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E-FORM
INSTRUCTIONS
SOFTWARE REQUIREMENTS

In order to save completed form, you will need a current version of ADOBE READER.  
Go to the Adobe website to download the newest version or click on the link:   
 http://get.adobe.com/reader

SAVING

Use the SAVE AS button top right hand 
corner of the first page.

OR file > SAVE AS from the menu bar.

NOTE: Save the form under a different name to 
preserve patient information.

NAVIGATING

Use the tab button to navigate from the 
top left hand corner sequentially through 
all the fields. 

OR use the mouse to select any      
specific field.

EMAILING SUBSEQUENT PAIR ORDERS

To expedite subsequent pair orders, simply 
complete the order form and select the red 
SUBMIT icon.

Use the ADOBE ACROBAT app when submitting 
an order on a tablet.

NOTE: Email is ideal for subsequent orders ONLY. 

Orders which include casts must be 
accompanied by a hard copy work order form.

The SUBMIT button requires that all man ory 
fields have been filled in.  

CLEAR FORM

Click the RESET FORM button below to  
clear all filled in fields.

PRINTING INITIAL PAIR ORDERS

Use the PRINT button at the top right hand 
corner of the first page. 

Other options include (a) the printer icon in 
the quick  tool bar or (b) file > PRINT from 
the menu bar.

NOTE: When submitting an order form which 
includes casts, always print a hard copy of the 
form to send in with the patient's casts. 
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