
CS1404 TRAVEL ADVANCE REQUEST - Tips

http://www.mnsu.edu/busoff/travel/docs/

University Travel
Office of Business Affairs
WA236 – 507.389.5006
margaret.novak@mnsu.edu

Print Zoom Find TextView
Sizes

Pages Navigation
(first page, last page, etc.)

Text
Selection
(copy/paste
dates, etc.)

Hand Tool
(default

setting - so
you can type
into fields)

Just click above
desired line
selection for
check mark to
appear

Just click on
box for “x”
mark to appear

You can type in
your SSN
without dashes
and it will put
them in for you.

these fields are
totaled by

Select if you want
to clear the form
and start over

Select if you want
to Print the form
or select File
Menu; Print

If you have Adobe
Acrobat (not
Adobe Reader, the
free version) you
can select this and
Save your text.

Click on this if to hide
and unhide Bookmarks
(the Travel Guidelines
PDF has bookmarks,
theCS1404 does not)

Select this pop-up menu
to select different zoom
values (12.5% to
1600%). This form is
set to 150% zoom factor
when you open it up.

Displays current page
number out of total
number of pages in
document.

Displays the page
size of document.

You can navigate through
the form by either using
the tab key to go from
field to field or just by
clicking in the field you
want to type in.

To zoom in (to increase
the size of the text) select
the Zoom tool (magnify-
ing glass tool icon) and
click anywhere on the
document. Keep clicking
for desired magnification.
Or select a magnification
size from the bottom left
part of the document
window.

You can press the Option
key (Macintosh) or Ctrl
key (Windows) to
decrease magnification.

Questions about
Adobe Reader or
form functionality –

Gary Urban
# 5773 or
gary.urban@mnsu.edu
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Note:
If you hold your
cursor over these
icons - an icon
description will
appear.
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