
Introduction to Acrobat PDF forms
In this lesson you will convert a Word 2007 file into a PDF file. If you have forgotten the procedure to use for this 
conversion, please review the conversion process outlined in the Introduction to Acrobat 9 Professional lesson. 
The form provided is very simple, with text fields and two check box fields. You will later add two buttons. Once 
you have made the conversion from the supplied 
Word file, follow these steps:

1.	 If necessary, open the converted PDF file in Ac-
robat 9 Professional.

2.	 Choose File > Open
3.	 The PDF file contains the text for the form, but 

there are no form fields in the document yet.
4.	 At the right, see a screen picture of the Personal 

Information Form as it appears in PDF format.
5.	 Choose Forms > Start Form Wizard. See the 

screen picture here.
6.	 At right, there is a picture of the Form 

Wizard dialog. You are asked What type 
of document do you want to open as a 
form?

7.	 Select An Existing Electronic Docu-
ment.

8.	 Click Next. 
9.	 The Form Wizard analyses the document 

and adds interactive form fields. When 
the Wizard has finished, it prompts you to 
inspect the document to ensure that it has 
added form fields appropriately. You are 
instructed to add fields manually where 
necessary.

10.	Once you run the field-identification pro-
cess, Acrobat displays the Form Edit Mode. 
You will see the fields identified during the Wizard process listed in the Fields panel, and drawn on the docu-
ment. 

11.	Note there are no form fields created automatically for the Print button and for the Reset button, which you 
will create after you have reviewed the form fields and the form field attributes that were created automati-
cally by the Form Wizard.



See below a picture of the forms that were created by the Form Wizard and then edited by the user. The fields 
outlined in red indicate the Required Fields. Also, note the Fields listed in the left pane.

Complete the text form fields
1.	 Make a batch change in all your text fields. For example, you will not want to have to assign the font and font 

size individually. Select all the text fields, right-click (Control-click on a Mac) to open the context menu. 
2.	 Choose Properties from the right-click menu. Assign the text values that will be the same in all your text 

fields. 
3.	 On the Appearance tab. In the Text area, choose the Font size and the Font you want for all of your text 

fields. Choose a font that is used com-
monly throughout the college, as it will 
be easier to make any small text editing 
that may be needed later on. 

4.	 Note on the Appearance tab that there 
are no colors or borders specified. This 
is because on the original document, 
there was an underline, and the pro-
gram assumed that text fields would be 
placed above the underlines.

5.	 On the Options tab, uncheck the scroll 
long text and uncheck spelling. You do 
not want any text to scroll, as you want 
all the text to print on the form. You do 
not want spelling turned on, as most 
names and other information would 
probably not be in a spelling dictionary.

6.	 Close the Text Properties dialog, and 
finish assigning text properties indi-
vidually.



Set attributes for Phone Number Fields
1.	 Double-click the telephone field. 
2.	 Choose Properties.
3.	 The Text field Properties dialog displays.
4.	 Click the Format tab.
5.	 Select the format category of Special.
6.	 Choose Phone Number.
7.	 Note the following information: “Use the special 

format category to see up custom formatting and 
to display phone numbers, zip/postal codes, and 
social security numbers.”

8.	 The user will enter only the phone numbers, in-
cluding the area code, without any formatting. 
After the phone numbers have been typed and the 
tab or cursor has moved to the next field, the phone 
number is automatically formatted.

9.	 Click on the General tab, and use the Tooltip to 
instruct the user to type in only the phone numbers 
with no formatting.

10.	Click the Close button.

Look at the Check Box Attributes
Double-click on the Check Box. 
1.	 The General Tab is where you name the 

field. However, the Wizard has named the 
field for you. 

2.	 Type in the Tooltip where indicated. 
3.	 The General Tab is where you can 

indicate the field is required by clicking 
where  you see the Required box. In this 
case, you will not click the Required box.

4.	 There is no need to use the Appearance 
tab as the Wizard noted that the outline 
for the check box had been placed in the 
Word file. No other outline is needed.

6.	 Click the Close button.

Create a Print Button
You can add a button that, when pressed, will 
print the form. With the form open in Acro-
bat 9 Professional, follow these steps:

1.	 Click Forms.
2.	 If needed, click Add or Edit fields.
3.	 Click Forms then Form Tools
4.	 Click Button
5.	 Place the button below the paragraph in 

the form instructing the user to print the 
form document.



6.	 See the Button preview illustrated above.
7.	 Position the Button as illustrated.

Specify the Properties for Print
1.	 Click on Show All Properties.
2.	 On the General tab, note that Acrobat has 

named the field. 
3.	 In the Tool Tip box type the instructions for 

the user to click to print the form.
4.	 In the Appearance tab, fill in the form as 

shown in the picture at right.
5.	 In the Options tab, fill in the boxes as shown 

in the picture below. 
6.	 See the Actions tab. You want to Execute  a 

menu item.
7.	 Click the Add button.
8.	 Choose the menu item File > Print.
9.	 See the Actions tab that illustrates this step at 

lower right.
10.	Click Close.



Create a RESET button
You will now create a button that, when pressed, will clear all the contents of the form, making it ready for a user 
to fill in the form with new information. With the form open in Acrobat 9 Pro, follow these steps:

1.	 Click Forms.
2.	 If needed, click Add or Edit fields.
3.	 Click Forms, then click Form Tools
4.	 Click Button
5.	 Position the button below the paragraph that instructs the user to press the RESET button to clear the data 

from the form.
6.	 Click Show All Properties.
7.	 On the General tab, enter a Tooltip that instructs the user to click the button to clear the data.
8.	 On the Appearance tab, fill in the form the same as for the Print button.
9.	 On the Options tab, fill in the form the same as for the Print button, except the label will be RESET.
10.	On the Actions tab,  select Mouse Up from the Select Trigger menu, and then select Reset A Form from 

the Select Action menu. See the screen pictures below.
11.	Click Add.
12.	Click OK on the Reset a Form dialog box to reset the selected fields. By default, all form fields are selected.
13.	Click Close to close the button properties box.

Stop editing the form by clicking on the Close Form Editing 
command (upper right of screen).


