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Forms
Creating an interactive form

You can convert any form into an interactive form that users can fill out and
return electronically. Start with a paper form you’ve scanned or a form
document you’ve created in any application.

1. Create the PDF.

You can scan a paper form directly into Acrobat (choose File > Create
PDF > From Scanner). You can also convert any electronic document
to PDF using Acrobat PDFMaker, the Adobe PDF printer, or the
Create PDF commands in Acrobat.

Create a form in Word as follows.

Data Entry Form

First:
Last:
Address:
City:
State:
Zip:
Phone:
Email:
Categoryv:
Amount:
Quantity:
Total:
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2. Use the Form Tool to automatically create form fields.

Choose View, Tools, Forms, Create and the following screen
appears.

Create or Edit Form @

Choose source:

@) ilJse the current document or browse to a file

(PDF, Word, Excel or other file type)

Scan a paper form

l Next = l ‘ Cancel

Click on Next and the following screen appears.

Create or Edit Form @

Locate the document to convert:
Use the current document

@ Import a file from file system

ChUserst\ Acer\Documents\MCOE\Form.doc Browse...

| < Previous | ‘ Mext > ‘ ‘ Cancel ‘

Click on Browse, select a file and then click on Next, you are now in
Form Editing Mode. Click on OK

Form Editing
You are in Form Editing Mode. To access more Acrobat tools choose "Close
Form Editing” in the right hand pane.

Acrobat searched through "Form.pdf" and automatically detected the form
fields.
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3. Evaluate the form fields Acrobat created.

Acrobat lists the form fields it created in the Fields pane. Scroll
through the document to see whether Acrobat missed any fields or
created any extra fields. To delete a field, select it in the Fields pane

and press Delete.
4. Add and edit form fields as needed.

Add form fields where you need them. You can add text fields, check
boxes, list boxes, combo boxes, radio buttons, action buttons, digital
signature fields, and even barcodes to the PDF. Select the type of form
field from the Add New Field list in the Forms toolbar, and then click
where you want the field to appear. Give each new field a unique and
descriptive name

Forms

* Tasks

B Add New Field ~

@ Distribute
Track
Close Form Editing

COther Tasks -

Fields

Sort By « Tab Order =

B | Pagel
First Last Address eity State Zip B
First
Last
Address
eity
State
Zip
Phone
Email
Category
Amount
Quantity
Total
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Delete the Category Text Field and re-create as a Dropdown
List Field

* Tasks

Add New Field

[TT] Text Field

Check Box
%}Eadiﬂ Button
=[5 List Box
Dropdown
Button

= Digital Signature

N[ Barcode
Field Type Help

Double Click on the field to show the properties. Click on the
General Tab and change the name to Category

Combo Box Properties

=

General |Appearance | Options | Actions | Format | Validate | Calculate|

Mame |Categur}f

Tocltip |

Commen Properties

Form Field: [‘u‘isible

”]

Orientation: degrees

[] Read Only

[l Required

[ Locked

Close
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Click on the Appearance Tab and set the Color to Light Yellow

Combo Box Properties

=)

General | Appearance | Options I Actions | Format | Validate | Calculatel

Borders and Colors

Border Color: @ Line Thickness: | Thin
Eill Coler: [ Line Style: | Solid

Text

Font Size: 12 - Text Color @

Font: | Helvetica v]

] Locked

Close

Click on the Options Tab and enter the following options.

Combo Box Properties

=

| General | Appearance| Options |Actions| Format I Validate | Calculate| I

Tterm: |Emp|0yee Add

Export Value: |
Item List:  ([SRRTRIES -m
Spouse =
Child 1
A
Friend
[ Sort itemns

[] Allow user to enter custom text
Check spelling

[] Commit selected value immediately

Q Select an item in the list to make it the &
default choice. =
==

Set the default item to employee
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Double click on the Amount Field and click on the Format tab
and set the following properties.

Text Field Properties y =

| General | Appearance | Opticns I A.ctions| Format |‘I.|"a|idate | Calculate|

Select format categony: ’w ,]

Mumber Options
Decimal Places:
Separator Style: ’1;34.55 v]
Currency Symbol: ’Dl:ullar (%) v]

Megative Number Style: [ Show parentheses
[ Use red text

Exarnple of current format:  -54,123.03

Use the Mumnber format category to display numbers,
including currency styles,
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Double click on the Quantity field and set the following properties.

Text Field Properties

: _ =

| General | Appearance | Opticns I Actions| Format |‘u"a|idate | Calculate| 1
Select format categony: ’Number 'vl
Mumber Options
Decimal Places:
Separator Style: ’1;34.55 v]

Currency Symbaol: ’m v]

Megative Number Style: [ Show parentheses
[ Use red text

Exarnple of current format:  -4,123

Use the Mumnber format category to display numbers,
including currency styles,
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Double Click on the Total field and set the following properties.

Text Field PI‘CIpEffIES B e @

| General | Appearance I Options | Actions I Format | 1|.|"E||il::|atle| Calculate \_

1 Walue is not calculated

@ Value is the product (x} = | of the following fields:
Amount, Quantity Pick...

~ Simplified field notation:

Edit...

() Custom calculation script:

Edit... I

SEe=

You will click on the Pick field to pick the Amount and Quantity
fields as part of the calculation.

To Run the Form click on Close Form Editing in the top right
corner of the Forms Pane.

Forms
v Tasks
Add New Field -
@ Distribute

Track
@ Close Form Editing

E Other Tasks
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Distr

Save the form and it is now ready to fill out

Form to clear the form of any old data.

* Forms

@ Distribute
Track
Highlight Existing Fields |

Clear Form

E More Form Options

. Choose Forms, Clear

Note: If you are using the form in Acrobat Reader you will only be

able to save the form if you have enabled the File, Save As, Reader
Extended, Enable Additional Features options. Otherwise you will
only be able to print the form out on Paper.

ibute The Form

To Distribute the Form, click on Forms, Distribute Form and the
following dialog box appears.

Distribute Form

&

[] Remember my choice

How do you want to collect responses from your recipients?

Automatically download 8t organize responses with Acrobat.com v

Acrobat.com allows you to:
Distribute

« Send a secure link to your form that anyone, or only your recipients,
can access anytime during form completion.

Respond
= Recipients can use Adobe Acrobat or Adobe Reader to fill in the form.

+ Responses are encrypted on return.

Collect

« Acrobat stores responses on your hard drive as they are returned and
notifies you.

» Track which recipients have responded and when they responded.

Learn more about Acrobat.com

s
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Choose how you want to collect responses from your recipients, for example
Manually.

Distribute Form @

How do you want to collect responses from your recipients?

Manually collect responses in my email inbox v

An email attachment allows you to:

= =| Distribute
&
<« « Send your form as an attachment using Acrobat or your mail client.

j>%§ &‘J Respond

::>:_ » Recipients can use Adobe Acrobat or Adobe Reader to fill in the form.

» Responses are returned to your mailbox.

j\ @L‘ﬂ Collect
=5

| » Acrobat copies each response into a master response file as they are
returned.

[1Remember my choice

) e

Click on Next and choose Save a Local Copy and Manually Send it
Later.

Distribute Form (==l

How do you want to distribute your form?

(") Send it automatically using Adobe Acrobat

(@) Save a local copy and lly send it later

Specify where to save the file

IC:\Users\Acer\Documents\DataEntryForm_distributed‘pdf Browse...

( Send automatically requires a working email application on this computer. To
send the form via a web-based email account, use the manual send option (you
can then send the form at anytime).

Note: your license limits forms distribution and/or suggestion

Check the EULA for details

<Previous] [ Next > ] [ Cancel
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Click on Next and fill out the following screen with you Email address etc.

Distribute Form

This information identifies you to all reviewers:

Email Address (required field):

Name (required field):

I
Title:
l

Organization Name:

v The above information is stored in Acrobat Identity Preferences.

< Previous Next > Cancel

You will manually collect responses by email in your Inbox from a manual
send of the form to the recipient as in the example below.

Distribute Form —_— @

Delivery Methed:  Manually collect responses in my email inbox (manually send)

| [V]iCollect name & email from recipients to provide optimal tracking:

| [(Previous] [ Finish ] [ Cancel J
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Send the form by Email and when it arrives in your Inbox double click on
the form to open it.

Fill out the form and click on the Submit button and the following screen
appears.

Send Form Ié]

To: kdickinson@aal.com

Subject: Submitting Completed Form
Attachment:  Form_distributed.pdf

From:

Email Address:

kdickinson@aol.co

Full Name:

|Ken Dickinsan

[7] Remember me

To save your email address and name in Acrobat's Identity preferences,
H’) check Remember me. Do not check this box if you are using a public
| computer.

Click on Send and the following dialog box appears.
[ Select Email Client ﬁ1

Please indicate the option which best describes how you send
mail.

@ Desktop Email Application:

Choose this option if you currently use an email application such
as Microsoft Outlook Express, Microsoft Outlook, Eudora, or Mail.

) Internet Email
Choose this option if you currently use an Internet email service
such as Yahoo or Micreseft Hotmail, You will then need to save

your form and return it manually to kdickinson@aol.com using
your Internet emnail service.,

[ Don't show again

| ok || Cancel |

Select the appropriate send method and click on OK
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Collecting The Data

To collect the data you must open the Form-responses.pdf file which
was created at the same time as the Form-distributed.pdf file. The

following screen appears.

Form_responses.pdf - Adobe Acrobat Pm_. Tk e 0 r

-
File Edit View Document Comments Forms Tools Advanced Window Help

BE LB E- 8 ey

T o

0 response

[state |zp  |Pboc

Click on the Add button to add the distributed data file responses. The

following dialog box appears.

Please select the returned forms to include in the responses file:

Faormn File
Form_distributed2. pdf

Add File... |

Remowve

0K

Cancel
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The returned forms are added in as they arrive and appear in the
responses pdf file as shown below.

Form_responses.pdf - Adobe Acrobat Pm_. @Elg

File Edit View Document Comments Forms Tools Advanced Window Help * |
) .

EE._II 'ﬁg' Mloditee |Search M| -

E Ken Dickinson

f4 Export -

=
=1 Archive ~

Received Date

1/17/2011 1:08:23 PM

Dickinson  Ken

1 response

E 1 new response(s) added

4

Pboc

You can click on the Export All button to Export the forms to a

CSV or Excel file for.
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