
Acrobat 9 Pro Forms, Part 3
In this lesson, you will convert the provided Word file containing an order form to PDF format. You will use a 
method of creating one field at the top of each column in the table, specifying the properties, and then placing 
multiple form fields down each column of the order form. This method has the advantage of  ending up with 
all the form fields (with the exception of the calculated fields) in the order table having their properties already 
specified. You will also learn how to validate and calculate form data. With the table portion of the form com-
pleted, as well as the Print and Reset buttons placed you will then place the rest of the text fields. Finally, you 
will set the tab order manually. 

Convert Word form to PDF
1.	 Open Order-Form.doc in Word 2007.
2.	 Click File> Save As> Adobe PDF 
3.	 Click Options button
4.	 Select these options: Convert document information, 

Enable Accessibility and Reflow with Tagged Adobe 
PDF.

5.	 Click Ok.
6.	 Save converted PDF file as Order-Form.PDF.

Create Text Form Field 
1.	 On the Forms menu, choose Add or Edit Fields.
2.	 You are told “Currently there are no form fields in this 

PDF. Do you want Acrobat to detect form fields for 
you”?

3.	 Click No.
4.	 On the Forms menu,  choose Form Tools then Text 

Field.
5.	 Place the Text Field in the first field of the Item Description 

column. See the screen picture at right.
6.	 Shape text field to fit within the space so that the bottom of the field 

border sits on the bottom line and the top of the field border fits 
just beneath the top line. Fit the width of the field border within the 
space.

7.	 Double-click the new field and fill in the properties.

Fill in Item Description field properties
1.	 On the General Tab, type the field name as ItemDesc.
2.	 For the Tooltip, enter “Type description of item.”
3.	 On the Appearance Tab, set no border or fill and set the Font Size as 10, and the Font as Arial.
4.	 On the Options Tab, set the Alignment as Left. 
5.	 Close the Text Field Properties dialog.

Place Multiple Fields
1.	 Right-click the Item Description form field.
2.	 From the right-click menu, choose Place Multiple Fields.
3.	 The Create Multiple Copies of Fields dialog displays.
4.	 Click the Up Arrow to select 9 fields down.
5.	 Click the Down Arrow to select 1 field across.
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6.	 If you had created the original form boundary correctly, you 
should see your form fields positioned correctly down the col-
umn. If you need a little more space between the fields, click 
the Down button.

7.	 When satisfied with the position of the fields, click OK button.
8.	 See a screen picture at the right of the spacing and positioning 

of the form fields.
9.	 Also, note the names that Acrobat has given to each form field 

down the column. The name you gave to the original form is 
the parent name. All the subsequent names are parent/child 
names.

Create text field for Price Each field
1.	 Place a text field in the top field space in the Price Each column and specify properties.
2.	 On the General Tab, name the field PriceEach and type “Enter the price for each item” for the Tooltip.
3.	 Click the Appearance Tab and set the Font Size to 10 and the Font to Arial. Set no border or fill colors. 
4.	 On the Options Tab, set the alignment at Right.
5.	 Click the Format Tab, and set the following values: 
	 For Select Format Category, choose Number.
	 For Decimal Places, choose 2 to allow cents to be entered.
	 For Separator Style, leave 1,234.56 (the default).
	 For Currency Symbol, choose Dollar ($).
4.	 Click the Validate Tab, then select Field Value Is In Range. In the range fields, type 0 in the From box 

and 5000 in the To box. This will prevent any entry larger than $5,000 in this field. This fictitious organiza-
tion does not have any items for sale more expensive than this figure.

5.	 Click Close.

Place Multiple Fields down the Price Each Column 
1.	 Right-click the PriceEach field.
2.	 From the right-click menu, choose Place Multiple Fields.
3.	 The Create Multiple Copies of Fields dialog displays.
4.	 Click the Up Arrow to select 9 fields down.
5.	 Click the Down Arrow to select 1 field across.
6.	 To allow more space between the fields, if needed, click the Down button.
7.	 When satisfied with the position of the fields, click OK button.

Specify Properties for Quantity Field
1.	 Place a text field in the top field space in the Quantity column and specify properties.
2.	 On the General Tab, name the field Quantity and type “Enter the number of items ordered” for the 

Tooltip.
3.	 Click the Appearance Tab and set the Font Size to 10 and the Font to Arial. Set no border or fill colors. 
4.	 On the Options Tab, set the alignment at Right.
5.	 Click the Format Tab, and set the following values: 
	 For Select Format Category, choose Number.
	 For Decimal Places, choose 0 as you want whole numbers.
	 For Separator Style, leave 1,234.56 (the default).
	 For Currency Symbol, choose None.
5.	 Click Close.
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Create Multiple Fields down the Quantity Column 
1.	 Right-click the Quantity field.
2.	 From the right-click menu, choose Place Multiple Fields.
3.	 The Create Multiple Copies of Fields dialog displays.
4.	 Click the Up Arrow to select 9 fields down.
5.	 Click the Down Arrow to select 1 field across.
6.	 To allow more space between the fields, if needed, click the Down button.
7.	 When satisfied with the position of the fields, click OK button.

Specify Properties for Item Total Field
1.	 Place a text field in the top field space in the ItemTotal column and specify the 

properties:
2.	 On the General Tab, name the field ItemTot and type “This is a calculated field” 

for the Tooltip.
3.	 Click the Appearance Tab and set the Font Size to 10 and the Font to Arial. 

Set no border or fill colors.
4.	 On the Options Tab, set the alignment at Right.
5.	 Click the Format Tab, and set the following values: 
	 For Select Format Category, choose Number.
	 For Decimal Places, choose 2.
	 For Separator Style, choose 1,234.56 (the default).
	 For Currency Symbol, choose Dollar ($).
6.	 Do not fill in the Calculate properties at this time. The calculation will have to 

be specified for each row individually. 
7.	 Click Close.

Place Multiple Fields down the ItemTot Column
1.	 Right-click the ItemTot field.
2.	 From the right-click menu, choose Place Multiple Fields.
3.	 The Create Multiple Copies of Fields dialog 

displays.
4.	 Click the Up Arrow to select 9 fields down.
5.	 Click the Down Arrow to select 1 field across.
6.	 To allow more space between the fields, if needed, 

click the Down button.
7.	 When satisfied with the position of the fields, click 

OK button.

For each Field in the ItemTot column, 
specify Calculation Properties
1.	 Double-click on the ItemTot.0 field.
2.	 Click the Calculate Tab.
3.	 Click Value is the and then click the Down Arrow 

and choose product.
4.	 Click the Pick button and choose the following 

fields:  PriceEa.0 and Quantity.0.
5	 See the screen picture at the right showing the Calcu-

late tab of the ItemTot.0 field.
6.	 Click the Close button.
7.	 Double-click the ItemTot.1 field, and follow the number 2 through number 6 instructions above with the 

exception that for the ItemTot.1 field, pick the PriceEa.1 and Quantity.1 fields to multiply.
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8.	 Modify the ItemTot.2 through ItemTot.8 fields as instructed matching the numbers at the ends of the field 
names. If you do not understand these 
instructions, please ask for personal in-
struction.

Create a Text Field for the 
Order Total
1.	 Place a text field in the Order Total 

space.
2.	 On the General Tab, name the field 

OrderTot and for the Tooltip, type This 
is a calculated field. 

3.	 Click the Appearance Tab and set the 
Font Size to 10 and the Font to Arial.

4.	 On the Options Tab, set the alignment at 
Right.

5.	 Click the Format Tab, and set the follow-
ing values: 

	 For Select Format Category, choose 
Number.

	 For Decimal Places, choose 2.
	 For Separator Style, choose 1,234.56 (the default).
	 For Currency Symbol, choose Dollar ($).
6.	 On the Calculate Tab, choose to sum the following fields.
7.	 Since you have the fields named with the parent/child names, you can sum all 

the fields with the ItemTot parent name. See the picture of the Field Selection 
dialog (above) with the ItemTot parent field name selected.

8.	 Click the OK 
button. 

9.	 Click the 
Close button.

10.	In the Fields 
Pane pull 
down the Tab 
Order arrow 
and choose 
Order Tabs 
by Row. 

Note: Setting the 
tab order by row 
will set the tab 
order correctly 
for filling out 
the order form. 
However, after you 
have completed 
the form, you will 
have to set the tab 
order manually 
for the form fields 
beneath the form.
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Place Print and Reset Buttons
Place a Print Button 
and a Reset button 
in the appropriate 
locations shown at 
right in this picture 
of a partially com-
pleted Order form. If 
you do not remem-
ber how to create a Print button and a Reset button, please refer to the 
Acrobat 9, Part 2 lesson entitled Introduction to Acrobat PDF Forms. 

Complete the Form
1.	 Now, go ahead and place the form fields for the other items beneath 

the table: Name, Street, City, State, Zip, Country, Daytime Phone, 
Email, Type of Payment, Card Number, etc.

2.	 You are almost finished creating this order form. After testing the 
form and correcting any mistakes you may have made, you will now 
set the tab order for the form fields beneath the table. 

3.	 See at right, a picture of the Fields Pane. Notice the Payment Type 
field which is selected. Notice in the fields list, this same field is 
highlighted and its position is just below the Name field. You do not 
want the Tab Order to be in rows below the table. You will need to 
adjust the Tab Order manually.

4.	 Open the Tab Order menu and 
choose Order Tabs Manually. 

5.	 In the Fields Pane, click to select 
Payment Type field and drag it down 
below Email field. 

6.	 Click and drag the Card No field 
down below Payment Type field.

7.	 Click and drag the Expiration Date 
field down below the Card Number 
field.

8.	 Continue to place the fields so that the Tab Order will be following 
the Name field: Street Address, City, State, Zip, Country, Daytime 
Phone, Email, Payment Type, CardNo, Expiration Date, Print but-
ton, and last, Reset button.

9.	 Click Forms, Close form Editing.
10.	You have completed your work on the form.

Notes:
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