How to Create a Non-Fillable PDF

PrimeWest Health does not accept fillable forms (i.e., forms that can be edited) submitted
through the Provider Web Portal. After completing a form, do the following to save the
document as a PDF that cannot be edited.

1. Click File > Print
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2. Select “Microsoft Print to PDF” in the Printer dropdown box
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3. Click Print

Printer: Microsoft Print to PDF v Properties Advanced Help @
Copies: |1 = [1Print in grayscale (black and white)  []Saveink/toner (D
Pages to Print Scale: 100%

® Al (O Current () Pages Cover-1-14 8.5x 11 Inches

» More Options

Page Sizing & Handling (1)

Size Poster Multiple Booklet Comprehensive
Multi-Disciplinary Evaluation
) (EMDE} Meclical Mecessity Summary
OFit O Actual size Information
(®) Shrink oversized pages (O Custom Scale: 100 %

[] Choose paper source by PDF page size

Orientation:
@) Auto (O Portrait @] Landscape
Comments & Forms
Document and Markups ~ | Summarize Comments -
Page Setup...

4. Select the location on your PC that you want to save the PDF, then give it a file name and
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The form will be saved in the location you chose as a PDF that cannot be edited. This is the file
that should be submitted in the PrimeWest Health Provider Web Portal.
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