Combine Files into a Single PDF and Arrange Pages into a Logical Order
Best practice:  Set a state order (Index) of pages so ICJOs & Field Officer know the expected order of 
                          documents for operational efficiency

-1-  Open Adobe Acrobat:  Select:    “File” > “Create” > “Combine Files into a Single PDF” 
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-2-  Select:  “Add Files”   &   Select File(s) that you want to combine into the PDF
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-3-  Arrange the files into the best and most logical order for review   &   Select “Combine”
         [image: ]
-4-  Once combined into a single document,   review the pages,  make any page order changes.
       Once done:     Select  “File” > “Save As”     and Name and Save the document to your specified location. 
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TOS Scenario 9
Probation (Not Sex Offender) proceeding to Receiving State to Test Residence
*Not allowable for Parole or Sex Offense
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Case Type Selector-TOS Case
Visit for Testing Residence before Transfer of Supervision

'+ 705 Scenario 9 is determined by the following:
o Supervision Status = Probation
© Sex-Related Offense = No
« Visitfor Testing Residence is NOT allowable (error message) i
o Supervision Status = Parole
AND/OR
o _Sex-Related Offense = Yes

56 Initial Tasks: ( NOTE: TOS 5-9 proceeds as in TOS 5-8 54 5-3 where there are 1% & 2" S5 process. Where 1% Round & 2™ Round Required Fields are
engaged. 2mon 1% Round Required Fields & Black * 2 Round Required Fields)

= Juvenile Profile Completion Iss1
o Current Residence *
o Current Legal Guardianship *

= Transfer of Supervision Referral Iss1

Referral Information *

Upload Signed Form Vi *

Legal and Social History

Supervision Ssummary

Cover Letter

School Transcripts/Records

Immunization Records
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