THE ROADS AND TRANSPORT

ALLIAN

Guide for completing and submitting
e-forms

The Roads and Transport Alliance Project Team is now offering 'Java-enabled' Adobe Acrobat
PDF versions of some forms to allow RRTGs to complete the form electronically and submit it
online, without needing to print or complete the form in hardcopy.

Information technology departments often configure the settings on Adobe Acrobat differently from
the default to meet their own unique security requirements. To ensure that our forms can be used
as intended, these instructions will help you set up a "Trusted' location to save and access the files
on your own local file directory.

First time use:

1. Open Adobe Acrobat Reader. Acrobat Reader is free software and can be downloaded at
https://get.adobe.com/uk/reader/

2. Click on 'Edit' to reveal the drop-down menu, then click on 'Preferences'.

Note: Your version may appear different in colour.

I8 Adobe Acrobat Reader (32-bi) - 8 x
View Sign_Windo

H¢ Q sea

Go mobile with your PDFs

ment . Fill &sign & stamp
. " Add stamps suc

There aren't any recent files.

% Queensland
1 Government



https://get.adobe.com/uk/reader/

3. The Preferences 'pop-up box' will appear. Click on 'Security (Enhanced)' from the
'Categories' menu on the left-hand side.
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4. Click on the 'Add Folder Path' button.
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5. Use the Folder Path pop-up box to choose a location to create a new folder to save your
Forms to, then press 'OK'.
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6. If the file path is correctly listed in the locations field, press 'OK' to close the box.

X
Categories: Sandbox Protections
Commenting [“] Enable Protected Mode at startup [“1Run in AppContainer [[] Create Protected Mode log file View log
Decuments
Full Screen Protected View (@) Off
General (O Files from potentially unsafe locations
Page Display
O Al files
30 & Multimedia
Accessibility Enhanced Security
Forms [7] Enable Enhanced Securi [ Cross domain log fi
Identity nable Enhanced Security ross domain log file View
Internet
Javascript Privileged Lacations
Language If your workflows are negatively impacted by security settings, use Privileged Locations to
Measuring (2D} selectively trust files, folders, and hosts to bypass those security setting restrictions.
Measuring (30) Privileged Locations allows you to work securely while granting trust to items in your
Measuring (Gea) workflow.
Multimedia (legacy) [[] Automatically trust documents with valid certification
Multimedia Trust (legacy)
Reading [ Automatically trust sites from my Win OS security zones View Windows Trusted Sites
Reviewing
Search ( users\jsrobin\onedrive - tmrirta forms
Security
Security (Enhanced)
Signatures
spelling
Trust Manager
Units
Add File Add Folder Path Add Host Remove
What is Protected View?  What is Enhanced Security? ~ What are Privileged Locations?
C o [ o

Guide for completing and submitting e-forms March 2023

Page 3 of 5



Using an RTA e-form

1. Navigate to the RTA website and open the relevant form by clicking on the hyperlink or if
opening from an email click the file icon.

2. If the 'JavaScript' error warning appears, use the 'Options' button to 'Enable JavaScript.
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3. The purple 'Submit Button' bar should appear.
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The Statewide Capability Development Fund (SCDF) is a discrete annual allocation provided
through the Transport Infrastructure Development Scheme (TIDS) to support local government to
improve transport network stewardship capability and capacity. The complete SCDF Guidelines
can be viewed at www.tmr.qld.gov.au/RRTGForms

Section 1: Applicant details

Who is making this application:

|Please select...

4. Save the document to the 'trusted' folder location that you created previously.
5. Complete the form, then save it again to ensure your answers are secured.

6. Once completed, use the 'Submit Form' button on the purple menu bar to submit the form
to the Roads and Transport Alliance Project Team.

7. You will be asked to add and/or check your name and email address. Enter this information
and then press 'OK'.
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8. You will receive an 'outgoing message notification', similar to this:

Outgoing Message Notification

An email message with "SCDF-Application-Form-2021

U_distributed_ | _ _24.06.2021.pdf" attached has been sent from your default
email account. If your account is not configured to send email automatically, it will
be stored in the outbox folder. You will have to manually send it from your email
account.

[JDon't show again

Once you see this notification you can presume that your form has been submitted.

Despite the warning offered, almost all email accounts are configured to send
automatically. If you want to confirm your form has sent, you can check your 'sent' emails or
'outbox'.

Your sent email will look like this, not like the completed form.

Submitting Completed Form - Message (Plain Text)
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Instructions to add this form to a response file:
1. Double-click the attachment.
2. Adobe Acrobat will prompt you to select a response file.

9. If the form fails to submit for any reason, email the form as an attachment to
RRTGForms@tmr.qgld.gov.au

You may also email the team if you have any questions about completing the form.
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