarthy

Branch:
District: 6 =
5 —
BaN:
5 AIBKI3115212345678
B
Seminarl?
]
<]
10
11
12 U
TRAVEL:
Total number of kilometres travelled: @ 50c per kilometre =
TOTAL €

C. Tofillin your signature, click on the pencil icon on the top-left of the screen and
begin manually drawing out your signature.

Travel dlaim form

i InpLyour IBAN with D spaces, (01 example IE2SAIBKG311521 2345675

‘Venue: Kilmore Hatel, Cavan
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Adding Signature to your iPhone/iPad

1. Click ‘Add or Remove Signature’.

1245

20240016_Testiorm _SMC_Draf.

2. Clickthe plus sign on the top left of the page.
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3. Manually draw your signature and click ‘Done’.

12:16 ul 4G ED

20240916_Testform_SMC_Draf... ~
F Y

New Signature
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Adding a Digital Signature

If the pop up below shows on your screen and you have a digital signature already, click
‘cancel’ and use this signature, if not click Configure Digital ID’.

District: 16 j
IBAN:

Please inpy Digital ID Configuration Required 678

. This signature field requires a digital signature identity.
Seminar Venue: K

Would you like to configure one now?

Help Configure Digital ID Cancel

TRAVEL:

100

Total number of kilometres travelled: @ .50c per kilometre =
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