Instructions for Completing Forms

If attaching a file to an email is new for you, please print this page, before following these instructions.

1. Go (again) to the conference website, click on departments and select evangelism.  Next select “Forms.”  Double click the evangelism request form that you want to use (manual or automatic).  (Or go to “step one” below these instructions and click on either form)

2.  Once the form appears on your computer screen, click “save as” (upper left corner, “file”) and save that form within your documents (wherever you’ll remember that you saved it).

3.
Fill out the selected form with your word processor.  (Expand as necessary)
4.
Save your file again and close it.
5.
Write an email to Del.Dunavant@nccsda.com  and attach your file to that email.  (In other words, click “attach file,” click “choose file,” go to where you saved that file and click on it once (this will highlight it) and then click “open” (bottom right) and last, click “Done.” Finally, send that email to the address above.
