
How to Fill and Sign a PDF Form 

Step 1: Download the PDF 

From the PDF page, click the download icon on the top right of the screen 

Step 2: Save the PDF 

On the left pane, click “Desktop” (this saves the PDF to your desktop/main computer screen so it will be easy 

to find). Then, click “Save”. 



Step 3: Open the saved PDF from your desktop. 

Close the current screen, and go back to your desktop, or the area that you saved the PDF. Double-click to 

open the file. 

Step 4: Open tools. 

At the top of the PDF, click “Tools”. 

Step 5: Open Fill & Sign. 

Click on “Fill and Sign”. 



Step 6: Create your signature. 

At the top, click “Sign yourself”. 

Step 7: Choose “Add Signature” 

Step 8: Type your name in the box, then click “Apply”. 



Step 9: Place your signature. 

Your cursor will now be “loaded” with your signature. Scroll down on the page and place the signature on 

the line then click once to drop the signature in. 

Step 10: Fill in the rest of the form. 

You can now place your cursor in any blue box/field and type/fill in information needed to complete the 



Step 11: Re-save the file. 

At the top left of the screen, click the “Save” icon. 

Step 12: Choose where to save the file. 

Choose “Desktop” by clicking on that option. If “Desktop” is not listed, you can click “Choose a Different 

Folder”. 



Step 13: Name and save the file. 

On the left, make sure “Desktop” is highlighted in blue. In the “File name” box, click at the end of name, and 

type in your name. Then, click “Save”. 

Your signed PDF is now saved to your Desktop where you can open it, attach it to an email, or upload it! 


