How to Use Adobe Acrobat Reader DC to
sign a PDF document

Using Adobe Acrobat Reader DC to manage document approvals remotely

1. Ensure you have Adobe Acrobat Reader DC
installed on your computer.

Adobe Acrobat Reader DC can be
downloaded here.

2. Open the PDF document with Adobe Acrobat NOTE: The tools referenced may not be available if the file

Reader DC is opened from within your browser window. If that is the
case, save the file and then open it from Adobe Acrobat
Reader DC program.

/. Fill & Sign

|Fi|| and sign forms or get them signed from others|

r

3. Click Fill & Sign from the right hand options

4. When the pop-up box opens asking you what What do you want to do?
you want to do, select Fill & Sign.

NOTE: The other option is only available if you have a paid
account. These instructions apply while using the free

Adobe Acrobat Reader DC.
L

Fill, sign and send

Fill form fields, add text and draw or ARl signers, mark whe e

type your signature. sid send it out and track YgRg

Request signatures
5. Now back at the document, click the Fountain . éj’ . . ﬂ
. . . . — Ign
Pen icon in the Fill & Sign menu bar at the top fu 210

of your window.
6. If this is your first time to do this, you will
need to click Add Signature. MILEIPERTE (4 | Sencha Signer ©

If you have already added your signature, you

will select it and skip to Step 7. Add Initals @ Add Initals Q)
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https://get.adobe.com/reader/otherversions/
https://get.adobe.com/reader/otherversions/
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6b. To add your signature, type your name where 2 & =
indicated. Or, choose Draw and sign your

name with your mouse. ( ; ! é'iJW}_/

By default, your signature will be saved for ya
[74

you to easily use it again.

Click Apply.

@

7. With your signature selected, find the place in ing not exceeding the maximum provi
the document where you need to sign. ! PP"OVEl to exceed t
Click to place your signature in that spot. If
you place it in the wrong spot, click on it

again and delete or move it to the correct Sm SWA,
&

e terms and conditions set forth.

location. Contract Employee
®
8. Select the text tool to enter other required mwlx v o — e & sion ®
information. -
9. Click on the document where information is John Doe 24Mar2020

Date

required and type the information.

Date

10. You can use other tools to add necessary tside the contracted weel e
atract constitutes part ee 7
marks to the document. (Click the ellipsis to stated.
toggle options.) oo mRrA CoTTocrive AgropintY B o o sxbecd 4
11. When you are done signing and marking the CH Edit View Window Help
document, click File > Save OR File > Save As = open.. Ctrl+0

to save the signed document.

Save Ctrl+5
Save As... Shift+Ctrl+5
Save as Text...

12. Attach the signed document to an email
returning it as required.
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