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Open the document, then from the 
navigation menu on the right select edit 
PDF.  

You will see a box appear around the 
job description area indicating that the 
text within is editable. Add position 
title, description and review date.

Save and publish.

Download the HR template document to your computer, open with Adobe 
Acrobat.  (If you do not have Adobe Acrobat, contact the help desk at 5555 and 
request that it be installed on your machine.)
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Job Title

Job Description

Priority Review Date: xx/xx/201
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