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A h b d d i i bAt the board and commission members
training session, you received a disk with
i f i i i i iinformation pertaining to your training
session. The disk contains an electronic

f th l d thicopy of the resource manual and this
presentation for using the manual, as well as

f th P P i t t ti fa copy of the PowerPoint presentation from
the training.



Th B d d C i i i iThe Boards and Commissions training
manual on your disk is in PDF format and

i i h Ad b A b Ad brequires either Adobe Acrobat or Adobe
Reader for access. If you do not have
Ad b A b t Ad b R dAdobe Acrobat or Adobe Reader on your
computer, you will need to install a copy of
th t th lthe program to access the manual.



Ad b 8 1 1 b d ith ll i fAdobe 8.1.1 can be used with all versions of
Windows from 95 forward (95, 98, NT, ME, 2000,
XP and Vista) Adobe 8 1 1 can be downloadedXP, and Vista). Adobe 8.1.1 can be downloaded
from the www.adobe.com website.

Once you have installed Adobe software on your
computer, you can open, search, and read thep , y p , ,
boards and commissions resource manual from the
disk you received during the training session.



To download Adobe 8.1.1, go to the website 
www adobe com Locate and click on the “Get Adobewww.adobe.com.  Locate and click on the Get Adobe 
Reader” link on the home page to begin the download.



Choose whether you wish to download the bonus Photoshop 
Album Starter software and click on the “Download Now”Album Starter software, and click on the Download Now  

button to begin download and installation.



A wizard will indicate that the download has started and willA wizard will indicate that the download has started, and will 
guide you through the rest of the setup procedures.



O h i d h illOnce the setup wizard has run, you will
need to restart your computer to be able to

Ad b R d 8 1 1use Adobe Reader 8.1.1.



Th fi i h Ad b fThe first time you open the Adobe software,
a Licensing Agreement will pop up. Read
h d li k “A ” ifthe agreement, and click “Accept” if you

accept the terms of use and wish to continue
ki ith Ad b If li k thiworking with Adobe. If you click anything

other than “Accept”, you will not be able to
th ftuse the software.



Click on the “File” link on the Adobe toolbar.



Click on “Open” to choose the destination and file you wishClick on Open  to choose the destination and file you wish 
to view.



Click on the down arrow beside the “Look In” box 
and click to choose the D: drive from the list.



Choose the manual file from the list, and click the ,
“Open” button.



The boards and commissions training manual will be g
displayed on your screen.



To search the document for specific words, type your p , yp y
search phrase in the space labeled, “Find”.



Chose whether you want a “Whole words only” 
search (a search for “travel” will return only “travel” ( y
– not “travels”, “traveling”, or “traveler”).



If your search term is case sensitive, chose the y ,
“Case-sensitive” option.



Make sure that the cursor is still in the search text box, and then hit 
the “Enter” key.  You will be taken to the first instance of your 
search term You can click the “next” or “previous” buttons tosearch term.  You can click the next  or previous  buttons to 

navigate between instances of the search term.



The bookmarks look like a table of contents for the 
manual.



Click on the bookmark on the left side of the page and youClick on the bookmark on the left side of the page, and you 
will be taken to the appropriate section in the manual.



Addi i ll h URL li kAdditionally, you can use the URL links, or
links to different websites, embedded in the

f h l d btext of the manual to go to and browse
various websites for additional information

d id Fi t k th tand guidance. First, make sure that you are
connected to the Internet. You cannot

URL li k l liaccess URL links unless you are on-line.



The URL links display as the address of a particular p y p
website, and are underlined with blue text.



Click on the URL to follow the link to the 
appropriate website.



You will be taken straight to the appropriate website g pp p
for further searching and review.



Y l h b d dYou can also access the boards and 
commissions resource manual from the 

b i f h D f hwebsite for the Department of the 
Examiners of Public Accounts.



Log on to the Internet and go to the Examiners 
website at www.examiners.state.al.us, or at ,

www.examiners.alabama.gov. 



Choose the “Forms and Publications” button from 
the sidebar menu on the left side of the page.



Select the “Alabama Regulatory Boards and 
Commissions, Training Manual” from the forms and , g

publications list.



The manual will be displayed in the Examiners website’s 
right-hand pane.  The pane will be subdivided for the table of 

contents and the manual text Begin your search ascontents and the manual text.  Begin your search as 
previously described.



For questions about the content of the Boards and 
Commissions Resource Manual please contact theCommissions Resource Manual, please contact the 

Operations Division of the Examiners of Public Accounts.

Phone:  (334) 242-9200( )
Fax:  (334) 353-1331
Mail: P.O. Box 302251Mail:  P.O. Box 302251
Montgomery, AL 36130-2251


