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Description: 
Steps listed below demonstrate how to electronically complete (fill-out) PDF forms using Adobe Acrobat Reader DC software.  
Most fillable PDF forms are sent by JPA employees via  

- Downloadable hyperlink 
- Email 
- JPA’s cloud drive 

          Requirements: 
           - Adobe Acrobat Reader DC 
           - Downloaded fillable PDF form(s)  
               
 -------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

 
 
 
 
 

1. Download fillable (PDF file to be electronically filled out) PDF file 
 

      

                       
 
 
 
 
 
 
 
 
 
 
 
 

http://www.jpalmrandassociates.com/


Fillable PDF Forms                               Information Technology    

KB0020                                            www.JPalmrandassociates.com     Pg. 2 

 
 
 
 

2. Locate downloaded PDF file on computer 
 

 
 
 
 

a. Right click on file 
b. Select ‘Open with’ 

i. Adobe Acrobat Reader DC 
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3. Click ‘Fill & Sign’ link on right side of application 
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4. Fill & Sign (While in Fill & Sign mode) 
a. Click on each field; then type in pertinent information  
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5. Save PDF 
a. Click ‘File’ 
b. ‘Save As…’ 

 

 
 
 

6. Save AS 
a. Select destination of PDF file being saved (..can be saved on desktop) 
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7. Save As 
a. Select destination of PDF file being saved (.. 2nd

 time depending on operating system) 
b. Make sure ‘Save as type’ drop down is ‘Adobe PDF Files (*.pdf) 

 

 
 
 

8. Saved file  
a. Can now be attached to an email and sent to recipient 
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