
Please use one of the methods below when sending your completed Contact 
Information or Reunion Registration forms.   The instructions use the Contact 
Information Form as the example, but the procedure is exactly the same for the 
Reunion Registration Form.

Thanks. 

Method 1 

To get started, open the form by clicking the link on the website.  Complete as much of the information you wish to 

provide.  Most browsers will allow you to open the pdf and enter the information; however, some devices may require 

you to install a pdf App in order to enter your information.  If you don’t want to install an app, please follow the 

instructions for downloading and completing the form. 

If you were able to complete the form on the website, here’s how to send it to us. 

When you are finished entering 

your information, press the 
"Print Form" button at the 
bottom of the form, or use the 
browser's printer icon button

and the Print Dialog box will 

open as shown on next slide. 

Change the Destination 

Printer by pressing the drop 

down arrow and selecting 

“Microsoft Print to PDF”.   

Then press the Print 

Button. 

The “Save Print Output” 

dialog box will open, as 

shown in the next slide.  



Send the saved form, as an e-mail attachment, to lacrossecentralhighschool1972@gmail.com.  If you have never sent an 

attachment via e-mail, most e-mail apps use a Paperclip Icon to open an “Attach File” dialog box.  In the dialog box, look 

for the folder you saved the file to.  If you used my suggestion, the file will be in the Desktop.  Select the file, and press 

open, select, or whatever your e-mail app uses to attach the file.  When you return to the e-mail, you should see an icon 

showing the file has been attached.  Press Send when you see the icon. 

Select your preferred destination 

folder, I would suggest the 

Desktop, to make it easy. 

You may change the file name if 

you wish, 

Then press Save. 
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Method 2 

Downloading a blank copy of the Form 

If your device will not allow you to complete the form, follow these steps. 

To complete, open the folder you saved the form to.  Right click on the file name and a dialog box will open.  Find and 

hover over “Open With”, in the dialog box, and select your preferred App or Browser (EDGE works well) to open the 

form.  Enter your information into the form, save it, and e-mail it, as an attachment, to 

lacrossecentralhighschool1972@gmail.com. 

Download the form to your 
desktop, or other devise, by 
pressing the Download Icon, which 
opens a dialog box.  Please go to 
the next slide. 

If you prefer a simpler method, just 
print the form, using this icon, and 
fill out the paper copy.  Once 
you’ve entered the information, 
take a picture and send it to 
lacrossecentralhighschool1972@g
mail.com , or 

snail mail the form to: 
Central HS Class of 1972 
W251S5081 Cartwright Circle 
Waukesha, WI 53189 

In the dialog box, select 
your preferred destination 
folder, I would suggest the 
desktop is easiest to find. 

You may change the file 
name if you wish. 

Then press Save. 

If this dialog box didn’t 
appear, your file was likely 
automatically saved to your 
Download Folder. 
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