
Instructions on how to complete our digital questionnaire using Adobe 
software. 

If you already have Adobe Acrobat Reader DC installed on your computer, please go to Step 1 in the 
instructions, below. 

To download the Free Adobe Acrobat Reader DC software, visit the Acrobat Reader 
download page to get Reader for your desktop.  
 

Desktop App instructions 

Step 1 – Save emailed questionnaires to your downloads folder on your computer 

Step 2 –Open Abode Acrobat Reader - Open file  

 

 

Step 3 - Select saved questionnaire – click open

 

https://get.adobe.com/reader/
https://get.adobe.com/reader/


 

Step 4 – Check your contact details are correct i.e email address, phone number and physical address.  
Update these details if there are any changes. 

 

 

Step 5 – Enter your full name, then complete remaining fields of questionnaire as indicated in blue (if 
appliable). 

 

 

 

 

 

 

Step 6 – Go back to first page, click in signature field, click on pen symbol as highlighted in yellow 

,  

                                                                                                                                                                         
Note:  

Do not sign at this point 
It is important to remember to save this document at regular intervals              

 
 



Step 7 – Click on add signature 

 

Step 8 – Type, Draw or upload an image of your digital signature, then click Apply 

 

 

Step 9 – Drag and drop signature into box 

 

Step 10 – File > Save as to save questionnaire 

Step 11 – Click on link at bottom of first page to start email to BTP.    

 

  



Step 12 - Attach questionnaire(s) and supporting documents and include in subject line “client name 
(as per questionnaire) records in” 

 

 

 


