
How to fill out a PDF document 

1. If the PDF document does not have fillable text fields, open the “Fill & Sign” toolbar by clicking 
on its icon: 

 

2. The “Fill and Sign” toolbar will open. Click on the “Add Text” icon to be able to add text to the 
PDF document: 

 

 



3. Position the text in the desired location and start typing 

 

 

 

How to sign a PDF document 

1. Scroll down to the signature line in the PDF 
2. Click on the “Sign Document” icon from the toolbar 

 



3. The “Fill & Sign” toolbar will open. Click on “Sign” > “Add Signature” 

 

 

 

4. Click on “Draw” and draw your signature with your mouse 

 

5. Position your signature in the document, adjusting the size if needed 



 

6. Save the document on your computer. 

 


