
 
 

 

 

Guidelines for completing the e-fillable PDF form for 
the Notification of Congenital Malformation (DH1540) 

Step 1: Enter the required data into the e-fillable PDF form 

1.1 Use either Adobe Reader or Adobe Acrobat for data input 
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Step 2: Sign your name on the e-fillable PDF form 

2.1 Open the Comment（注釋）toolbar in the upper-right corner, then click Drawing Markups（圖

形標註）menu and select The Pencil（鉛筆）icon 
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2.2 Use the mouse to sign your name on the space for signature 
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Step 3: Save the PDF file 

3.1 Click the File（檔案）menu in the upper-left corner, and select Save As（另存新檔） and 

PDF(P) 
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3.2 Enter a file name（檔案名稱）for the PDF file to be saved, then press the Save（存檔）button 

[Note: Please use a systematic file name format: Hospital name_YYYY_MM_Serial number] 
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Step 4: Set password to protect the PDF file(s) to be sent 

4.1 Download an encryption tool ‘7-Zip’ (which is a free software). Execute the ‘7-Zip’ and select 

the file(s) to be sent to the Department of Health (DH) [Note: Please spilt the PDF files into a few 

groups so as to make the total file size of each ZIP file (i.e. the attachment for an email to DH) not to 

be over 30 MB if necessary.] 

4.2 Click the Add button, then enter the ZIP file name 
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4.3 Enter the password twice and select the encryption method of ‘AES-256’ 

Step 5: Email the ZIP file(s) to DH (email address: so2_hs22@dh.gov.hk) 


Step 6: Inform DH of your password for opening the ZIP file(s) by sending a separate email 


7
 


