
CONSTRUCTION FORMS & CONTRACTS – EDITING IN PDF 
USER GUIDE 

 
 

Adobe Acrobat Pro 
To EDIT the PDF you must have Adobe Acrobat Pro. A FREE trial is available through 
https://acrobat.adobe.com/us/en/free-trial-
download.html?mv=search&sdid=J469WYJW&s_kwcid=AL!3085!3!103854963862!e!!g!!%2Bacrobat%20%2Bpro%20f
ree%20trial&ef_id=WrZvggAAAJgWn3A-:20180326192016:s 
 
 
Contained in this Guide 
This guide contains instruction and screenshots illustrating the following: 
     • How to unlock forms  
     • How to edit the PDF  
     • How to edit form fields 
 
 
Advice and Disclaimer - IMPORTANT 
This editing guide is meant to assist you to place your logo and company information on the form.  
We have also provided instructions on how to increase text size within the fields if you find the text within the field 
too small. 
 
We strongly advise you not to change anything else in the form. 
We do not provide technical support beyond this guide.  
 
We also strongly advise you not to change the content of the form itself.  
Everything included in the form must be included for the form to be legal and valid in the state of California. 
 
Builder's Book, Inc. has done everything in its power to ensure that all the forms contained in this CD-ROM/Download 
are up-to-date with the most current California construction laws. Changing content of the form will render the form 
invalid for use in the state of California. We do not recommend editing the content of the forms.   
 
 
Tech Support Limitations 
Because of the wide variation in hardware/software setups, Builder's Book, Inc. cannot provide technical support for 
hardware, software or applications that you may want to use in conjunction with the enclosed file(s). Specifically, we 
cannot provide support for making customizations to the RTF or PDF versions files beyond those covered in this  
User Guide. 
We do not provide technical support beyond this guide.  
 
 
License Agreement, Copyright and Disclaimer of Warranty 
All rights reserved. All our Forms and Contracts are protected by copyright law and are the property of Builder’s Book, 
Inc. This User Guide also falls under copyright.  
Please thoroughly read the License Agreement, Copyright and Disclaimer of Warranty file included in this  
CD-ROM/Download. 
 
Adobe® and Adobe Acrobat Pro® are registered trademarks. 
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UNLOCK THE FORM 
 
Step 1 – Click on Edit PDF icon  
 

 
 
 
Step 2 – Type “building” in the password field. Then Click OK 

 
 

The form is now unlocked! 



EDIT THE FORM  
 
Step 1 – Now that the form is unlocked it will outline text boxes.  
                Additionally an Editing Toolbar will appear at the top. 

 
 
 
Using the Edit PDF Toolbar we moved BID – PROPOSAL Textbox and added our logo.  
When we were done, we closed Edit PDF Toolbar.  
Our form now looks like this: 

 



EDIT THE FORM FIELDS (where you type your text)  
Step 1 – Now that the form is unlocked you can take further steps to edit the form fields.  
                Click on More Tools icon  
 

 
 
 
Step 2 – Click on Prepare Forms 

 
 
 
 



 
 
Step 3 – The form field will now be highlighted. 
Right Click on the field you want to edit. 
To select multiple fields, Click, Hold and Drag your mouse across all the fields you want to edit. 
Select desired option. To change text settings within the field, click on Properties 

 
 
Step 4 – Click on the Appearance Tab – Here you can change font, font size and font color. 

 


