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Interactive PDF Form Instructions

The Fulbright Classroom Teacher Exchange application is an Adobe interactive PDF, an electronic form that allows you to complete the form and submit the data via email.  You will find that the form is easy to use and has internal validation checks to assist you with identifying possible errors before your data is submitted. 
FILLING IN THE PDF FORM

· Download a free copy of Adobe Reader at the following Adobe web address:  http://get.adobe.com/reader/   (Note: your computer may already have Adobe Reader installed, make sure you are using version 7.0 or higher)

· Save a copy of the Fulbright Teacher Exchange Application file onto your computer.

· You can use the Highlight Fields button, found at the top right, to highlight all data fields in blue and all required fields with a red border. The required fields (highlighted red) must contain data in order to submit. If a field is not highlighted that does not necessarily mean that the field is optional.   
· Click VIEW, >Navigation Panel and select >Pages to create a scroll pages thumbnail menu to the left side of the screen.  This will allow you to skip through pages quickly.

· START BY READING THE INSTRUCTIONS AND REQUIREMENTS ON PAGES (i-iii)—Page iii contains a document checklist to help you keep track of all components of your application package.  Use this checklist to make sure your application is complete before you submit it.  Required data begins on page A1.  

· Data entered in fields which are repeated later in the application will carry forward to populate respective future field(s).  For example, several pages of the application require that you enter your school name.  After entering it the first time the PDF will automatically fill in all other fields asking for your school name.

· To save the .pdf file, simply click on File in the menu bar, choose File Save As and rename your file.  For example, change the file name to ‘Smith_John_Application.pdf’.  If you are required to submit a correction to your report, this file can be opened, modified and resubmitted.

SAVING AND SUBMITTING THE APPLICATION
· Please remember to retain a final hardcopy and digital copy of your submission for your records.  
· Email the digital copy of the application to the Fulbright Commission in your country. Please consult the Commission’s staff or website for the appropriate email address.

· Mail a hard copy of the application to the Fulbright Commission in your country. Please consult the Commission’s staff or website for the appropriate mailing address.

TECHNICAL ASSISTANCE 

Should you require technical assistance in completing or submitting your application do not hesitate to contact the Fulbright Program directly at fulbrightcte@aed.org, or contact Phil Perrin by phone at (01) 202 884 8061.
