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QCWA St George | Electronic Forms 
Filling in Forms Using Adobe Reader (Free) 
Forms with Form Fields 
Forms have which have been generated for electronic completion 
are able to be easily completed electronically. For this example, 
we will use the Foersom PDF example form: 
http://foersom.com/net/HowTo/data/OoPdfFormExample.pdf 

1. The first step with any form is always to save a local copy, 
sometimes when you open a form online it will let you 
complete, but it is best to download and save it to a 
location that is meaningful so it can be found easily in the 
future (not just in amongst all your downloaded files). 

2. Open the form in you PDF Reader, for this example we’ll 
use Adobe Reader which is free to download from 
https://get.adobe.com/reader/ 

3. As we can see when opening this document in Adobe 
Reader and in the screenshot to the right, the fillable form 
fields highlighted in blue (You may need to toggle field 
highlighting on in the green bar). Having the highlight 
feature turned on helps to highlight the fields which need 
to be completed. 

4. In each of the first seven fields we can type our 
information, let’s do this now. With some forms, there can 
be input validation (this one does not have that) which 
may limit entry into a field to a particular character set 
(e.g. numbers only) or a specific length. 

5. For the Country and Gender we are presented with a 
drop-down list to make a selection from. Unfortunately, 
this example form does not have Australia as a country 
option, so just select a country here. 

6. Enter your height as requested, this form does not have 
input validation turned on, so any value can be entered 
here. This is important to check when completing forms. 

7. The next form field type is a check box. These can be used 
to indicate yes or no (such with the question relating to drivers licence) or to enable multiple responses to 
be given to a single question (languages spoken). When completing forms it is important to confirm any 
prefilled responses (English is selected when the form is opened. Select if you have a driver’s license and the 
languages you speak. 

8. Select your favourite colour from the dropdown list for the final question. 
9. We have now completed the form. Depending on the nature of the application being made we can print the 

form to submit physically, or we can save the form for electronic submission. 
10. To save the completed form choose File then Save. By default Acrobat will ask you to give the document a 

new name, as this is now a completed form. This feature is handy if the form is being used multiple times, 
such as an individual form which needs to be completed by both you and your spouse. 
 

Recommendation: Save the form in a naming format that makes sense to you. It may be the name of the 
form, followed by the date for forms which need to be completed multiple times a year, or by the name of the 
event it is related to (such as venue hire forms) or it might be a combination of both. Develop a pattern that 
works for you and be consistent!  

http://foersom.com/net/HowTo/data/OoPdfFormExample.pdf
https://get.adobe.com/reader/
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Forms without Form Fields 
Sometimes we encounter forms which have not been created to be completed as simply, these can still be 
completed electronically, but it just isn’t quite as nice. For this example we will use the QCWA Bequest form: 
https://www.qcwa.org.au/resources/Documents/Ways%20to%20Support/Bequests-Dec-2019-updated-12-Mar-2020-1.pdf 

1. Download and save the document to a meaningful location 
on your computer. 

2. Open the PDF in Adobe Acrobat 
3. From the menu bar, select View, then Fill & Sign to open the 

Fill & Sign Tools in the right pane to enable us to complete 
this form. 

4. Select the Add Text tool from the list and then click in the box 
beside Name and type your name. If the text isn’t quite 
aligned right, press the ESC key and then move the mouse 
over the text and use click and drag to position in the correct 
location. 

5. Click into the Address field and type your address. Using this 
tool we are able to enter multiple lines of text by pressing the 
Enter key (carriage return). If your address is too large to fit in 
the box, decrease the font size using the button on the 
floating menu. The next text added will use this same size. 

6. Add you phone number and email by clicking in the 
appropriate field and typing your details. 

7. The right side of the form asks for a tick to be placed in the 
appropriate option, using the Add Checkmark tool we can add 
a tick into the appropriate box. After selecting the tool a 
transparent check will appear to allow easy placement. Once happy with the location, single click to place 
the mark. The size of the checkmark can be adjusted using the blue corner squares to size it appropriately. 
Final placement can also be adjusted by moving the mouse over the centre and using a click and drag. 

8. Finally, it is time for a signature. Depending on the purpose of the form some will require the form to be 
printed and signed, but for others an electronic signature is sufficient. For those where an electronic 
signature is acceptable, we can select Place Signature from the Fill & Sign Tools menu. 

9. Options are presented in a dialogue for how you would like your signature to appear. Options include: 
a. Typing a signature and adjusting the font 
b. Capturing using a webcam (using black ink on white paper, then holding in front of the camera) 
c. Drawing signature using mouse or touchscreen  
d. Using an image captured by either scanner or camera 
e. Using an electronic signature 

The easiest option is option a, although option c might also work for you. Using a copy of your handwritten 
signature (option b or d) can have risks associated with your physical signature being electronic if used 
inappropriately by people who have access to your computer. 

10. Select Type my Signature and enter your name in the field. Clicking Change Style at the bottom of the 
preview will alternate between the four available font styles, choose your favourite then click Accept. 

11. Your signature will then appear under the cursor, move it to 
where it needs to be placed and click to apply. The size of 
your signature can be adjusted using the blue corner squares 
to size it appropriately. Final placement can also be adjusted 
by moving the mouse over the centre and using a click and drag. 

12. After clicking File and Save, Adobe will ask where you want to save the completed form an automatically 
adds “signed” to the end of the document name to indicate that it is a completed form. 

 

https://www.qcwa.org.au/resources/Documents/Ways%20to%20Support/Bequests-Dec-2019-updated-12-Mar-2020-1.pdf
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