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2. The following page should appear:

Updating Adobe for EHS Tests (IF NEEDED)

Download the latest version of Adobe Reader by going to https://get.adobe.com/reader/
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Adobe Acrobat Reader

The world's most trusted free PDF - _k
viewer @

Included with your download

Acrobat add-on

More add-ons

Install Acrobat for Google Chrome: Install McAfee Security Scan Plus

Install McAfee Safe Connect
nstall e rsion for Google Chrome to vew PDFs and use Acrobat status of my PC security It will not modfy exsting ep my online actities and personal info privte and secure
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Then click the blue “Download Acrobat Reader button”

Complete 100%

Step 1: Download software

Your download includes Acrobat Reader, Acrobat for Google Chrome, McAfee Security Scan Plus, and
McAfee Safe Connect.

readerdc64_en ka_..exe A

Once you click the “Download Acrobat Reader button” you will see a small icon box in the
bottom left of your screen, click on the up ” arrow and select open.

Click yes in the pop up dialog box below to allow the program to download.
Once complete you may proceed with the downloading and submitting of your EHS test.

: Adobe Acrohat Reader DC Installer

11 Verified publisher: Adobe Inc.
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https://get.adobe.com/reader/

Downloading and Submitting of EHS Tests

1. Open the test you need to take using Microsoft Edge (formally internet explorer &
using a different browser like Firefox, Chrome etc. may not work) to access the
internet or intranet. You should not be sending a test that you already saved to your
computer. The tests change on occasion and using an old test could result in improper
grading.

2. IF you open the test and it looks like the following with the colored bar across the top
of the test and a colored submit form button on the right take the test and continue to
step #10

@ Please fill out the following form. When finished, click Submit Form to retum the completed form. Highlight Existing Fields (' Submit Form )

ONYCREATES =

LastNan1e:|:| First Name:l:l Company/ ’—;I

Dept.:

3. If upon opening, the document appears as any of the following you will need to continue these

instructions.
ONYCREATES cemronsteiiar

e[ [ superusor: | | ot |
wsthomes | | svame [ | company/oepe:

Check all answers that apply. You must score at least an 80% to pass the test.

ONYCREATES  veomomswemaiz

Email: Supervisor: Date: (mm/dd/yyyy)

Last Name: First Name: Company/Dept. -

Submit Form

ONYCREATES wromem

Last Name:l:l First Name: —‘ Company/ ‘

Dept.:

4. First you will need to save it to your computer.
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5. This can be done by left clicking on the save icon which looks like a disk in the top left
corner

6. It is recommended to save the test to your desktop Then deterime where and by what

» Libraries » Documents »

Organize v New folder - @

Favorites Documents library
4 Downloads Includes: 1 location
«» Recent Places

W Desktop
4 My Documents (Empty)
IR, C\Users\kb235862
¥ Homegroup
A Computer
TR AFETY ORIENTATION TEST 2016 distributed 4.25.26} v
Save as type: |Adobe PDF Files (*pdf) &5

= Hide Folders [ save || conce |

7. Once the test has been saved you can close the web browser

8. Open the test you saved to your computer.

9. At this point you should now have a test that looks like the following with a colored
banner at the top with a colored submit form button:

a Please fill out the following form. When finished, click Submit Form to return the completed form. Highlight Existing Fields (' Submit Form )

ONYCREATES =

Dept.:

10. Take the test filling out all fields and answering all questions.
11. Once the test is complete you can now submit the test.
12. Click on the Submit form in the upper right hand corner of the colored banner.

13. A window will pop up that looks like this:

To: cnseehs@sunycnse.com
Subject: Submitting Completed Form
Attachment:  SAFETY ORIENTATION TEST 2016_distributed_4.25.26....

From:

Email Address:

Full Name:

[“]Remember me

() To save your email address and name in Adobe Acrobat DC's Identity
¥ preferences, check Remember me. Do not check this box if you are using
a public computer.

SereerTooTTETe proteTuto year rany pome———
14. Fill in your email address and full name in the white fields.
15. Click on send.
16. The following window may pop up:




i If this does pop up make sure default email application is

Send Using

© Default email application (Microsoft Outiook) Checked as seen to the Ieft
o Then hit continue.
Select -

[~ Remember my choice

Continue Cancel

17. Once you hit continue another window will pop up confirming you sent an email with

your test attached.

Outgoing Message Notification

Yeptember ¥ JULY

'ﬁ.‘ An email message with "SAFETY ORIENTATION TEST

|| & 2016_distributed_4.25.26.pdf" attached has been sent from your default email
account. If your account is not configured to send email automatically, itwill be |
stored in the outbox folder. You will have to manually send it from your email
account.

l ]
|
[] Don't show again

' |
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18. Click ok and the window will disappear. It is a good idea to save the completed test at

this step in case you have issues.

19. Once EHS receives your email you will get a confirmation e-mail.

This may take a couple of minutes. If you do not get a confirmation email in 15 minutes
Please send your completed test (with answers) to:
chs@ny-creates.org
Do not send scanned copies!
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