
How to Complete Intergovernmental Forms 

(without printing and scanning) 

 

It is possible to complete the intergovernmental documents in Adobe Reader. 

Click on the Tools tab on the toolbar. 

 

This will take you to the Tools page. 

 

Click on the Fill & Sign to finish filling out the document. This will add a toolbar to 

the top of the document. Make sure you are on the page of the document that you 

want to fill in information.  

 

Select if you want to type letters, use an X or checkmark. Position your cursor over 

where you want it to appear and left click.  

 

Continue through the document.  You can change back and forth with your options 

so if you need to switch to type something and then back to the X just click on 

what you want on the toolbar.  



If you accidentally click somewhere that you did not intend to there is a delete 

option. Click on the trashcan and it will remove what was placed in error.  

 

You are only able to navigate through one page of the document at a time.  When 

you need to move on to the next page click the X in the top right corner to close 

the toolbar.  Move to the next page that you need and open the toolbar again.  

 

To sign a document 

Click on the Tools tab and select the Sign button.  

 

You will get a pop up box to add Signature. Click on the box to add signature. 

 

A new box will pop up for you to do the signature in. Click on the way that you want 

to do the signature.  

 



If you select  type your name on the line. You can change the style by clicking 

 next to change style and selecting the style that you want.  

 

If you select  you can use the mouse to draw your signature on the line.  

 

If you select a pop will appear for you select the file where your signature 

is saved. Select the image and click on open. This will place the image in the 

signature box. Click Apply. You will be able to move the image on the document.  

The image must be saved as a JPG file.  



 

 

You can also digitally sign the document by clicking on Certificates on the tools 

menu. 

A new toolbar will appear. Select Digitally Sign. 

 

This will give you a pop up box that gives you instructions to click and drag where 

you want the signature.  Click OK. 

 

You must click and drag the mouse where you want the signature (make a box). You 

cannot just click where you want the signature. A new box will appear for you to 



select the signature you want. Select your signature and click continue. Another 

box will appear for you to review. Click the Sign button. 

 

A box will appear for you to save the document. Select where you want the 

document saved. The digital signature will now appear on the document.  

If you are using the digital signature make sure that any other additions you need 

to make to the document are completed.  Once saved with the digital signature you 

cannot go back and add anything else.  

 




