
How to Open and Fill in PDF on iPad with PDF Expert 

For this training, I will be using the agency website, which has been created to house many popular 
agency forms that are not in Traverse.  The website can be found at www.lccsoh.org . 

Pick the form you would like to fill in.  For this example we will be using the Daily Mileage Report.  The 
PDF will initially open with PDF Viewer which is the default PDF viewer for the iPad.  You cannot fill in 
the fields with PDF Viewer so you will need to open the PDF with PDF Expert which has already been 
downloaded on your iPad.  To do this you will click on the Activities icon which is circled on the following 
picture.  It looks like a box with an arrow coming out of it. 

http://www.lccsoh.org/
http://www.lccsoh.org/


This will open some options for you to choose from.  There are three lines of options, from the middle 
set of icons, scroll over until you see the icon that says Copy to PDF Expert and pick that one. 



The PDF will then open in PDF Expert and you will be able to fill in the fields.  Just click on the field that 
you want to type in and you will see a cursor appear for you to be able to start typing. 



You can copy and paste the email addresses from the bottom of the letter to your email to make things 
easier.  To do this just click on the word "email" above the email addresses.  (Please do not click on the 
email addresses, you will get an error message.) 

Once you have email highlighted, you can drag the highlight area to cover all of the email addresses.  Use the blue 
circles to drag the highlighted area to include all of the email addresses.  Change the beginning of the highlight to 
start with the beginning of the email addresses.  Your highlighted area should look like the example below.  Once 
highlighed, click the Copy button.



Once the form is completed you will have the ability to email it.  The Attach to Email button will not 
work on the iPad.  You will click on the 3 dots in the upper right hand corner and from that options drop 
down, choose share. 

This will then give you the option to choose the file format.  Choose the original document. 



Then choose Outlook from the options for your method of delivery. 

And it will open an email window with the document attached.  In the To: line you can hold you finger down and 
choose Paste to put the email addresses that you just copied.  CC your supervisor.  Also, if you prefer to have a 
confirmation that your email sent correctly you can CC yourself as well.  This is not a requirement and if you do not 
CC yourself you can verify sent mail in Outlook in your sent mail area.



You will also be able to sign all forms in PDF Expert.  There are two ways to do this.  Either the line will 
be formatted for signature in which case it will look like the following and when you click on the 
signature fill in box you will receive two option, seen below. 

Choose Customer Signature to be able to sign a new signature each time.  You can use your finger or a 
stylus to sign in the box that appears.  Once you are satisfied with the signature you click done. 



The signature will then be placed into the document. 



Another option for signing on a document that does not have a formatted signature box is to use the 
Signature option from the PDF Expert toolbar. 

This will give you the same options as a box that is formatted for signatures.  Choose Customer 
Signature and you will again be given the box to sign in. 



PDF Expert will then ask you where you want to put the signature.  Tap the box where you want the 
signature to go and it will place it for you.  You will be able to resize if needed. 



This will be very useful when using PDF Expert to fill in PDF forms from the state that have not been 
formatted.  You can also use PDF Expert to fill in fields on a PDF that has not been created as a fillable 
PDF.  There are some state forms that are available online that are not currently fillable.  PDF Expert will 
address your needs.  The following form is an example of what a non-fillable PDF will look like.  If you 
would like to use this form for practice it is located at 
https://www.odjfs.state.oh.us/forms/num/JFS01404/pdf/

Once opened in PDF Expert you can fill in all boxes using the Text icon from the toolbar.



You will have to put the cursor in the box where you want to type.  You can do this over as many times 
as is needed to complete the form.  You will have the option to change the font type, size, and color so 
you are able to customize the form as you see fit. 

You will also have the ability to enter checks or crosses into boxes on your forms.  Chose either option 
and tap the box you would like to  



Another nice feature is the ability to enter the date without having to type it all out.  If you choose the 
date tab, it will ask you where you want to insert the date and you will just need to touch the location.  
This default to the current date, so if you are entering a different date you will need to choose the edit 
option after you have placed the date and it will give you a calendar to pick the date that you need. 



Again, you have the option to enter your signature where needed by using the signature tab and 
touching where you want the signature to appear. 




