
The best way to sign the assessment file is with Acrobat Reader – it may 
already be installed on your computer, or you can download it for free.  
Once installed, follow the steps on the following pages to sign the 
assessment and return it to the learner.

Click to download  
Arobat Reader or go to 
get.adobe.com/reader

Sign in using  
Acrobat Reader

Fill & Sign
1.	 Open the PDF

	 •	Launch Adobe Acrobat Reader

	 •	Click File > Open and select  
	 your PDF file

2. Open the Fill & Sign tool

	 •	Click on ‘Fill & Sign’  
	 in the right-hand panel  
	 (or go to Tools > Fill & Sign)

Add your signature
3.	Click Sign (pen icon  

in the toolbar)

	 Choose Add Signature 
You’ll see three options:

	 •	Type – Type your name in  
	 a handwritten-style font

	 •	Draw – Use a mouse, 		
	 trackpad, or touchscreen  
	 to draw your signature

	 •	Image – Upload a scanned  
	 image of your signature

	 Click Apply when satisfied

Place Your Signature
4.	Move your signature to the 		

correct spot in the document

	 •	Resize it if needed

Save the Signed PDF
5.	Click File > Save As and save the 

document with your signature
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Or see next page for alternative method - Chrome Brower Extension to sign the PDF

https://get.adobe.com/reader


Using the 
Chrome Extension

1.	 Open the Chrome Web Store

2. Search for a Sign PDF Extension 
•	You can use the search bar  
	 and type ‘Sign PDF’

3. Select an Extension

4. Click ‘Add to Chrome’

	 •	Press the ‘Add to Chrome’ 		
	 button

	 •	Click ‘Add Extension’  
	 when prompted

5.	Open a PDF and  
Use the Extension

	 • Select the extension

	 • Select the PDF file

	 • Use the pen tool to sign 		
	 the document or select to  
	 use signature from image

6.	Once you are done adding 
signatures, click the  
Apply and Save button

Alternatively, follow instructions here  
to install the ‘Sign PDF’ Chrome Extension

Click to go to  
Chrome Web Store

If you have any questions  

about signing assessments, 

contact your MAST Training 

Advisor or email: 

helpdesk@mastacademy.com

https://chromewebstore.google.com/?pli=1
https://chromewebstore.google.com/?pli=1

