How to save a fillable PDF as a standard LewisihcLARK
PDF form

Works does not accept fillable PDF forms. When you upload a completed fillable PDF
form to Works, the content and signatures will not be retained.

Fillable PDF forms, such as the MER, Travel Authorization and Grants P-Card Purchase
Request forms need to be printed to PDF to retain the information and signatures
when uploaded to Works. Follow the steps below to print to pdf.

Open the fillable PDF form (such as a completed MER, Travel Authorization or
Grants P-Card Purchase Request forms). Click on the File menu.
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The file size will now meet the PDF file size requirement for Works (5 MB) and the
information and signatures on the fillable form will be retained.



