22 March 2018
Instructions for Completing the OSLA Intake Form to challenge the pay cut
1. Do not use a tablet or a Mackintosh computer when completing the intake form. The form is
only compatible with Windows computers.
2. Right click on the intake form and save it to your desktop without opening it or altering the file
name. Then open the document from your desktop.
3. Complete all the fields in the intake form then again save it on your desktop without renaming it:
 To enter your date of birth or date of entry on duty, left click the square box next to the
2018-03-15 date to enable you edit the year.
 Edit the year either by putting your cursor on the reflected year then deleting it and
entering the correct year, or by highlighting/selecting the reflected year then writing the
correct year over the highlighted/selected year (in the first screen shot below, I have
changed the year from 2018 to 1975).
 After changing the year, select the relevant month from the dropdown list that gets
revealed when you click the downward-facing triangle that appears on the left side of the
year field (see the second screen shot that shows that the month of April has been
selected from the drop-down list). Left click once on the selected month to reveal the dates
then select the relevant date in the month (see the third screen shot).
4. Create an email to us and attach the form on to the email then send it to us. Do not click on the
'Submit to OSLA' link that appears on page 6 of the intake form because it never works most of
the time.

Recording the relevant year

Selecting the relevant month in a year

Selecting the relevant date in a month

Form showing a date of birth as 30 April 1975.

