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Question and Answers on Filling out Bursary Application Forms  

The 2018-2019 Bursary Application Forms contain interactive form fields and must be 

downloaded before filling out with the latest version of Adobe. You can save data entered in the 

forms, attach files and digitally sign the documents before submission. Dialogue McGill now 

accepts documents signed electronically. Follow the steps with your Adobe application to sign the 

forms wherever a signature is required. 

 

Q: Why am I unable to fill out the form in the internet browser? 

A: Most internet browsers have viewing options for PDF forms. However, to fill out this type of 

form, you need to use an Adobe application with full functionalities. Therefore you will need to 

download the form onto your computer, open it and fill it out on your computer with Adobe Reader 

11 or higher. If you don’t already have it, you can get a free copy of Adobe Acrobat Reader from 

the Adobe website at (http://get.adobe.com/reader/). It is available for Windows, Mac and Android 

devices.  

 

Once you have downloaded the latest free version of Adobe, set it as your default application. 

 

Q: I have problems opening the form on the Dialogue McGill website 

A: If you have problems opening a PDF on our website, try the following: 

For PC users 

 Find the link for the file you want to save.  

 Right-click the link. 

 Select “Save target as” or “Save link as”. 

 Choose the location on your computer where you would like to save the file. Select “Save”. 

 Use Windows Explorer to go to the location where you saved the file. 

 Right click on the PDF file.  

 Select “Open with”. 

 Select “Choose program”. 

 Select “Adobe Acrobat Reader” ( or the latest Adobe you have) 

 Make sure to check the box that says “Always use this program to open these files”. 

 Select “OK”. 

For Mac users 

 Find the link for the file you want to save.  

 Press the Control (ctrl) key and click on the link. 

 When the option menu appears, choose “Download link to disk” or “Download linked file”. 

 Choose the location on your computer where you would like to store the file. Your 
computer will start the download once you have selected a location. 

Q: How do I check what version of Adobe Reader I am using?  

A: Open Adobe Reader, click on 'Help' from the menu bar and then click on 'About Adobe Acrobat' 

or about Adobe Reader  

http://www.adobe.com/products/reader.html
http://get.adobe.com/reader/
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Q: Can I save the completed PDF form without losing data? 

A: Yes you can save the form and come back and fill out the remaining part of the form. Use the 

same button to quickly save your form or use File – Save As.  

 

Q: I am unable to attach files to Form 1 or Form 3 

A: Please check what version of the Acrobat Reader or Adobe Acrobat you are using. You will 

require Adobe Reader Version XI.0 or higher.  Download the latest free version of Adobe Acrobat 

Reader from the Adobe site http://get.adobe.com/reader/. You can attach as many files as you 

require to this document. Once you have attached all your documents, please make sure that you 

SAVE your document before submitting it. 

 

Q: I am unable to see the documents attached  

A: To view that you have successfully attached your documents to Form 1 or Form 3:  

 Go the Main Menu. 

 Click on View. 

 Click on Show/Hide. 

 Select Navigation pane 

 Click on Attachment 

This will open up the navigation pane on the left column of your document. You will be able to see 

your attachments.  

Q:  I attached a wrong file, how do I delete it? 

If you attach a wrong file to Form 1 or Form 3, you can go ahead and delete it. 

 Click on View, Show/Hide/ Navigation pane/ Attachments 

 Select the document you want to delete 

 Press the DELETE Key from your computer/laptop 

 You can also click on the trash can to delete the document   

You can now click on ADD File to attach a correct documents. 

You can attach as many files to Form 1 or Form 3 as you want.  However, make sure that the 

entire file does not exceed 10 MB for Outlook. You can attach up to 20 MB with Gmail 

Please check that you have attached the correct documents before electronically signing the form. 

Q:  How do I electronically sign the form? 

A: Dialogue McGill accepts electronic signatures.  

You can create a digital signature with the free latest version of Adobe. Click on the signature 

area of the form and follow the instructions to create a Digital signature, and sign the document. 

If you have a scanned hand signature, you can also affix it to the document as an image signature.  

http://get.adobe.com/reader/
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Q: How do I submit Form 1 and/or Form 3? 

A: To submit Form 1 

Adobe has a built-in function that allows you to submit a filled PDF form.  

 Click on the SUBMIT button and follow the instructions. 

 Select your default email application if you use Microsoft Outlook  

 Select Webmail if you use Gmail, Yahoo, or other. 

 Log in to your inbox. 

 A pop up window will open for a new email message with an instruction to “insert an email 

address”. The message will have the completed Form 1 attached to it.  

 Insert the e mail address of the contact person at the community network 

 Please consult the bursary application Guide  to get the contact email of your community 

network. 

 Create the body of your email and send it to Dialogue McGill 

NOTE:  

In case you don’t use Outlook, Gmail or Yahoo, you will be prompted to add your email address 

and information regarding incoming (IMAP) and outgoing (SMTP) mail. These are two emails 

protocols that allow you to receive and send emails to your email server.  This Information is 

provided by your email service provider or your internet service provider. 

If this is the case and you don’t have the information on hand, you can simply email your form to 

the contact person at your community network using regular email. To do this, you SAVE the 

entire Form 1 (with all attachments), create an email, and attach Form 1, as you would normally 

do.   

To Submit Form 3  

 Click on the SUBMIT button and follow the instructions. 

 Select your default email application if you use Microsoft Outlook. 

 Select Webmail if you use (Gmail, Yahoo or other). 

 Select other if you use any other email service provider. 

 A popup window will open with Completed Form 3 attached. 

 The email address where you send the Form is already incorporated.   

 Create the body of your email and send it to Dialogue McGill. 

NOTE:  

In case you don’t use Outlook, Gmail or Yahoo, you will be prompted to add your email address 

and information regarding incoming (IMAP) and outgoing (SMTP) mail. These are two emails 

protocols that allow you to receive and send emails to your email server.  This information would 

be given by your email service provider or your internet service provider. 

If this is the case and you don’t have the information on hand, you can you can send it by regular 

email. To do this, you SAVE the entire Form 3 (with all attachments), create an email, and attach 

Form 3 to the email as you would do when sending regular email.     

https://www.mcgill.ca/dialoguemcgill/files/dialoguemcgill/cat1_bursary_program_guide_2018-2019_en.pdf

