Create a PDF Form - Introduction
PDF Forms

Print and Fill-type PDF forms are like paper forms. They can be obtained online, printed, then filled in
with a pen and then submitted.

Fill and Print-type PDF forms can be filled out on-screen and then printed, providing legible content.
You will learn in this introductory lesson how to create this type of form.

Plan ahead

1. Make a list of the information you want.
2. Define the form data you need to collect.

3. Will this form be filled in with Adobe Reader or Adobe Acrobat Professional? If it is filled out us-
ing Acrobat Reader then it cannot be saved but the form fields can be filled in and the form can be
printed. In order to save the form, you must open it with Adobe Acrobat Professional.

4. Sketch out the form on paper. You will probably want to use the 8.5 by 11-inches size.

5. Lay out the static parts of the form, such as text, labels, underlines, and images.

Create the background and visual layout of the form.

Use Microsoft Word. You are given a file in Microsoft Word for an Out-of-State Conference Request
Form. If you don’t know how to follow these instructions, please ask for individual assistance.

1. Note that the top lines of the document are spaced so that there is enough space between the lines to
fill in the requested information.

2. This was done by using the format paragraph dialog and using the spacing of 8 points after each
paragraph (in this case after each line). This is found in the INDENTS AND SPACING tab of the paragraph

dialog in the SpACING section of the page.

. X . . Taby stop position: Dref aulk tab stops:

3. The underlines were created by using tabs with a line leader. E.oc] 0= -
See picture at right showing the tab setting of the top four lines | &.e%" T e
with the underline leader selected.

4. You will then want to make a 5.25-inch vertical space between h

. . . . ignment
the 11‘ne starting “Justification” and the space at the page bottom Iu_-ﬁ O gonter O gt
for signatures. () Decimal ) gar

5. Do this by using a spacing of 72 points for each inch space oot P
you want following the Justification line. Calculating 72 points ;mﬂc S P
times 5.25 inches gives you 378 points for your setting in the T
Paragraph dialog for the “After” setting [ st |[ Cew |[ Cears

6. When finished preparing your Word document, convert it to a or ) [ e

PDF file and add the form fields using Acrobat Professional.

=L Conwert to Adobe PDF

Convert from a Word 2003 flle M| Conwvert to Adobe PDF and EMail

*  Choose Adobe PDF menu, then select CHANGE CONVER- -
SION SETTINGS.

Convert to fdobe POF and Send For Rewiew

Change Conversion Settings
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Click these settings:
View Adobe PDF
Prompt for Adobe PDF file name
Enable Accessibility and Reflow With Tagged PDF
*  Choose the Adobe PDF menu, then select CoNVERT TO ADOBE PDF

Leave Conversion Settings to Standard Corvert to Adabe POF

=
Prompt for Adobe PDF file name ML Convert to Adobe PDF and EMail
=

Convert Document Information Convert to fdobe POF and Send For Rewiew

Enable Accessibility and Reflow with Tagged PDF Change Canversion Settings

* Do the conversion.

When the file is converted, rename it (if it has a very long file name) so its name is shorter.

Display the forms toolbar in Acrobat Professional 7

1. On the TooLs menu, choose ADVANCED EDITING.
2. On the submenu, choose SHow Forms TOOLBAR

3. The Forms TooLBAR displays. W v E& @ 1 F

Review the form field tools

The Acrobat Forms icons, from left to right are:

Button. A button can specify an action, such as opening a file, playing a sound, or submitting data to a
web server

Check box. Check boxes present a group of choices from which you can typically select one or more
items.

Combo box. Combo boxes present a list of items in a pop-up menu for you to choose from or let you
enter your own values. The use of a Combo box is questionable because of accessibility.

List box. Displays an entire list of options that you can scroll through and from which you may be able
to select more than one item.

Radio buttons. These present a group of choices from which you can typically select only one item.

Text field. Permits input of text such as name, address, and phone number. This is the form that you will
use the most.

Digital Signature Field tool.

Text Field Properties

This form contains only text fields. Text fields can be set up to accept user input, to display text strings,
and to allow multiple lines of text to be typed in a field. You can also set a wide variety of text field
properties, such as limiting the number of characters a user can type into the field, and displaying verti-
cal lines between each character inside the text field.

Note: Some property settings are dependent on others. For example, you cannot check the spelling of
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a password field or a field used for file selection. These options are unavailable. You must deselect the
check spelling option before you can select the password or field used for file selection options.

Changing text field properties
The text field properties dialog box has the following tabs:

General

When you create a text field, the text field properties dialog displays with the GENERAL tab open. In this
tab, you will name the field (a short name is better). In this form, there are four identical fields on which
to type in and list the names of persons who will attend the out-of-state conference. Therefore, you will
save time if you input the field properties in the top field and then duplicate the field in the spaces below
the top one. Do the following:

1. Draw a long, rectangular outline with the text

Gereral | Appearance | Options || Actions | Format || Yalidate || Calculate
tool to create a field for the names on the top

line. Name [Names. 1
2. On the GENERAL tab, name the field with a Tookip [Type mames of persans to attend confierencel
name that is followed with a period and a
number 1 (for example, names.1). When you Comimen Properties
duplicate this field, the four fields will be Form Field: | visible v [Jread only
named in sequence. orierkaton: [0 B degroes [JRequired
3. The dialog has a place for you to type a tool
tip. When the user’s cursor hovers over the
Otoded Clase

finished form, the tool tip displays.

Appearance
You will not need to use any borders or background in the ApPEARANCE tab. You have already placed an

underline in Word on which the text field sits.
Options
In the Text Field Properties dialog box, click the Options tab, and then do the following:

Select the text field alignment from the Alignment menu. This sets the alignment of text within the text
box; it does not align the text box itself. Usually the default alignment is Left.

Select the font you want and the font size you prefer. Select a basic font. Make sure the fonts you use are
available on your computer.

Do not select Scroll Long Text, as the user will print the form, and the data that is entered must be
viewed to be printed.

Do not select Check Spelling, as most names are not in standard dictionaries.

When finished, click the CLosE button.

Duplicate the first line
1. With your text field tool, select the text field you have just created and right-click it.

2. On the drop-down context menu, select Create Multiple Copies.

3. Adialog displays in which you will specify how many times you want to copy the field down.
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At the right note a
screen picture of the

Person(s) attending conference: (attach additional page if necessary)

top text field that 1. i o y
is selected and the =
drop-down menu 2. align 3
with the command 3 Center *
CREATE MULTIPLE o Distribute »
Cories selected. 4. _

Size ¥

Below that picture,
there is a picture

of the dialog that
displays in which
you can specify how
many copies you
want, the overall

Create Multiple Copies..,

e Current Properties as Mew Defaulks

Properties...

size, and the overall
position.

You will note that the names of each of the fields is the same
except for the number following each name. All of the prop-
erties are the same.

4. When you are satisfied with your selection, click the OK
button.

Proceed to place the rest of the text fields

1. Place a text field to hold the names of the city and the
state. When you insert the text field in which the estimat-
ed total cost of attendance will be placed, do not use the
currency format, because the dollar sign has been typed in
the Word file and is outside the text field boundary.

2. Place the large text field following the JusTiFicATION line.
In this case, you will draw the boundary just beneath the

Number of Fields

Copy selected flelds down = ] Eirmes
Copy selected fiekds across Lifres

Crwarall Size (Al Fields)

Change Width

Thange Height = LE3im

Crvarall Position (All Fields)

E]P:cvi:w

[ o

] [ Cancel ]

JustiFicaTION line, following the margins on
the left and the right and ending above the
area in which space must be left for the sig-
natures required at the bottom of the form.

Name the field.

4. In the tool tip, inform the user to type in the
information and that the text will wrap auto-
matically within the space of the field.

5. You need not use any lines on the Appear-
ance tab.

6. Select left alignment and Multi-line on the
Options tab. See picture at right.

7. When finished, click the Close button. You
are finished with this form.
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Note: The picture at right is of the completed form,
and it provides a good idea of what it will look like.

CHABOT COLLEGE
Jusbfeation Peaim

Note the color of the form fields. This was done by CUT-OF-STATE CONFERENCE REGUEST
using a forms preferences Settil’lg. Porzondth atresding coaferrace; (arich sddionall paspe & mace:zaryh

N T— X
: : T =
Set Forms preferences X — 1
To control various aspects of your interaction with ey o
form fields, use the Forms PREFERENCES. The Forms Bomand el ool mmdome, indsdng womgorin: M

SUATIFICATION: (Amch sdéssanal page if secezary)

preferences affect how Acrobat handles forms when r . -
you open them.

To set Forms preferences:

1. Choose Edit > Preferences (Windows) or Acro-
bat > Preferences (Mac OS), and select Forms J Justification L
in the column on the left.

2. To set the GENERAL forms preferences, select
any of the following:

To automatically perform all field calculations k n A
upon user entry, select AutomaticALLY CALCU- T Tor Fovaoar
LATE FIELD VALUES.

To display which form field currently has the
focus, select SHow Focus RECTANGLE.

To retain forms data in the Inter-

net browser, select Keep FORMS =]

Data TEMPORARILY AVAILABLE ON Automatically calculate Field values

Disk. Show Focus reckangle

To display a plus sign (+) indi- Keep Forms data temporarily available on disk.

cating when text fields exceed Shiow text field overflow indicator

the bounds specified when the [ ] Always hide Forms document message bar

fields were created, select SHow Show Field preview when creating or editing Farm Fields

TexT FIELD OVERFLOW INDICATOR.

To hide the forms document Highlight Calor

message bar by default whenever Show border howver color For fields
a PDF form is opened in Adobe Fields highlight calar: @

Reader, select that option. Here
is a picture of the right end of the | Required fields highlight color: [l

message bar showing the mes-
sage.

Highlight Fields [ ]Highlight required Fields

To display the
appearance of a form field when creating or editing forms, select SHow FIeLD PREVIEW WHEN CREAT-
ING OR EDITING FORM FIELDS.

3. To set the Highlight Color forms preferences, do any of the following:

To display a black outline around a form field when you place the pointer over that form field, select
Show Border Hover Color For Fields.
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If you want to change the color that appears in the background of all form fields when you select
Highlight Fields in a PDF form’s Document Message Bar, click the Fields Highlight Color button to
select a color.

To display a particular color border around form fields that the form creator has made required, click
the button next to Required Fields Highlight Color, and select a color. The color appears in required
form fields only after you attempt to submit the form.

Define the tabbing order

In the PAGEs tab, you can set the order in which a user tabs through form fields, %
links, and comments for each page. a
To set the tabbing order for form fields: ?%_
1. Click the Pages tab in the navigation pane (see picture at right). E
2. Select a page thumbnail, and choose Page Properties from the Options menu. @ -
3. In the Page Properties dialog box, click Tab Order, and select the tab order: £
To tab through rows from left to right, select USE
Row ORDER. Tab Order | Ackions
Using a Reset button in a PDF © Use Row Order
- t t. f "y Use Column Order
In erac Ive orm O Use Document Skruckure
One of the most-used buttons used with an interactive O Unspecified
PDF form is the RESET button. It is used to clear any
form data already entered. Choose ane of the above options ta set
. . the order For tabbing through items on a
See at the right, a screen picture page.
of a reset form button. RESET
Create a Reset Form button
1. Select the ButTon Tool.

2. Drag the cross-hair pointer to create the button
area. General | Appearance | Options | Actions

3. Inthe GENERAL tab page, specify a name, tool Name [RESET
tip text, and other common properties. At the
right is a screen picture of the General tab
page with the information typed in for your
reference.

Tookip |C|il:k|:|utt-:|n o elear any Form data entered

Common Properties

Form Figld: | visible v [(read only
The name of the form field in the General tab
does not affect the action of the button. The
text options affect the label you specify in the
Options tab, not the button name in the Gen- Oroded hse
eral tab.

Crigntation: |0 % | degrees

4. Click the ApPEARANCE tab, and then specify options to determine how the button will look on the
page. A button can have a label, an icon, or both. This button will have a label only.
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5. Click the Options tab, and select

options to determine how labels and General | Appearance | Cptions | Actions
icons appear on the button. In this
form field, you will use the LABEL Borders and Colors
ONLY laYOU't' Border Color: E] Line Thickness:
6. Click the Actions tab, and select il Color: @ T
H H 2N e
Moust Up from the SELECT TRIGGER
menu. Text
7. Select ReseT A ForMm from the Select Font Sizst |12 3 Text Color: (il
Action menu, and then click Add. '
8. In the Reset A Form dialog box, do Fort: | X |
one of the following, and then click
OK;
» To select individual fields, select the
fields from the list.
. };o select all the fields, click SELECT [JLocked
LL.
9. Click another tab in the Button Prop-
erties dialog box to continue defining properties | | Genera | appearance | Optics | actions
for the button, or click CLOSE.
Layout: _Lehel ariy we|
Instructions for Users Bebarior ¥
Provide instructions for those using Adobe Ac- foon sndlabel
robat to fill out the form. If you do not have the et
space on the form, then provide the information at =2 Label: RESET
Tcon:
| General | Appearance | Options | Actions
Add an Ackion
Sedact Trigger: [ Mouse Lip V.
Select Action: | Exmcute a meny bem v/ Dlroded Claze
1530 b0 & page view &
Import form data
Open & file
Actions Open & web bnk Select Fields bo Resat
Play & sound
Play Media (Acrobat § Compatible) bl Gy
Play Media (Scrobat 6 and Later Compatible) o Cost
| Justification
Rt«bd an &rhﬂt .,, Skaks
Foun & JavaScript w :: ::E:g?
» names.0.2
o names.0.3
Cltsced =] (o ]
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some place on your web site. Following are some
points that may be helpful for you to include in
your instructions.

1. Select the HaND tool to navigate through the
form.

Use the TaB key to move from form field to
form field.

3. To move backward in the form, users may use
the SHiIFT+TAB key combination.

Users alternately may prefer to click in any
field and move around the form using the
mouse.

5. Users should be instructed to fill in the form
and then print the document. They will not be
able to save the form.

Note:

This lesson covered some uses of text form fields
and one button type. In future lessons, there will
be instructions for more advanced text format
features.

The PDF form created in this lesson is called a
fill and print form. They are filled out on-screen
and then printed, providing legible content. They
can then be printed and distributed by traditional
means.

Adobe Acrobat has made many improvements

in version 8 (the current version at Chabot is 7).
When that software is installed in the HUB, a les-
son will be developed that will use some of the
advanced features.

General || Appearance | Options | Actions

Add an Action
W

Sedact Trgger: | Mouse Uip

Select Ackion: | Execute a menu bem

530 ko a page view

Import. form data

open & file

Cxpen a web bnk

Play a sound

Play Media (Acrobat 5§ Compatible)

Play Media (Acrobat 6 and Later Compatible)
Read an article

Actions

Fun a JavaScript

Ouodked

Selact Fields bo Resst

0 Cy

) Cost

» Justification
| State

» nameas.0.0

| names.0.1

»l namas.0.2

) narmes. 0.3

Desedact All

| [ Cancel ]
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