To e-mail one of the forms on the .NET please follow

these simple instructions:

Step 1: Navigate to the form you will be working with.
Step 2: Complete all fallible areas of the form.
Step 3: Now you are ready to e-mail the form. You will need to click on the icon that

looks like this: @_-Email This icon is located on the tool bar here
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E Employee Name Joe Employee Today’s Date 1/1/2004
1 Starting Day Off Date ~ 2/2/2004 Day Monday
Finish Day Off Date 2/3/2004 Day_Tuesday
COMPLETE ONE OF THESE TWO:
[] Iam going to a company-authorized seminar for
o I would like to take 8 paid hours and / or 0 unpaid hours time
£ off on the above dates for the following reason(s).
I will be going on vacation with my family.
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Step 4: Once you click on the e-mail button a pop up window will appear, you will have
three options. “Send Copy” “Send Link” “Cancel” You will need to click “Send
Copy”
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Last Step: Now you are ready to send the e-mail, simply type the address you wish to

send the e-mail to, and the body of the e-mail. Click: #=d5end and you are finished.
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‘ This message has not been sent,

Tou. |Ianar@ddtool‘com‘
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Subject: |vscation_red.pdf

aitach... | [Fvacation req.pdf (14368 Attachment Gptions. .
Please see the attached file for my vaction request.

-Joe Employee
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