How to complete and sign an electronic application form
Rotorua Lakes Council building consent application forms can now be filled out electronically.
This streamlines the electronic application process and minimizes paper use.
To digitally fill and sign an application form, it is recommended that the form be opened with
Adobe Acrobat Reader. This is free software available on PC, Mac, Android and iPhone devices
and can be downloaded from the following links.

As soon as you download our application forms, ensure you save the form to your device first.
Saving it to your device ensures you can utilize the filling and signing functions of the form.

The next step is to open the form in Adobe Acrobat reader. Once opened, you should see the
form displayed on your device. Each form field can be filled in electronically including:



Text fields



Checkboxes



Drop down lists



Signature fields

The following image shows fillable fields highlighted in blue. Fields with a red border are
required. If required fields are left blank, your application may be rejected.

Building owners or single use applications: If you don’t regularly complete application forms
(for example you are the building owner doing one off renovations) you can complete the form
from start to finish.

Agents or multi use applications: For professionals who complete application forms regularly,
you can fill in form fields that may be consistent across multiple applications (i.e company
details) and save the document as a template.
Electronic application forms can be emailed to the owner to complete and sign the fields
relevant to them, saved and then sent back to the agent to complete lodgement.

How to sign the application form
There are 3 ways you can sign the application form, you can choose how you want to sign
using the dropdown box to the left of the signature field.
1. By uploading a scanned image of your signature
2. By applying a Digital ID (this is a more secure option for signing and is the preferred
method)
3. For mobile devices, you can tap and hold the signature field to draw your signature.

Setting up your unique digital ID on Windows
Before you sign your application form, you will need to setup a Digital Id which verifies your
credentials and tracks changes made to the document.

Setting up your digital ID should only need to be done once, and any consecutive forms only
require a password to be signed.

To start the process, ensure you have an electronic application form open in Adobe Acrobat
Reader.

1. Find a signature field relevant to you and click on the signature field.

A dialogue box should open and look like the following, select configure digital ID

2. Next, select create a new digital ID and select continue.

3. Select save to file and click continue

4. Enter your details into the dialogue box then click continue. Fields outlined in red are
required fields.

5. Apply a password to your digital ID and click save. There is no password recovery option
available, so ensure you remember it for next time or be prepared to have to create a
new digital ID.

6. Next, select your newly created digital ID and click continue.

7. If you are happy with seeing text as your signature, you can type in your password
and then click sign to finalize the document. If you want to customize how the signature
looks, see the next section on how to customize your digital
signature.

Customizing your Digital ID
1. With the signature dialogue box still open, select the create button to begin
customizing your signature.

2. The next dialogue box allows you to select which information is displayed as part of your
digital ID. You can upload or draw a handwritten signature to be displayed in place of just your
name.

To draw a signature directly into the dialogue, select Draw, then select Click here to draw.
Draw your signature then click Apply.

You can upload a hand drawn signature that has been scanned into your computer from paper.
If using a hand drawn signature, you must save the signature file as a PDF before it can be
used with your digital ID.

Select Image, then Browse to find the location on your computer where you have saved your
PDF signature file. Click Apply.

Finally, fill in your password and click sign.
A prompt will appear asking you to save the document. You can save over top of the original
document so that you don’t have multiple copies. Or you can save as a separate file.
The digital ID should only need to be set up once, you will only need to enter your password
and your digital signature will be automatically applied.

