Uploading Scanned Forms and Documents to SARA

Using a flat-bed scanner

1. After filling out the information requested in each form and/or signing the form, scan the
documents one at a time to your local drive; using the form name and a document sequence i.e.
Criminal Background 1, Criminal Background 2, etc.

2. Launch MS Word.

3. Open the first document in Adobe Reader.

4. Change View to 60%. (You must type 60 and hit enter as this size is not a selection in the
dropdown.)
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Please fill out the following form. You can save data typed into this form.
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5. Click Edit in the menu bar then click Take a Snapshot
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CRIMINAL BACKGROUND CHECK AFFIRMATION FORM

Copy File to Clipboard

Any individual who intentionally enters information on this form that misrepresents, misinforms or

ﬁ Take a Snapshot | h migleads, is subject to demlstrmive action and removal.
{1) Murder, attempted murder, manslaughter, or arson;
Check Spelling 3 (2) Assault, assault with a dangerous weapon, mayhem, malicious disfigurement, or threats to do
Look Up Selected Word... 3 g?::;?’a:;a;m'
X (4) Robbery,
, Eind Ctrl+F (5) Kidnapping;
= {6) lllegal use or possession of a firearm;
et ST it {7) Sexual offenses, including indecent exposure; prometing, procuring, completing soliciting, or
Protection ¥ engaging in prostitution; corrupting miners (sexual relations with children); molesting; voyeurism;
= committing sex acts in public; incest; rape; sexual assault, sexual battery or sexual abuse; but
Analysis 3 excluding sodomy between consenting adults;
§ (B) Child abuse or cruelty to children; or
Accessibility + (9) Unlawful distribution or possession of or possession with intent fo distribute a contrelled
substance
Preferences... Ctrl+K

DIRECTIONS: Check one declaration to complete and affirm each statement below:

6. Click once anywhere on the form. It will turn blue; then click OK to confirm a snapshot was
taken.
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CRIMINAL BACKGROUND CHECK AFFIRMATION FORM

Any indivi who i i enters i ion on this form that misrepresents, misinforms or
it is subject to ini ive aclion and removal.
(1) Murder, murder, o arson;
{2) Assault, assault with a g ‘weapon, i ¢ or threats to do
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@& The selected area has been copied.
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[] Do not show this message again

7. Go to MS Word and click Paste.
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CRIMINAL BACKGROUND CHECK AFFIRMATION FORM

Any Individual who Intentonally eiers Information on this fom that misrepresents, MISNToms or
misieads, bs.hjeumadn'lmﬁ:aheadkrla'ldrenoﬂ

(1) Muroes, Ftempled
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(5] Kianapging:

(€] 1N Lse or

‘% JE&WWWMBM promating, procuring, compieding solictting, or
Engaging In prosstution; CoMmUpting minors (sexLal reiations with chlldren]; mol2sting; C
COMIMITing 5eX aCts In public; InC=st raps; sexEl assaull; sual Datery or senual abuse; but
exciuding sodomy batwaan consenting aduls;

(E) Child abuse or cruetty to children; or
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DIRECTIONS: Check ons osclaration to complsts and ammm sach statement bebow:

ThaveJ 7 Ihavsnot Ml  Eeen convicted of any of the above listed offenses o their
egquivalent, aithes in the District of Columbla, or I any state or
tesitory.

Thaved # ihavanct ll  Pleaded nok contenders to any of the above listed offenses or
their equivalient, eiher In the Distrc of CoUMDE, o In any state
or terriiony.

Inaved] ¢ inavenct@  Besn on probation Befors judgment or placament upon a stet
docket of 3 case Invelving any of the felony offenses listed
above.

Inaved ¢ ihavanot Bl Eeen found not gullty by reason of Insanity of any of the above
listed offenses or thelr equivalent, efther In the District of
Columala, or In any state or feTitory.

AFFIRMATION

II‘I!FEM' I'I'I'EE MmmmmMmF and | authorzs the

Divislon of Early znng.EL]mw-curxamnal | understand that | Fave the right
%0 obtain 3 copy of any FEpart from mmnamgumummummge
completeness of any such report. | acinowiedge that EL may decide to deny or tenminaie ks
Prowiges ot child Care sendcss an the resuts of the aiminal

check and Tat | may nutﬂe:dshnhnmemrrrnlsﬂmm umian Righis within 30
days Of EL's waitten gechsion.
Linda Callahan

Date Slgnature Printed Name

Eaoh cialf member must sompiete this form. In addion, each appicant must complese this form and must aize
ettty thiat they hawve conducted 3 Mancatory Drug and Acchol Testng Tor ol of their str membsrs and empioyees,
3N MsNAN the indngs 0f fese st and prEsent them LPOR request for inspecton by EL.
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8. Adjust the copy to fill the entire page by clicking on it and dragging one corner down and to the
right.
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9. At the bottom of the page, hold CTRL and click ENTER in MSWord to start a new page.

10. Continue snapshots from Adobe Reader to MS Word until all forms have been pasted in Word.

11. Save the MSWord document in the format [Providername]_FY14_[formname], i.e.
KIDSRUS_FY14_Criminal Background Checks.

12. Upload to SARA.




