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Purpose:  

1. To fill out .pdf forms without printing. 
2. To gather needed signatures while keeping the document digital. 

 

Step 1: Open Form 
 

1. Open the .pdf form in Adobe Acrobat. 
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Step 2: Fill in Text 
 

1. Click  
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2. Click  
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3. Click in fields that need to be filled. Enter correct information (DO NOT ENTER 
SIGNATURES): 

 

  

NOTE: Make sure all fields except for 
signature blocks are filled out 
(INCLUDING DATE FIELDS!). Later we 
will sign this document. Once signed 
it cannot be edited. THIS MEANS YOU 
CANNOT GO BACK AND ADD TEXT 
THAT YOU FORGOT THE FIRST TIME! 
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4. Here it is complete: 

 

5. Click to save document. 

 

NO SIGNATURES YET! 



How to –  Use Acrobat to Fill Out and Sign Forms 

Ver. 1.0 

12 March 2020 

6 | P a g e  
 

6. Click  
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Step 3: Sign 
 

1. Click  

2. Click  

3. Click  

 

4. If you do not have a signature, the software will prompt you to create one: 
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5. Click  
6. Accept the system offered signature or customize at your discretion. 

 

7. Click  
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8. Drop signature on signature line.  

 

9. Repeat process for all Signature fields. 

  

NOTE: Signed 
documents cannot be 

edited!! 
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10. Click  

11. Click  
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Step 4: Send for Signatures 
 

1. Click  

2. Click  
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3. Add signer email address(es). 

 

4. Click  
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5. Click the location(s) on the document that need the recipient’s signature. 
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6. Click  
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7. Adobe will (probably) prompt you with a message concerning signature blocks. 

 

8. Click  
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9. Adobe will confirm delivery. 
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10. Adobe will send you a copy of the signature request via email. 
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11. Adobe will send you confirmation and a copy of the document once it has been signed. 

 

12. Click  link to view the signed document. 
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13. You may now download, save, print or email to wherever this document needs to go. 
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