For this process, you’ll need to add the Adobe Reader extension to your web browser. This
can be done using Google Chrome or Microsoft Edge. NOTE: There currently is no support
for doing this in Mozilla Firefox. Please use Chrome or Edge to complete this task when
needed.

To know which browser you are using, look at the toolbar on the bottom of your screen to
see what browser is open and see the image below.
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For Google Chrome, right click and copy the following link then paste it into the address bar in Google
Chrome to go to the web store to install the extension: Adobe Extension for Google Chrome

Click “Add to Chrome” as pictured below.
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For Microsoft Edge, right click and copy the following link then paste it into the address bar in
Microsoft Edge to go to the web store to install the extension: Adobe Extension for Microsoft Edge

Click "Get" as pictured below.
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Productivity

Once the extension is added, you can "Fill & Sign" PDFs in the browser and download them. To do this,
open a fillable PDF. On the left hand side of the window, you should see "Fill & Sign" as pictured below.


https://www.jmu.edu/facmgt/fm_resources/forms/index.shtml
https://microsoftedge.microsoft.com/addons/detail/adobe-acrobat-pdf-edit-/elhekieabhbkpmcefcoobjddigjcaadp
https://chromewebstore.google.com/detail/adobe-acrobat-pdf-edit-co/efaidnbmnnnibpcajpcglclefindmkaj?hl=en
https://microsoftedge.microsoft.com/addons/detail/adobe-acrobat-pdf-edit-/elhekieabhbkpmcefcoobjddigjcaadp
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Once you fill out the form, click "Add Signature" on the left side as pictured below.
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You can simply type your name into the box to create a signature or draw a signature with the mouse.
Click "Apply" when done. Once you do this, your signature will appear beside your cursor and moves with
the mouse. Find the area where you want to insert your signature and left click once. This adds the
signature.

Once you are done with the form and have signed it, you can click the download button at the top of the
screen as pictured below.

Q ||B K2 E] m G}AskAlAssistant

Name the file and save it to a location of your choice. Once done, you can send the file as an email
attachment if need be or upload it to the appropriate place.
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