
Instructions on How to Make a PDF Writeable: 

Step One: Make sure you have Adobe Reader installed on your computer. You can go to the link below if 

you do not have it on your computer.  

https://get.adobe.com/reader/ 

Step Two: Open the PDF document that was sent to you.  

Step Three: You will have to download the document by hitting the download button on the top right 

corner. It looks like a sheet of paper with an arrow pointing down.  

 

Step Four: A pop up window should open. Choose Open with Adobe Reader. It should open in Adobe 

Reader.  

 

Step Five: Then in the top right corner click on Fill and Sign.  



 

Step Six: The tools to write should then display on the right side of the screen. 

 

Step Seven: Click on Add Text then drag your courser where you want to add text.  

 

 

Step Eight: You can also use the Add Checkmark tool if needed.  



 

 

Step Nine: Once you are done adding text to the document. Click File – Save As – Then save the 

document so it has your First Name Initial and your last name. I like to save my files on my desktop or to 

another file.  

 


