nAFLPLES
COmPUTERS

PRINTABLE HOW-TO GUIDE

NAPLES COMPUTERS HOW-TO - PC & MAC BASICS
Fill In and Sign a PDF Form

Most PDF forms can be filled in and signed right on your screen, no printer or scanner needed. This guide
covers opening the PDF, filling in its fields, adding your signature, and saving a clean copy to send back.

Why do it this way

It's faster than printing, and it leaves you a clean digital copy.

No printer or scanner needed
Everything happens right inside

the PDF, on your screen.

Works on a computer or phone
The same basic steps work
whether you're on a laptop,
tablet, or phone.

Fill in and sign a PDF form, step by step

You keep a clean digital copy
Easy to save, attach, or upload, no
crumpled scan required.

FILL & SIGN

0 Need to sign a form but no Full Name

printer?

You can fill it in and sign it right on your screen, no

printing or scanning needed.

WHAT TO DO

We're Naples Computers, helping Naples

a Service Agreement.pdf

Pat Jones

Date

Comments

10/29/2026

239-555-0142

families with this since 1993.

Naples Computers - 239-513-1960 - naplescomputers.com

~\N

Signature
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a Service Agreement.pdf

OPEN IT Full Name
0 Open the PDF Pat Jones
Date Phone
A form you download or receive by email usually [l ] 739-555-0142
opens right in a PDF viewer.
Comments
WHAT TO DO
Your computer's built-in viewer, or a free app
like Adobe Acrobat Reader, both work fine. UClicktosign 1
Signature

a Service Agreement.pdf

FILL IT IN

Full Name
© Fillin the fields pt o
Date Phone
If the form has fillable fields, just click directly into [l ] 7365550142
each one and type.
Comments
WHAT TO DO
Your cursor will blink right inside the box, the
same as any text field online. E'c'"'c; T :
Signature
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a Service Agreement.pdf

SIGN IT Full Name
o Add your signature Pat Jones
) ) ) Date Phone
Draw it with your mouse, trackpad, or finger, or type 10/29/2026 739-555-0142
your name in a script font.
Comments

WHAT TO DO

Most apps let you save your signature once,

so you don't have to redraw it every time. ~\N

Signature

a Service Agreement.pdf Q

SAVE IT Full Name
o Save and send it back Pat Jones
Date Phone
Save the signed PDF, then attach it to an email or 10/29/2026 739-555-0142
upload it wherever it's needed.
Comments
WHAT TO DO
Keep a copy for yourself, too, in case you ever
need to check what you signed. ~\N

Signature

A few tips

[:] No fillable fields? You can still sign it
Most apps let you add typed text or a signature anywhere on the page

O Use a secure upload link when offered

Safer than emailing a filled-out form with sensitive details

O Always keep your own saved copy

Handy if anything ever needs double-checking later
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Recap: fill and sign a PDF

D Open the PDF in your built-in viewer or a free C] Save, keep a copy, then send it back

app )
C] Need help with a stubborn form? Call Naples

D Click into each field and type Computers

C] Draw or type your signature

If a form doesn't have fillable fields, most apps still let you add typed text or a signature

anywhere on the page, you're not stuck printing it just because the fields aren't built in.

Stuck on filling out or signing a form?

& nreLes, . Call 239-513-1960

naplescomputers.com - We Make I.T. Happen!
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