Electronic PDF
Instructions
Instructions for Tablets, Laptops and Desktops
This document will help you understand how to use
your new electronic documents from TRADE-DOCS on
all devices using Adobe’s “free” Acrobat Reader App on
Desktop and Tablet operating systems.
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Complete Your Electronic Forms Easily
Electronic documents purchased through TRADE-DOCS are industry standard Adobe Acrobat PDF
documents. These documents can be used on Windows, Mac, Android and iOS platform with a simple
“free” download from Adobe. These instructions aim to walk you through the best practices for using
these PDFs. If you are a regular user of PDFs and you have a way of working that suits you, then these
instructions can be ignored as there ar e no right and wrong ways, just whatever works for your work
flow.

Where to download the PDF apps:
The desktop versions of Acrobat Reader are downloaded directly from Adobe using the links below. We
highly advise that for security reasons you only ever download these applications directly from Adobe.
With the Android and iOS versions, you need to download these directly from the corresponding Google
Play or Apple App Store by either searching the respective stores of using the links provided below.

Download the App on all platforms for FREE
Windows/Mac: www.adobe.com/uk/products/reader.html
Acrobat Reader for iOS: itunes.apple.com/gb/app/adobe-reader/id469337564?mt=8#
Acrobat Reader for Android: play.google.com/store/apps/details? id=com.adobe.reader&hl=en_GB

Managing Your Electronic Documents
When using PDFs across multiple users or devices, thought needs to be put into how the PDFs are stored
as well as distributed.
Once you have purchased your electronic documents from TRADE-DOC S the ﬁrst thing you should do is
keep the “original” PDFs in a safe place. This may be a local server within your company .
When an electronic document is required to be used, then a mast er copy should be emailed or put onto
the users device. Depending on the users device, this could be any of the following options.
Windows/Mac: Simply email a copy of the “master” PDF to the consultant to save to their “Desktop” or
chosen location. Alternatively, you may use a service such as Dropbox or Google Drive where you could
copy a “master” version into a chosen folder.
Android/iOS: When using tablet devices, it is best to email the “master” PDF to the consultant. Once
the PDF has been received on the tablet via eMail it can then be saved into Acrobat Reader. Further
instructions for how to manage Acrobat Reader on a tablet are included within these instructions.
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Using Your Electronic Forms
The TRADE-DOCS range of electronic forms allow users to open a certificate, checklist or report and fill
them in using the field elements on the form.
Each form is made up of several different field types such as text fields (1), tick boxes (2), and signature
fields.
Text fields can be completed by selecting them and typing in the content as required.

(1)

(2)

Tick boxes are used to either select a single value from where there is only one value suitable from the
list of values available or to select multiple values from the choices made available.
In the example question below, the form expects one option to be ticked and will only allow a single box to
have a tick in it (3).

(3)
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Some sections may not be relevant, where this is the case placing a tick in the black section of the section
header indicates that the options within that section have been purposefully not filled in (4).
(4)

Signature fields are identified by dashed fields (5) and are used to obtain signatures from the users,
or the clients where requested. Whilst signature fields may be midway through some forms, the fields
themselves should be completed after all other fields on the form have been completed.

(5)

Signature fields behave differently on Adobe Acrobat Reader software depending on whether you are
using a computer or a tablet. More on signing can be found later in this guide.

www.trade-docs.com

Signing Electronic Forms on Desktop/Laptop
Certain forms have different types of signatures required, some forms may have an area for a client to
sign and others may have an area for an engineer’s signature.
Signature fields can be filled in by using the Adobe Acrobat Readers digital signing process which can be
triggered by clicking on any of the signature fields present on the form or by using the Fill & Sign feature
on the software.

Fill & Sign
The Fill & Sign feature is similar to the tablet method of signing, allowing the user to create editable
signatures that can be updated easily.
1. Click on the ‘Fill & Sign’ option using either option (1a or 1b).
(1b)

(1a)
2. Click on the ‘Sign yourself’ option from the top (2) and then ‘Add Signature’ (3).

(3)

(2)
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3. Either type, draw or upload an image (4) your signature and click ‘Apply’ (5).
(4)

(5)

4. Drag and resize your signature onto the relevant signature field.
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Digital Signatures
When signature fields are displayed on Adobe Acrobat Reader on computers and laptops, they can be
clicked to sign using the Adobe Digital Signing feature.
To activate this, simply click on any field displayed as a digital ‘Signature’ field.
1. Select your Digital ID (1).
2. Enter your password and click ‘Sign’ (2).

(1)

(2)
If a digital signature is not available, follow the steps listed in the next section of this guide titled ‘How
to create a PDF signature using Adobe Acrobat’.
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Signing Electronic Forms on Tablet
Certain forms have different types of signatures required, some forms may have an area for a client to
sign and others may have an area for an engineer’s signature.
Signing on a tablet makes use of the Adobe Acrobat Reader’s in-built signature tool, this allows the user
to complete any number of signature fields.
1. Tap on the Pencil Icon (1) in the bottom right of the tablet screen.

(1)
2. Tap on the ‘Fill and Sign’ option (2).

(2)

3. Tap on the ‘Sign’ icon (3) from the top bar.
(3)
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Signing Electronic Forms on Tablet
4. Tab on the ‘Create Signature’ (4) option (or select your pre-existing signature if available).

(4)

5. Draw your signature in the ‘sign here’ box (5).

(5)

6. Tap anywhere on the document to drop your signature onto it, then using the arrows (6), drag to
resize the signature to fit the signature field.

(6)
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For client signatures, we recommend using the ‘Create Initials’ (7) option presented earlier in step 3 after
clicking on ‘Fill and Sign’.

(7)

Once created, these can be removed from the tablet after use by clicking on the remove option (8) beside
the graphic signature and allowing the user to collect different signatures where required.

(8)

When a form is saved after signing using the Adobe Acrobat Signature tool on a tablet, all form fields
will then become locked. It is for this reason and best practice to ensure that ALL form fields are
completed before the signature fields themselves are signed.
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How to create a bookmark on Desktop
1. Open up your internet browser.
2. Navigate to the page that you would like to favourite.
3. Press ‘Control’ (Ctrl) + ‘D’ whilst on the web page (’Command’ + ‘D’ on Apple devices) or click on the
star icon (1) which can be found next to the address bar at the top of the page.
Note: The icon may either be a star or a heart symbol depending on which browser you are using.
4. In the menu that appears, name your new favourite page in the field displayed (2). Once you have
named your new favourite page, select the location/folder where you would like to save the new
favourite page (3). Note: Unless you prefer otherwise, the location should not need to be changed.
Example using Chrome:
(1)

(2)

(3)

www.trade-docs.com

How to add a website shortcut to your
iPad/iPhone home screen
1. Open up your internet browser on your iPad/iPhone.
2. Navigate to the page that you would like to save to your iPad/iPhone home screen
3. Tap the ‘share’ icon directly to the right of your internet search bar (1).
4. Tap on ‘add to home screen’ on the dropdown (2).
5. Replace the text with the title of your choice. This will be displayed underneath the icon on your
homepage. Once you are happy with your title, click ‘add’ (3) in the top right to add it to your desktop.
Example:
(1)

(2) (3)
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How to create a PDF signature using
Adobe Acrobat
1. Before continuing, make sure that you first have Adobe Acrobat downloaded onto your device.
2. Open the document you wish to sign.
3. Scroll down to the field you wish to sign and click into it (1).
4.

If you already have a signature, select it from the list (2), if not, click on ‘Configure New Digital ID’ (3).

(1)

(2)
(3)

www.trade-docs.com

5. Select one of the three options which best suits your requirements. For this demonstration, we will be
selecting ‘Create a new Digital ID’.

6. Select one of the two options which best suits your requirements. For this demonstration, we will be
selecting ‘Save to File’.
Note: The ‘Save to Apple Keychain’ will only be available to Apple devices.
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7.

Fill in the required fields for you signature. Once done, click ‘Continue’.

8. You may change the location of where your ID is saved. If you do not wish to alter this, skip this step
and create a password. Once done, click ‘Save’ and your new Digital ID will be ready to use.

Remember to save your password for future use as you will need to enter it every time you are
signing an Adobe Acrobat PDF.
9. You will now be able to use your preset digital signature on any Adobe PDF files where signature
is required.
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