
PDF Fill & Sign Procedure 
 

 
Step 1: Go to our Sales Resource Centre and open the desired insurance application 
 *Note: I recommend using Internet Explorer* 
 
Step 2: If using Internet Explorer you can start filling in the application immediately 

If using Google Chrome you must download the application to your computer first (see below): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: For Google Chrome users (if using Internet Explorer continue to step 4) 

If using Google Chrome, open the downloaded file in Adobe Acrobat Reader 
*Note: You must open the file you’ve saved (e.g., desktop, my documents). Filling in the 
application directly on Google Chrome will not allow you to save the client’s information* 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: Complete the application with the client over the phone 
 
Step 5: Save the completed application to save a copy of the application with no signatures 

*Note: Be sure to complete the entire application (including all dates and the broker report) – 
Once the application is saved you will only be able to add signatures (all other fields will be 
locked and cannot be changed)* 
 
 
 

http://www.rbcinsurance.com/salesresourcecentre


Step 6: Email a copy of the completed application to the insured to sign 
 

Directions for the insured to add their signature: 

› Open the filled application (with Adobe Acrobat Reader). Client should review the 
application to ensure everything is correct. 

› Scroll to the page requiring the insured’s signature 

› In the right window pane click on “Fill & Sign” 
If there is no right window pane, click on “Tools”, then “Fill & Sign” 
 

 
 

› Click “Sign” at the top of the screen, then “Add Signature” 
 

 
 

 
 
 
 



› A signing window will pop up – at the top click “Draw”  
 

 
 

› Use your mouse to write your signature, then click “Apply” 

› Use your mouse to move the signature to the correct location in the signature box and “left 
click” the mouse 

› Scroll to the next page requiring a signature 

› Click “Sign” and select your signature 

› Move the signature to the correct location and “left click” your mouse 

› Repeat for all pages requiring a signature 

› Click the disk button at the top of the page to save the file 
 

 
 

› Email the completed and signed application back to the advisor 
 

Step 7: Advisor then completes the Broker report 
 

Directions for the Advisor to add their signature: 

› Open the filled and client signed application with Adobe Acrobat Reader 

› Scroll to the pages requiring the advisor’s signature 

› In the right window pane click on “Fill & Sign” 
If there is no right window pane, click on “Tools”, then “Fill & Sign” 

› Click “Sign” at the top of the screen, then the “-“ after the insured’s signature to remove the 
insured’s signature 

› Click “Add Signature” 



› A signing window will pop up – at the top of the screen click “Draw” 

› Use your mouse to write your signature, then click “Apply” 

› Use your mouse to move the signature to the correct location in the signature box and “left 
click” the mouse 
 

Step 8: Save the file and submit to your MGA 
 


