
Ms. Smith Converting an Fillable PDF File to a 
Non-Fillable PDF File

In order to convert a fillable PDF file into a non-fillable file, you must 
PRINT IT TO PDF. Please always PRINT fillable PDF files to PDF so that when 
you send them to Ms. Smith, they are no longer fillable. (Your PDF won't actually 
be printed; it will be saved as a regular, non-fillable PDF file.) This way no one can 
change anything you have written into the document once you are finished with it.

Steps to Saving a Fillable PDF File as a Non-Fillable PDF:

STEP 1

STEP 2
‘

‘

‘

Download the document from the website FIRST and THEN fill it out.

Save the file to PDF as follows:
Click on the Printer icon.
Select Adobe PDF (or your PDF writer) as the printer.
Click OK.
At the “Save PDF file as” screen, save your document (include your 
name in the file name).

Review the converted PDF file to make sure it is no longer fillable.
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