Digital Date Stamp Creation Job Aid

*%* PLEASE FOLLOW THE STEPS BELOW EXACTLY AND IN ORDER TO ENSURE PROPER
CREATION OF THE STAMPS! ***

1 — Keep these instructions open while you follow the steps. Or print them if you have a printer available.

2 — Download the seven attached PDFs in the email to your desktop. (To do this: Right-click on one of the attachments in
the email, select “Save All Attachments”.
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File Message Help Acrobat Attachments Q Tell me what you want to do
= N
S X |[B R @ |RHE|=
Open Quick Remove Save  SaveAll Select Copy Show
Print Attachment As  Attachments All Message
Actions Save to Computer Save to Cloud Selection Message ~

Digital Stamp Tool Installation
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3 — Click “OK” on the following screen listing all the attachments that are being downloaded.
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4 — Click on “Desktop” on the left pane.

Attachment Tools al Stamp Tool Installation - Message (Plain Text)
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5 — Minimize all windows that you have open. Right-click the ReceivedDateStamp.pdf you just saved to your Desktop.
Select “Open with”, and select “Choose another app”.
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6 — Click on “Adobe Acrobat DC” (or whatever is the newest version of Acrobat which is currently installed) not Acrobat
Reader or Microsoft Edge. Click the check box that says “Always use this app to open .pdf files”. Then, Click OK).
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7 — Scroll down to the second page showing the stamp template. Go to the “Tools” tab on the top left.
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8 — Scroll down and find the “Edit PDF” and “Stamp” buttons. If you have not previously added these tools, the word
“Add” should appear under each. Click on “Add” for each. (If the word “Open” appears instead, skip this step.)
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9 — Click on the new “Edit PDF” tool you just created on the tools menu on the right side.
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10 — Highlight the information that needs to be updated (such as group number and city). And, update your information
accordingly.
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11 - Exit adobe completely by clicking the “x” on the top-right of the window. And, make sure to click “Yes” to save
changes. Do not skip this step!
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12 —Click, hold, and drag with your mouse to highlight the line of text below, right-click on it, and select Copy:

C:\Users\XXXXX\AppData\Roaming\Adobe\Acrobat\
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Digital Date Stamp Creat’_
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\AdobelA
1A

& 1 Remindess) B ¥ Sumpinstructions-.. &5 @ Conversation (2 Parti.. ) Video Gallery - Conve.. AR O wO s B

8

Job Aid by Daniel Matzke Jr, Francisco J. Cabello, and Erica Jimenez



Digital Date Stamp Creation Job Aid

13 — Click on the magnifying glass on the lower-left-hand corner of your screen (to the right of the Windows icon). In the
blank field that appears which says, “Type here to search” right-click and select Paste. (NOTE: You must highlight the
XXXXX in order to change this to your SEID). Then, press Enter.

A2BbCCDC| AaBDCCDC

Digital Date Stamp Creation Job Aid
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14 — On the Windows Explorer window that opens, double-click on the “DC” folder (or whatever is the newest version of
Acrobat which is currently installed).
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16 — Move the window over so that you can see your Desktop. Select all seven of the PDFs that you downloaded
(highlight them all or single-left-click on one of them, hold CTRL, click on each of the other six while still holding CTRL).
Right-click on one of the PDF files that is now highlighted and select “Cut”.
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18 — Close the Windows Explorer window where you just pasted the PDFs. Do not skip this step!
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Publisher ITRemote Support  STUFF TO MAIL
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Congratulations! You have now created your IRS stamps, and these will now be usable for all future documents.

(NOTE: You do not need to repeat the steps above again if the stamps function properly after testing them with the
steps below.)
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To use the Received Date Stamp:

1 — Open any other PDF document you would like to stamp. Scroll down on the “Tools” menu on the right-hand side.
Find the new “Stamp” tool and click on it. (If you don’t see the “Stamp” tool here, repeat Step 8 above.)

941--2020-01-00.pdf - Adobe Acrobat Pro DC - [=J
e tat Vew Son Vindow Help ®
Home  Tools 1941--2020-01-00... X @
BYBRQOO "+ MDD - TFT B2 aD
1] Search tools
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& Trade name ey | ‘ [ 2 A, May, June. A, Fill &sign
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asrns | I R PR — B Export POF
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= e
[ [ | [ send for Comments

i i F . Type or print within the boxes. B3 Comment
Answer these questions for this quarter.
Number of employees who received wages, tips, or other compensation for the pay period i3 Scan & OCR
including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4)

Wages, tips, and other compensation y O Protect

Federal income tax wi /ages, tips, i . & Certificates

1fno wages, tips, and other compensation are subject to social security or Medicare tax i B3 4t pDF
Column 1 Column2 LE

Taxable social security wages . . . [xo012a= . & samp

Taxable social security tips . . . . |xo012a=

Taxable Medicare wages & tips. .
Taxable wages & tips subjectto

1

Add Column 2 from lines 5a, 5b, 5¢, and 5d

Notice and
Total taxes before adjustments. Add lines 3, 5e, and 51
Current quarter’s adjustment for fractions of cents

Current quarter’s adjustment for sick pay

2 — Open the “Stamp” menu by clicking on “Stamp” at the top center. There should be a checkmark next to “Show
Stamp Names”. If there is not a checkmark there, click on “Show Stamp Names”. Reopen the “Stamp” menu to confirm
that the check mark now appears.

|7 -2020-01-00 p - Adobe Acrobat Pro DC. =
et View Son Vindow Hlp ®
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il Go o gouFomss fo
Show Stamp Names |\ Instructions and the latest information.
o
d 00 ol

Read the separate instructions before you complete Form 941. Type or print within the boxes.
X Answer these questions for this quarter.

1 Number of employees who mwmnmuoﬂmmm&nmlwhmm
including: Mar. 12 (Quarter 1), June 12 ( or Dec.

2

Wages, tips, and other compensation . . . . . . . . . . . . . . . ..

3 Federal income tax withheld from i jon .. . . . .

1fno wages, tips, and other compensation are subject to social security or Medicare tax
Column 1 Column 2

Taxable social security wages . . x0.124=

Taxable social security tips . . . . |xot2a=

Taxable Medicare wages & tips.
Taxable wages & tips subjectto [
Additional Medicare Tax i

] 0000 A

Add Column 2 from lines 5a, 5b, 5¢,and6d . . . . . . . . . . . ...

Notice and

Total taxes before adjustments. Add lines 3, 5e,and 5f . . . . . . . . . . . .

forfractions of cents . . . . . . . . . . . . .
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3 - Click on “Stamp” at the top center again. Select “IRS Stamps”, then select “Received Date Stamp”. (Note: Make sure
that you see the “IRS Stamps” menu and that you see seven stamps. If not, you missed a step and you need to start over
on the prior section of instructions.)

IC £941--2020-01-00.pdf - Adobe Acrobat Pro DC = o
e £ View San Vindew Hel ®
Home  Tools 1941--2020-01-00... % @
U, =
B ¥ 8 28 Q ® @ 1/ N DOO® wm-J T B2 LD
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Read the separate instructions before you complete Form 941. Type or print within the boxes.
Answer these questions for this quarter.

1 Number of employees who received wages, tips, or other compensation for the pay period

including: Mar. 12 (Quarter 1), June 12 ), Sept. 12 ), or Dec. 12 )

2 Wages, tips, and other compensation

3 Federal income tax withheld from wages, tips, and

1fno wages, tips, and other compensation are subject to social security or Medicare tax
Column 1 Column 2
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Taxable Medicare wages & tips. .
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Additional Medicare Tax withholdi

Add Column 2 from lines 5a, b, 5c, and 5d

Notice and e
Total taxes before adjustments. Add lines 3, 5e, and 51

for
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4 —The transparent stamp should now be hovering over the text. Move the stamp where you want it, and click your
mouse to place it. (If a dialogue box like the one on the second screenshot below appears asking for your identifying
information, check the box next to “Don’t show again” in the bottom-left area of that box and click “Complete”.)

I[ 941--2020-01-00.pdf - Adobe Acrobat Pro DC = [=]
e Edt View Sgn Window He ®
Home  Tools 1941--2020-01-00... % @
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Read the separate instructions before you complete Form 941. Type or print within the boxes.
Answer these questions for this quarter.
Number of employees who received wages, tips, or other compensation for the pay period
including: Mar. 12 (Quarter 1), June 12 ( ), Sept. 12 ( ), or Dec. 12 )

Wages, tips, and other compensation

Federal income tax withheld from wages, tips, and

1fno wages, tips, and other compensation are subject to social security or Medicare tax
Column 1 Column 2

Taxable social security wages . . - [xor2a=
Taxable social security tips . . . . |xo12a=

Taxable Medicare wages & tips. .
Taxable wages & tips subjectto
Additional Medicare Tax withholdi

Add Column 2 from lines 5a, b, 5c, and 5d

Notice and e
Total taxes before adjustments. Add lines 3, 5e, and 51

for

Identity Setup E X
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digital identity stamps.
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Email Address: I
- Don't show again | Complete I Cancel l
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e Acrobhat™Adnb
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5 — A pop-up box will appear and ask you for the date. Click “OK” if the default date is correct. Or, edit the date to
whatever you need using the specific format shown (mmm dd yyyy; i.e. Apr 15 2020).
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Digital Date Stamp Creation Job Aid

6 — In order to resize the stamp, click on the text of the stamp again. Then, use your mouse to click and drag on the
squares at the corners.

7 — If you would like to rotate the stamp, click on the text of the stamp again. Use your mouse to click and drag on the
circle on the top center in order to rotate the stamp into the appropriate orientation that would best fit the area where
you want to use the stamp.

Congratulations! You have placed your “Received Date Stamp”.
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Digital Date Stamp Creation Job Aid

To use the TC 599 / CC XXX stamps:

1 — Click on “Stamp” in the top center, then select “IRS Stamps”, then choose the appropriate TC 599 / CC XXX stamp.
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Digital Date Stamp Creation Job Aid

2 —The transparent stamp should now be hovering over the text. Move the stamp where you want it, and click your
mouse to place it. You can also resize it as on Step 6 on the prior section.
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Congratulations! You have placed your “TC 599 / CC XXX Stamp”.

The following instructions will cover a possible change that needs to be made on the printing dialogue box the first
time you try to print a document with a stamp.
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Digital Date Stamp Creation Job Aid

When printing a stamped document for the first time:

1 — After stamping a document for the first time, you must make sure that you did not inadvertently change a setting in
the print dialogue box. Under “Comments & Forms”, the drop-down menu must have “Documents and Markups”
selected. If this option is not selected, the stamps will not appear on your printed document. Once you have confirmed

this, continue to print as usual.

[Jsaveink/toner (@

Printer: | Lexmark Universal v2 XL v Properties Advanced
Copies: |1 = [ Printin grayscale (black and white)
. 069
Pages to Print pealelbo e
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Page Sizing & Handling (1)
Size Poster Multiple Booklet
OFit O Actual size
(® Shrink oversized pages (O Custom Scale: 100 %

[[J Choose paper source by PDF page size

[JPrint on both sides of paper

Orientation:
@® Auto O Portrait O Landscape
Comments & Forms '
<
Document and Markups v || Summarize Comments

Document

Document and Markups

Document and Stamps

Caven Sialde ank.

Congratulations! You have now used all the stamps successfully.
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