
Instructions for Filling, Saving, and Emailing a PDF on Your Computer 

1. If you do not already have the free “Adobe Acrobat Reader DC” software, you can install it on your 
computer from their website. You do not need to create an account with Adobe. It is available for either 
MS Windows or Mac OS (the website knows which one you need). Push the button for “Download Acrobat 
Reader.” https://get.adobe.com/reader/

2. Save the PDF file to your computer by downloading it (the icon with the down arrow) from a website or 
email. It is normally saved to your computer’s Downloads folder but you may choose where you want to 
save it. You must save the PDF to your computer before filling it out to maintain the information in the 
data fields after completing the PDF.

3. Open the PDF from where it is saved on your computer by double-clicking the file name.

4. Position your cursor in the first space and start typing to fill in the blank. You can move from blank to blank 
using your cursor or the Tab key. For a checkbox, simply click the box and a checkmark will appear.

5. When you finish entering the information (or you need to save and come back later), save your file using 
the floppy disk icon in the top left corner, or choose from the top menu bar,  File, Save As, and giving it a 
name that identifies the PDF and its contents to its recipient. (If you also want a paper copy for your files, 
you can print using File, Print.)

6. When you have completed and saved the PDF, open your email account. Put the recipient’s email address 
in the TO: field.

7. Attach your completed PDF from its saved location on your computer. Most email providers have an icon 
of a paperclip to click on to upload your attachment. You can navigate to the folder that has the PDF form 
and select that file name (double click). The file should appear somewhere in your email (top or bottom). 
Complete any other comments in the body of the email and then send it to the recipient.

Sending completed PDF documents electronically is the preferred method of receipt by the SDB General 
Conference. In doing so, you help to steward the time of our Directors and staff and keep someone from 
having to electronically input your data.  
If you have any further questions, please do not hesitate to contact the intended recipient of your fillable PDF. 
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