Instructions for Submitting Fundraising Request Form

NOTE – You MUST have the latest version of Adobe for the form to work correctly.

1. Fill the form and click the submit button.
2. The following box should appear.
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a. If you use a Desktop client (Outlook, Outlook Express, etc.) to send and receive your mail, it will default to the correct option.

b. If you use Internet email (UGA Mail, Hotmail, etc.) to send and receive your mail, then select the internet mail option.

3. After making your selection Click OK.
4. If you use a Desktop client it will open the program and create an email ready to               send. All you need to do is send the email. You are finished and do not need to do steps 5 – 11.
5. If you selected Internet email the following box should appear.
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6. Click the Save Data file button.
7. The following box will appear asking you where to save the file. 
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8. In the “Save in” box at the top of the page, click the arrow on the right and a drop down box will appear. Select My Documents folder and click once. Now the “Save in” box will show My Documents. Click Save at the bottom right corner.
9. You will then be back at the following box.
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10. Use your Internet email to create a new mail as you normally would. Fill in the new email with the following information.
To: stuorgs@uga.edu
Subject: Fund Raising Request

(Do not send the email yet)

11. Now you will attach the file you saved in Step 8 to the email. The following instructions are for UGA mail.(If you use another internet email, then they will have instructions on attaching files to emails)
At the bottom of the new mail you will see the attachment box. Click the                                Browse button and select My Documents.  In you’re My Documents you should see a file named -Fund%20Raising%20Request%20WebForm_data.xml
Highlight that file and click the open button.
You will now be back at the new mail you created but there will be a name list                                in the Attachments box. Click the Add button to add the attachment to the email.

You will now see the file listed at the bottom of the email. 

Click the Send button and you are finished with the submission of the Fund Raising Request Form.
