Creating Acrobat Forms -Acrobat 9 Professional

Acrobat forms typically have an origin from another program, like Word, lllustrator, Publisher
etc. Doesn’t matter. You design the form in another application bring it into acrobat and then
modify it so that it become interactive by adding text fields, pop up data, etc.

In this lesson, we will save a form as a PDF from a word document. Then we will open up the
document in Acrobat.

Once in Acrobat, Go to the Forms Tab and Select Start Form Wizard

Faorms Tools  Advanced  Window  Help

% Start Form wizard. ..
1= add or Edit Figlds. ..

ShifE+Ckrl+7

La Distribuke Farm. ..
# 1 Compile Returned Forms. ..

Manage Form Data L4

:ﬁ: Track Forms. ..

The next obvious option to select is from an existing document

|
Create or Edit Form

What type of document do ¥ou want to open as a form?

* pn existing electronic document

Open a POF, Word, Excel, or other file bvpe as an Adobe PDF Form.

Select the option of use the current document. Acrobat will go through the form and try to
determine which items need a field and assign it.

This is not a perfect Wizard so you will get this default notification



During creation, Acrobat may have missed some Figlds or created
extraneous fields.

Flease validate the fields and field names on your form, ¥ou can click Add
Mews Field on the toolbar ko add more fields and right-click on the Form bo
edit or delete fislds,

Employee Name: Employes Mame

Legend: 1 =Field Name, 2 = Field

The new form generated is called an Acroform. Acrobat generated form fields where it thinks

they should be. You do not have to use the wizard, Instead you can also just go to Forms, Add

or Edit fields. It will then ask you if you want Acrobat to detect the fields and you have a choice

yes or no. You have to check the field names and make sure they are all ok and that they will

function the way you want then to.

When you are in Form Editing mode, all of your tool bars and navigation bars disappear.

There may be some fields that have to be deleted. You don’t have to do all the grunt work with

acrobat. It does it for you.

Note — If you loose your toolbar, you must exit form editing mode by

going to ¢l coseromeding oy 4o top right of the page.

Then go to View Tool bars
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Note that you can also determine if you want the Navigation panels to show as well.

When you are in forms editing mode, and you click on field, you will see the fields navigational
panel on the left side of the screen.
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The fields are sorted by page number. The little icons display which kind of a field it is

The example below shows a text box field and a check box field.
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Clicking on a field on the left and it will highlight the field on the right.

You can rename the field by just right clicking it in the Navigation panel or in the field itself. You
can resize the field or change its properties.

n the field and

‘r’nu{an also right clic
rename

=]

1=
equWeld / Shw Al Prasgie_s

Click on Show all properties to do that.

There are many tabs to the properties. Click on each one to see various options. When you
have a text field that a user will enter a lot of text, be sure and click on Multi-line on the
Options tab of the Text field properties.



General | Appearance Options ]Mhms | Format | validate | calculate |

Alignment: |Left =
Default Vahe:

Part 2 Creating Forms without using the Wizard. From Scratch

Best Practices in using forms

Start again with any pdf and go to Forms, Add or Edit Fields. Acrobat will then ask you if you
want Acrobat to detect the fields. In this case you are building from scratch so select No.

This will automatically put you into form editing mode and you can begin adding fields yourself.

Using the forms icon is the same as using the standard toolbar

Forms = E Multimedia -

@ Start Form Wizard. ..
_ -, add or Edit Fields. ..

[ L_a Distribuke Farm. ..
= @ Track Forms. ..

Creating Text Fields
You can create many types of fields with Acrobat. When you add text fields to the document, it
is best to do so with a Vertical guide so that there is alignment.



In order to create the Vertical guide, click on ctl click or shift click on the ruler area and drag a
line across where you need to put the guide. See the example below.

IE%:E Add Mew Field = | | @ Previt

Text Field
Check Box

i #) Radio Button
1#] Lisk Biox
1=l Cambao Box
| %] Bukbon

[x_] Digital Signature
& / Technol L] Barcade

ER Once the vertical guides have been set up, add
] flame | a field by going to the top right of the page
: | and selecting Add New Field

—1 MNan .t|

Ermail
J Ermall |

Select Text Field and you can align the field with the ruler. The text field appears and you can
select Show all Properties. You can also see all properties by just double clicking on a field.

i w1

- Field Mame:
|Text2

[ Required field Shiow All Properties

Text Field Properties £ |

General |P.|:||:|earance I Cptions I Actions I Format I Validate I Calculate I

Toolkip I

There are many properties you can select by
clicking on the tabs




Radio Buttons-Form start Radio

When you add Radio Buttons —For instance yes or no, or select from a group of 5 options, you
often want to only allow 1 selection of 5. In order to do that, go to add New Field and select
Radio Button. The cross hairs will show up and you can overlay it on top of a box you have
created for the option.

Radio Group Mame:

tadio Bukton recommendation j

™ Required field Shiovy All Properties

Button Yalue:

; ‘:'e:-;]j' Wo [ |‘r‘
es

add another butkon ko group

The Radio Button notice on the yellow descriptor has a GROUP name. If you name all of the
associated radio buttons with the same group name, then they will stay together and also the
user will only be allowed to select one option. Once you add one radio button, the bottom of
the Add another button to group can be clicked on you will have another one added to the
group. Notice that you must change the name of the button value. The properties of the Radio
button can modified with the tabs.

Radio Button Properties k|

Zeneral I fppearance  Options |F'.|:I:i|:|ns I

Butkon Stwvle: I vl

Butkan VYalue: |Yes

[~ Button is checked by default

[ Buttons with the same name and valus are selected in unison

Once you have the buttons on the form, you will want to align them.




Highlight both fields together and then Right click

flign, Distribuke or Cenker filign Left

same Size so that they look perfect.

You can highlight or hit ctl or shift and Set Fields ko Same Size Height
select both buttons. You can then width
. Place Multiple Fields. .. i
change the properties together. Bath
Shows Tab Mumbers g0

You can view in the navigation pane the Radio Button group. Right click on the button and

=M%, Radio Bukkon recommendation

: n Properties. ..

select properties. Text  Change Value

This way you will not accidently move or resize various radio buttons.

Using Checkboxes-Form start checkbox

Check boxes are useful when you have to select multiple options; instead of radio buttons
which are in a group.

Multiple Fields-When you create check boxes, you sometimes need to have multiple check
boxes. You can create 1 check box first and then, hold the ctl key and drag to create another
check box. You can then rename the check box in the navigation field on the right side of the

page.

The other way you can add Multiple fields is by right clicking on the first check box and select

Flace Multiple Figlds, .,
Show Tab Murmbers
Duplicate. ..

Grid

Use Current Properties

Place Multiple Fields.

Select Align and Align Left. You can also select Set Fields to




This will bring up a menu asking you to set the number of fields down and across. Changing the
width will also increase the spacing between the boxes.

Create Multiple Copies of Fields x|

—Murmber of Figlds

Copy selected Fields down fl jl tirnes
Copy selected Fields across 4 jl times

—Overall Size (Al Figlds)

Change Width 147 in j
= nt Method
Change Height 0.56 in _:I ﬁ_"_lr
Crveral Pasition Al Fisldsy

Combo boxes—Form start combo for sample

Go to Add New Field and select Combo box—A combo box is a pop up field where you choose 1
item. A list box on the other hand allows you to choose as many as you like and you see the
entire menu.

g_f} Add Mew Field - I

Text Field
[+] Check Box
.#| Radio Button

1%] List Box [ Required field Show &l Properties

Field Mame:

Combo Boxl

1] Combo Box
—

Once you place the combo box on your form, choose show all properties. Cycle through the
properties tabs from left to right. In the appearance choose a border color line thickness and
style. Be sure and make the font fixed.

In the options box you have your item and export value. The export value is what data will be
sent to either a database or emailed to you. The item is the text that appears in the pop up
menu.

Whatever you put in the Item area tends to be the first thing you put in the pop up. Example
would be to put Choose a shipping value and the put null for the export value. Continue to add
items to the menu.



Before you close the properties box, click on the item you want to show up in the box when the

user sees it.

Combo Box Properties

General I Appearance  2ptions |.ﬁ.|:ti|:|ns| Faormat I 'u'aliu:latel Calculatel

Item: IChu:u:-se a shipping value Zdd

Export value: InuII

WMV hoose & shipping value Delete |

Air
Ground U |
Freight

Creating a large text area to type in a lot of text—Forms text area

box. Make sure that your options on

long text and a limit of characters.
Default Value:

Any Product Suggestions?
=

Text Field Properties

You can click and drag the size of the Zeneral I Appearance  Dprions |.ﬁ.cti|:-ns I Farmak I Wall

the field properties has mulit-line, scroll Alignment: ILeFt vI

¥ Mulki-ling
v Scroll long bext
[ allow Rich Text Formatting

I Limit: of |2|:n:| characters
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Reset Buttons Form start Reset- When you create a Reset button, you have to add an

action to it. On the Reset button you may have to change the properties if you already had a
button created so that the color is transparent. B

You must first go to Add New Field-Select the OK button

'E%t} &dd Mew Field = | | @ Previ

Text Field
[+| Check Box
.*) Radio Butkon
1%] List Box

1=l Combo Box
|6 | Bukkan

Click and drag over the button and then click show all properties

Eukboni
g
Field Mame:
|Reseﬂ
™ Required field Shiow All Properkies

A good option to select in the properties of the Reset button is to make it visible but not so that
it will print.

General Inppearance I Options I Actions I

Marne IReset

Taoltip I

Cornmon Propetties

Farm Figld: | Visible j

: : Wisible
Crientation: Hidden

Wisible but doesn't prink

Hidden but printable
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When the end user performs an action something occurs. The Actions should have Mouse Up

and Reset the form. Do not use Mouse enter for a trigger.

izeneral I Appearance I Options  Ackions |
—&dd an Action
Select Trigger: IMl:uuse p "I
Select Ackion:  |Execute a menu item j

Cpen a web link -
Play a sound
Play Media (Acrobat S Compatible) |

— Actions Play Media {acrobat 6 and Later Compatible)
Read an article

Click on Add after you select the Action. Preview the page and then test it out.

Submit button Form Field Submit--is used for submitting forms. -Form

field submit.

Like the Reset form field, the submit button can is added the same way. You can right click anywhere

on the form and select button

Texkt Field

Check Box

%) Radio Button
1#] List B

1=l Comba B

|k | Bukkan

[%Z] Digital Signature
L] Barcode

Draw the button with the Ctl click drag

The General properties should have the name of the button and the common properties should select

Visible but does not print.



BUrton Froperties

zeneral I.ﬁ.ppearance I Options I Actions I

Marne |5Ll|:ll'|'|i|:

Toalkip I

Farm Field:

Comrmon Properties
’7 Wisible but doesn't printfig

In the appearance, remove the fill color because we are going to add a picture. Then select the options
tab. You should select layout and Push for the behavior. You will be able to add a picture for each state
of the Mouse. Up Down or Rollover. Up is when you first look at the form. Down is when you click on it
and Rollover is when you roll the mouse over.

Generall fppearance  Options I.ﬁ.ctiuns I

Layouk: IIn:n:nn only j Advanced.. . |
Behavior: I vI

—Icon and Label

Skate:

Label:

Tean: Choose Ican,..

Select Choose icon and then go to the picture files. Submit and Submit over. The pictures are located in
the Exercise files 02 edit buttons.

For Push Up choose the Submit icon image
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Buktton Properties

General I fppearance  Options |F'.|:I:i|:|ns|

Layout: [Ifeeg¥aylif Advanced... |
Behavior: IF'ush vI

~Icon and Label

Skate:

Label:

Icon: Choose Icon... |
Clear |

Then use the icon submit over for the state of Roll over. If you click preview now when you hover over

with the mouse it swaps out the picture and changes it.

Now you have to add the action. The action is submit a form. Then select ADD

Button Properties

izeneral I Bppearance I Options  Ackions |

—add an Action
Select Trigger: I Mause Lp TI
Select Ackion: I Subrmit a Farm j
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A box will populate asking you how you want the information to be transmitted. What file format do
you want to send the data in. You can either email it to someone or send it to a web server

submit Form Selections

Enker a LIRL For this link;

~ Export Formak — ~ Field Selection
% FOF Include: &« all Fislds
¥ | Field data " arly these. ., Select hields

[ Comments

I Incrementa@u the PDF
— Dake Opkions
" HIML G

 %FOE Include: [~ Convert dates to standard Farmat
" | Field data
[T Comments /
Dates are submitted in
" PDF The complete document DY YMMOD Format instead of
passing the user typed values
through unchanged.

To simply mail it to someone, you use a mail to protocol

Mail To protocols

mailto:user@example.com?cc=user2 @saddleback.edu

mailto:user@example.com?subject=Message Title&body=Message Content"

Your options for Exporting the data are FDF—Form Data Format—FDF just sends the data without the
entire pdf form so it is much smaller

HTML is if you are going to send it off to a web server.
XFDF is an xml version of FDF

PDF-sends the entire pdf file.


mailto:user@example.com?cc=user2@saddleback.edu

We will send the whole pdf file. Click on ok and test.

Submit Form Selections

Enter a URL Far this link;

Imailtu:u:jmastrangelu@saddleback.eu:lu

—Export Format

" FDF Include:
¥ | Field|data
™| Commients
I" | Incremental changes bo bhe FOF

i~ HTML
" %FOF Include:

I" | Field data

™| Comments

= POF The complete document

Click on Preview and test the button. The first time a user tries to submit, it will ask which best
describes their email. This is an enhanced feature.

Select Email Clienk x|

Please indicate the option which best describes how wou send mail,

{* Desktop Email Application

Choose this option if wou currently use an email application such as
Microsoft Cutlook Express, Microsoft Outlook, Eudara, or Mail,

" Internet Email

Choose this option if wou currently use an Internet email service such as
Yahoo or Microsoft Hotmail, You will then need ko save your Form and
return it manually ko jmastrangelo@saddleback, edu using your Internet
email service.

[ Don't show again

Ik I Cancel

This is one of the simple ways but if you have a lot of users, it is best to send to a database.
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Simple calculations-form calculate pdf

Calculations are very similar to Excel — double click on the Product field and rename it to Product 1

Froduct Oty Tatal
L [—]
] — E F'r'-:uu:t 1 ! kaokal 1.0

Text Field Properties |

General I.ﬁ.ppearance I Optians I fckions I Farmat I Yalidate I Caleulate I

Mame IF‘ru:u:qu:t 1

Tooltip IType in Price

Click over to Format and make sure the category is Number

ext Field Properties

Genetal I Appearance I Cptions I Ackions  Format I'u'aliu:late I Calculate I

Select format categaory: I Murnber j

Decimal Places: I 2 - I

Separator Style: I 1,234.56 j

Currency Symbol | noyar (£ -

You can use validate if you want something to be in a certain range.
The calculate field is where you go to add in the calculation properties.

When you change just want the user to enter a qty, the format should be as follows
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Text Field Properties

General I Appearance I Cptions I Actions  Format I'-.-'aliu:late I Calculate I

Select format cateqory: I Murnber - I

—Mumber Options
Cecimal Places: Iﬂ
Separator Style: I 1234 56 j
Currency Symbaol; [ -

Megative Mumber Style: [ Show parentheses

Select Value is the Sum or Product of and then select Pick and click on the items

ext Field Properties |

eneral I Appearance I Cptions I Ackions I Format I yalidate Calculake

™ Walue is not calculated

% value is the Isum [+ vI of the Following Fields:
| Pick. .. |
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