
Instructions for Completing a Fillable Form 
 

• Click the link to the file you require, which opens the form in a web page.  

• Roll your cursor to the top of the form to open the task bar. Click on the “download” icon. 

• Choose a destination folder to save the document, and for “Save as type,” choose an “Adobe 
Acrobat Document.” Add a hyphen and your name to the “File name” and Click “Save.” You have 
now saved a copy of the form. 

• Start Adobe Acrobat Reader, click “File,” “Open,” and open your saved document. Complete the 
form. 

• Click on the “File” tab and choose “Save As...” 

• Choose a destination folder to save the document. The “Save as type” will automatically be 
“Adobe PDF Files.” Click “Save.” You have now saved your changes to the fillable form. 

• Attach this saved pdf if you need to e-mail an electronic version to someone else. 

 

Instructions for Signing a pdf 
 

Some people occasionally run into grief trying to get multiple signatures on a PDF. The most important 
thing to keep in mind is that once a signature has been added to a PDF, people will not be able to 
change or add to any of the fields in the PDF; only additional signatures can be added at that point. After 
all, people should not be changing the contents of a document after someone has signed it. 

If you are filling PDFs, ensure you use Adobe Acrobat Reader to complete the form and sign it. DO NOT 
use a PDF editor such as Adobe Acrobat Pro as editing a fillable PDF can cause breakage and invalidate 
the signing mechanism. 

If you have a form which a grad student and a supervisor need to sign, you should probably do the 
following: 

1. The grad student should complete all fields on the PDF, but not add a signature. 
2. The grad can then save the PDF and pass it on to the supervisor. 
3. The supervisor can complete the fields they are responsible for. 
4. Once all fillable fields are completed, the supervisor can sign the PDF, save it, and pass it back to 

the grad. 
5. The grad can then sign the PDF, save it, and pass it on to whomever needs to see the completed 

PDF. 
Again, keep in mind that once the first signature is added, none of the fillable fields in the PDF can be 
changed. This includes the Date field beside the grad signature, so ensure that it’s also completed before 
the supervisor signs it. 
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