
HOW TO SAVE AND UPLOAD PDF

1. Click Download Button. (See denoted selection below in green circle.)

2. Make sure your “Downloads” folder is selected as the folder to save the PDF to. 
    (See denoted selection below in green circle.) Click Save.



3. Saved Download will appear in the bottom bar of the window. Click on dropdown arrow. 
   (See denoted selection below in green circle.) Select/Click “Show in folder”.

4. File Explorer will open. PDF will automatically be selected. Double click the file to open.



5. Application will open in Adobe Acrobrat. Complete Application.

6. Once Application is completed. Click File\Save As. (See denoted selection below in green circle.)



7. Select Downloads as your location to Save the Completed Application.
   (See denoted selection below in green circle.)

8. Rename the file: 2021-goflex-application-(Your Last Name)-(Your First Name).pdf. 
    For example: 2021-goflex-application-Smith-John.pdf ; Click Save

9. Create an email directed to goflex@TheEquity.com with the subject of New 2021 GoFlex Application.  
    Attached the pdf of your completed application. Include in the message body your Equity sales location  
    and Equity sales person.


