ELECTRONIC LDC
REFERRAL FORM INFORMATION

How 10 SUBMIT LDC REFERRAL FORMS
ELECTRONICALLY

ALL Language Development Centres (LDCs) use the same electronic referral forms
(Speech Pathology Reports, Teacher/Carer Questionnaires, CALD Questionnaire, Behaviour
Checklist).

Completed PDF referrals must be attached to an email addressed to the relevant Centre. A
list of email addresses can be found within the Referral Guidelines document. Other
supporting documentation (e.g. Teacher Questionnaire, CALD Questionnaire) must also be
attached.

Saving & filling in the forms
1. Download the PDF forms onto your computer. Save a copy of the document for each child

(“Save As” > select save location & enter the child’s name + referral form name e.g. ‘John
Smith Yearl SP report’ = “save”).

2. Enter all the relevant information. Where a ‘signature’ is required, an electronic
‘signature’ of initials and last name is acceptable.

3. Ensure you save after entering information / changing information into the form
(File = “Save” or Cntrl+S)
If after saving initially you are again prompted to select a save location & name, save
over the top of your ‘old’ form by clicking “yes” when asked “file x already exists. Do you
want to replace it?”

Note - the ‘save’ icon may be greyed out in Adobe Reader.

File Edit View Window Help
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You can still save your work easily by pressing Cntrl+S on the keyboard.
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TROUBLESHOOTING

If you are having difficulty using the electronic forms, update Adobe Reader on
your computer:

1. Go to http://get.adobe.com/reader/. Click on “Install Now”
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Step: 1 of 3

Optional offer: Terms & conditions:

[v] Yes, install Google Chrome as my default By clicking the "Install now" button, you
browser and Google Toolbar for Internet acknowledge thatyou have read and agree
Explorer. to the Adobe Software Licensing Agreement
= G and the Google License Agreement & Privacy
e

Policy.
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Learn more | Install Options
System requirements

Your system:

anguage or operating system?

Copyright © 2014 Adobe Systems Incorporated. All rights reserved.

United States (Change) | Terms of use| Privacy | Cookies

2. This window will appear. Click “Run”

0% of ..1_en_gtba_chra_dy_aaa_aih.exe from aihdownloa... (= = |

File Download - Security Warning

Do you want to run or save this file?

@ Name: install_readerll_en_gtba_chra_dy_aaa_aih.exe
Type: Application, 1.02MB
From: aihdownload.adobe.com

[ save | [ Cancel |

While files from the Intemet can be useful, this file type can
potentially harm your computer. If you do not trust the source, do not
run or save this software. What's the risk?

If this message comes up, click “run”

|

Do you want to run this software?

' @ Name: Adobe Reader Installer
Publisher: Adobe Systems Incorporated

| @More options g Run >| Don't Run |

[ 0] While files from the Internet can be useful, this file type can potentially harm
‘®/  your computer. Only run software from publishers you trust. What's the risk?
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*NOTE: If a message comes up asking if you want to give this program permission, click “yes”

3. The Adobe Reader Installer window will appear. Follow the prompts

Adobe Reader Installer

Adobe Reader Updater Preferences

Adobe Reader is configured to install updates automatically to ensure that you always have the most
secure version.

You can change this behavior after installation in the Preferences panel.

Adobe Reader Installer

- Adobe Reader
A Installation Complete

Google Toolbar o
Installation Complete

Google Chrome /
Installation Complete

Launch Google Chrome " FINISH

4. If this message comes up,
SAVE & CLOSE ALL YOUR OTHER WINDOWS/DOCUMENTS & Click “Yes”

Adobe Reader Installer l I

A Reboot required

One of the installations requires a reboot. Do you wish to perform it now?

If you continue to have difficulty, contact your LDC for further support.
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