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Navigating to Finance Forms

Finance Forms webpage

Navigate to https://www.luc.edu/finance/forms.shtml and open a fillable PDF form
(this example uses the Expense Reimbursement form)

Opening a Form

Form links can be found on the main forms page or within the form’s instructions.

I Accounts Payable Forms:

Electronic Payment Request Form Instructions

(FAQ)

@eimbursemen@ Instructions

Expense Reimbursement Form
Instructions

Purpose:

Use th&IExpense Reimbursement Form !] request reimbursement for any out of
pocket travel, business or entertainment related expenses pertaining to Loyola
University Chicago (LUC) activity.

Login to Secure Area, if prompted

Forms that specifically deal with sensitive information are secured on our website and require a
Loyola login (UVID) and password to access. Enter your LUC UVID and Password, if prompted.

Sign in

https:/fwww.luc.edu

Username [l ]

Password

Page 2
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Downloading and Opening Forms in Adobe Application

Downloading/Saving the form

If the form opens in a Web browser by default (Example: Microsoft Edge, Google Chrome, or
Mozilla Firefox), the form will look like the screen print below. However, forms have limited
functionality when completed in a browser, so blank forms must be downloaded or saved prior

to completing.

1 9 Tools @ lucedu | expreimb Qp & g - Signin
- =
Welcome to Acrobat Expense Reimbursement Form
otrvel and Loy cago
Get a7-day free trial to premium PDF a
tools. “ ar [u] [=] el to [u] [u]
2,
o —
@ Transporiation. Personal Auto Meals Miscellancous
Already have a plan? Sign in Dutc | Amount Type | #Miles | Milcage* Lodging | City/Locale | Statc/Country | Amount Description | Amount Daily Total
@A »
3 PDF to Word H
3
2 PDF to JPG 55
3 PDF to Excel 3
g
3 PDFtoPPT =
D) Camanet 4 DNE

1. To download a form, click on Download Icon shown below

Q ||[3@[§1 Sign in

Note: If the following message appears, click on the Desktop button to open the file directly
into the Adobe desktop application.

€) This form contains fields that you can only fill in using the Acrobat desktop app.

[Z Desktop ‘ X

2. Save the file to your computer or network drive. By default, Windows will save downloaded
files into the Download Folder.
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3.peit

=  Openwith Adobe Acrobat
Print

Send To DocFinity

. Classify and protect

o @ MovetoOneDrive

1u| ) Edit with Adobe Acrobat
ssi ) Combine files in Acrobat...
1u @) Share using Adobe Acrobat

Opening a form with Adobe Acrobat
Right Click on form > Open With > Adobe Acrobat

" [ Edit with Notepads +

u

| & Spiron

= plmSlaas

. Open with Adobe Acrobat I
“Adobe Nustrator 2023

Give access to
B Open with TextPad
@ UitraEdit
R Spirion Classification

Restore previous versions

Send to

Cut
Copy

[2] Azure Information Protection Viewer
[E] Google Chrome

B Microsoft Edge

PDF2XL

B Search the Microsoft Store

Choose another app

Create shortcut
Delete

Rename

Properties

1. Clickon Menu > Save As

Complete and save the PDF form

- O 11 expreimbpdf

Cirl+0

Dpen..
Open recent files
Create

Compbine files

Save

Save as.

Ctrl+5s
Shift+Ctrl+5

2. Selectalocation to save the form.
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Printing to PDF (using Microsoft Print to PDF)

1. Click on the Printer icon or navigate to File > Print

File Edit View E-5ign Window Help

Home  Tools expreimb.pdf x

w(B) ©

2. Select Microsoft Print to PDF > Click Print

aTvea et Microsoft Print to PDF ~ Properties Advanced

Copies: Il % [ Print in grayscale (black and white) [ save inkftoner @
Pages to Print Eraleion

® all () Current O Pages Il =

3. Save Print Output As > Name the file > Click Save

Save Print Output As

&~ v » This PC s Desktop » MNewfolder

Organize » Mew folder
Documents Mame Date modified

g3 Decuments - Group Finance

|3

Mo items matc
Files for Yuan

F¥21 Closing Schedule for Finance Review

(=1}

ok

Instructions

Instructiosn

Microsoft Teams Chat Files
OLD Addins

PowerApps

Prime

Recordings

RNI Clean Up Prod
8 This PC
_J 3D Objects
I Desktop

= nocuments

File name: | Expense Reimbur;emenﬂ

Save as type: | PDF Document (*.pdf)

~ Hide Folders
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Combining multiple documents into one PDF file
1. Open Adobe Acrobat

2. Navigate to View > Tools > Combine Files > Open

= Adobe

Eile Edit pUISUM E-Sign Window Help

Home Rotate View L
O\ lS | Page Navigation v
e
Page Display 4
Zoom »
Tools g Create PDF ,
Show/Hide N Combine Files 4 Open
. Edit PDF ' Remove Shortcut
Display Theme b . .
] ] Fill & Sign ’ Learn More
Display Size 4
Export PDF D -
Enable new Acrobat . Organize Pages
Organize Pages 4
Send for Comments » W
Comment 4
»
Eg;) T Scan & OCR
Protect 4
Read Out Loud 4
. Rich Media
Compare Files

3. Click the “Add files” button

= i)

Add files by clicking the button below or drag and drop them here.
You can also add the current open files from below.

Help

4. Choose the documents to add and click Open
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1 s ThisPC » Desktop * Expense Reimb Files v O Search Expense Reimb Files =
Organize « MNew folder Bz » [H 9
a Lak ™ Mame Date modified Type Size
a L Documentation 1.pdf £/5/2024 308 PM Adobe Acrobat D.., 185KB
Mis Documentation 2.pdf 6/5/2024 3:08 PM Adobe Acrobat D... 185KB
Titl Expense Reimbursement. pdf 6/5/2024 3:07 PM Adobe Acrobat D... 204 KB
ca Tra
3 This
» ED)
[ De
A ™ v
File name: | "Documentation 1.pdf" "Documentation 2.pdf" "Expense Re V| |AII Supported Fermats (*.pdfi*. V|
| Open | | Cancel |

5. Reorderthe document pages, if necessary, by dragging and dropping the tiles on the
“Combine Files” screen.

& Add Files... = @ Remove == E ﬂ Options

I Combine Files

Document....pdf Document....pdf Expense Reimburse....pdf

6. Clickthe Combine button in the upper right corner.

S @ A # @
G H @

7. Save the combined document.
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