
1. Open the form with Adobe reader. Go to“Tools”and select“Comment”to activate the tool bar.

How to attach a file to an e-form

2. Go to "Document". 
3. Click "Attach File" on the tool bar to activate the pin icon.
4. Move the pin icon to the box  "Please insert the corresponding file(s) here" next to the required 

documents. 
5. The “Add Attachment” diaglog box will pop up. Select the file to insert. 
6. The pin icon will appear in the box once the file is successfully inserted. You may click the pin 

icon to check whether the file inserted is correct. 
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