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How to Use a Fillable PDF Form

What is a fillable PDF form worksheet?

A PDF form worksheet allows you to enter information and save the file as a PDF. In order to
use a fillable PDF form worksheet, you will need to first install an app to read the pdf, then set
this app as the default application for pdf files. This will also allow you to enter information and
save the fillable PDF worksheet to your computer.

Please note, if you have questions about how to install Adobe Acrobat Reader DC, contact IT by
phone 403.210.9300 or email it@ucalgary.ca.

Below are the instructions on how to download Adobe Acrobat Reader DC to your computer.

Instructions

Step 1: Install Adobe Acrobat Reader DC to your computer

Go to the Adobe Acrobat Reader DC website then choose download Adobe Acrobat located

under Adobe Acrobat Reader DC. Follow the onscreen instructions.

Acrobat DC. It's how the
world gets work done.

View, sign, comment on, and
share PDFs for free.

OPTIONAL OFFERS

I McAfee

) Yes, Install the free McAfee Security Scan Plus utility to
check the status of my PC security. It will not modify existing
antivirus program or PC settings. Learn more

Yes, Install McAfee Safe Connect to keep my online
activities and personal info private and secure with a single
tap. Learn more

GET MORE OUT OF ACROBAT:

Install the Acrobat Reader Chrome Extension
By checking the above, | agree to the automatic installation of
updates for Acrobat Reader Chrome Extension

Install Adobe Genuine Service (AGS) which pertodically
verifies whether Adobe apps on this machine are genuine
and notifies you if they are not
Learn more about AGS features and functionality

Adobe Acrobat Reader DC

The leading POF viewer to print, sign, and annotate POFs.

—* Download Acrobat Reader

Do everything you can do In Acrobat Reader, plus create, protect, convert and ec

L Resder” L

Adobe Acrobat Pro DC

your PDFs with a 7-day free trial Continue viewing PDFs after trial ends.

Download Acrobat Pro Trial

Figure 1 Acrobat Reader DC Download Webpage.
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Step 2: Set Adobe Acrobat Reader DC as a default for PDF files

Once Adobe Acrobat Reader DC is downloaded to your computer, you will need to set the
default for PDF files. From your computer, open Adobe Acrobat Reader DC, a window may
open. If the window opens, a message will appear asking you to set the default PDF, select Yes.

If the window did not appear, you will have to go into the settings on your computer.

Change Windows PDF default

1. Open the Start menu.
2. Choose Default Apps, then Apps.

= Settings

@ Home Default apps

Photo viewer
F 'T‘i d setting

) ﬂ Photos
Apps

i Apps & features Video player

Windows Media Player
I i+ Default apps

M Offline maps

Web browser

(3]  Apps for websites Firefox

01 Video playback

Reset to the Microsoft recommended defaults

-0

Startup
Reset

Choose default apps by file type

Choose default apps by protocol

ﬁ Set defaults by app

Figure 2 Windows Default apps.
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3. Move down the menu and choose Adobe Acrobat Reader DC.

& Settings
& Choose default apps by file type
R huuse @ uciau
PCH File +
-pdb Choose a default
PDB File +
pdf # e Adobe Acrobat Reader DC
Adobe Acrobat Document
pdfxml L Choose a default
Adobe Acrobat PDFXML Document
-pds Choose a default
PDS File +
-pdx e Adobe Acrobat Reader DC
Acrobat Catalog Index

Figure 3 Choose default apps by file type for Windows.

Change Mac PDF default

1. Open the Finder app.

2. Right-click on any pdf file you have saved on your device, a dialog box will appear then
choose Get Info.

3. Select the arrow next to Open With to expand this section.

4. Select the dropdown arrow to view the list of available apps.

5. Select Adobe Acrobat Reader DC from the list, then choose Change All.

& Finder File Edit View Go Window Help

1= W Thi32e 2 Q Q=

) Documents

Mestingagenda  Projectidess  Roughdeaft  Shoppinglist

© Downioads © © ® . Meeting agenda info
Meeting agenda 220 bytes

MOOIREROTEBNOF - OFF §

Figure 4 Mac Default for PDF.
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