
Given we prefer that all forms are now executed electronically and include electronic
signatures, below are instructions for completing a PDF electronically.

1. These forms can be completed with writable cells and cells that are not writable with the
standard version of Adobe Reader.

2. If you access the form from the webpage, you have to download it first, and open in the
Adobe application. If you try to complete the online form without downloading, saving and
opening up in Adobe, it will not offer you the upper and side toolbar options you need to access
to complete the form.

The download icon can be found at the top, right hand corner of the screenshot with the arrow
pointing down.

This form has some fillable options which you can see in Blue.



This form does not provide fillable cells, but is still able to be completed with Adobe Reader.



3. Once you have downloaded and saved the document, you can open it in Adobe, and see the
Toolbars at the top and right hand side.



To complete the form, you can use the top toolbar to access the AB option which will generate a
Text Box in which to type. You can also use the X to denote answers that have boxes to
complete



When you need to sign, on the right hand side of the form is the Fill and Sign icon in Purple with
the Pencil.



If you click on the icon for Fill and Sign, it asks you who needs to sign.

4. Click on You and then the Blue Fill and Sign button.



5. It then opens the document and the pencil is at the top of the document and says Sign.



6. From that point you can either use signatures you have saved, upload an electronic signature
you have been provided or click the plus sign and follow the prompts to create a signature. As
you see, I have saved signatures. Next to the signatures, where the minus sign is, there will be
a plus sign where you can add a signature if you don't have one.

7. From this point, you can complete the form, save and email as an attachment to someone
else (e.g the Director of Undergraduate Studies) who will do the same thing.


