
Completing an Online Form 

1. Open PDF document in Adobe 

 

2. Click on Fill & Sign 

 

3. Scroll to the part of the form that needs to be completed and select the Ab (text) option to 

type into the form 

 

  



4. Click in the space that needs to be filled out, this will open a text box and allow you to type  

 

5. Repeat this for all spaces that need to be filled out 

 

  



6. Once you have completed all spaces you will need to sign the form. Click on the Sign icon 

Please note: Once you sign the form and save it, you cannot make any further changes to the 

text you have entered) 

 

7. Select Add Signature 

 

  



8. The screen below will open and allow you to choose to; type in your signature, draw it using 

your mouse or touch screen, or insert an image of your signature. 

 

9. Once you have placed your signature in, click Apply and your signature will be inserted into 

the document. 

10. Move the signature until it is in the correct position. 

 

  



11. Save the document by clicking on the disk icon in the top left corner of the screen or 

selecting File – Save 

 

12. To send the document back to your child’s teacher, click on File – Send File – Attach to Email 

 

13. This action will open a new email with your completed PDF form attached. You can then 

send the email directly to your child’s teacher. 


