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Introduction

Electronic forms have clear advantages over standard paper forms. Not only can they can be made
available to users online or distributed via email, but they can include interactive functionality that
makes them easier and more reliable to use.

Using Adobe Acrobat Pro DC, you can create interactive forms that users can fill in and submit as a
complete form, or, you can just collect the data that the users fill in. Acrobat Pro DC also allows you to
build in added functionality, such as data validation, automatic calculation of numbers, and exporting
of values to a database.

Adobe Acrobat Pro DC provides a simplified, more task-based interface than prior versions of Acrobat,
with easy access to the tools you use most for PDF creation. To view the interface and opening screens,
see the Adobe Acrobat Pro DC: Quick Start Guide.

Learning Objectives

After completing the instructions in this booklet, you will be able to:
e Navigate the newly designed interface
e Prepare a form from electronic document, scanned document, or scratch
e Add and edit elements such as text fields
e Arrange and adjust the layout of your elements
e Setting the tab order of your elements
e Distribute and collect form responses
e Use the tracker to keep track of your responses
e Export responses from a returned form to a spreadsheet
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Creating an Interactive Form

There are three ways to begin creating a form in Acrobat Pro DC:
e As an Electronic Document

e As a Scanned Document
e Start from Scratch (Blank)

Regardless of the method you use, you will need to do some editing to the form and add form
elements. Adding form elements to a form is covered later in this document.

Preparing a Form from an Electronic Document

Using Acrobat Pro DC, you can create a PDF form from a Word document. Acrobat Pro DC will
automatically recognize possible form fields and identify these fields in the PDF form. Some fields in
the new form - such as text fields - will work just as they are; others will need to be added or modified.

Many people are familiar with creating interactive forms in Microsoft Word. Word has the ability to
save any document in PDF format. However, when a Word document containing form fields is saved as
a PDF, the interactive functionality of the Word form fields does not carry over into the PDF. In this
instance, Word is creating a basic PDF, not an interactive PDF form. Below is an example that explains
how to create an interactive PDF form from a Word document.

1. Onthe Acrobat Pro DC toolbar, click the Tools tab (See Figure 1).
2. From the Tools categories, scroll down to Forms & Signatures and select Prepare Form
(See Figure 1).

B 2dobe Acrobat Fro DE [
File Edit View Window Help
Home -:‘D E Sign In
Q L] Create PDF
(] £t POF

m o
Send & Track Compare Documenis Measure L3 ExportPDF

- A - Add -
Open Add Add Camiiant

Organize Pages

Forms & Signatures B Erbncs Seans

J Protect
[:}

Prepare Form

7. Fill & Sign

‘ Signatur B
Send for Signature

Prepare Form

Open | v Open. | * Open :
L Send for Signature

/(/ =2~ Send 8 Track

120
Certificates

Add | =

Figure 1 - Tools Tab
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3. Inthe Prepare Form window, choose Select a file.
Note: If your document requires signature, check the box next to This document requires
signatures (See Figure 2).

Home Tools @ E Sign In

Prepare Form ~ X

Select a file or scan a document to begin

®

> | B

Select a file Scan a document

D This document requires signatures

Form field auto detection is ON. Change

Figure 2 - Prepare Form From Existing Document

4. The Open window appears. Select the Word document that you want to use and click Open.
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5. Click the Start button.

Note: Form field auto detection is ON by default. If you wish to turn it off due to the complexity of your

document, click Change (See Figure 3).

Home Tools

Prepare Form ~

Select a file or scan a document to begin

I

Scan a document

D This document requires signatures

.

I Note: Form field auto detection is ON. Change |

@ E Sign In

X

»

m

Figure 3 - Click Start

6. Adobe DC begins to read your Word document while creating your fields.

Progress . -

Starting the application which created the selected document. Please wait..
ChUsers\kmorgab2 Desktoph KSU\Adobe Acrobat DCWEmployment
Form.docx

| | Cancel

L

Figure 4 - Progress Pop-Up Window
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7. In this case, the Word document was simply a table that had been used as a paper form.
However, due to the structure, Acrobat Pro DC was able to detect many of the form fields.

File  Edit View Window Help

Home Tools Employment Form... X @ E Sign In
B @ = Q OENE. O® = - [ = ..
Prepare Form- i ® ) 2 @ Preew | X
ALIGN CENTER

COMPANY NAME YOUR L0GO |
Employment Application HERE

APPLICANT INFORMATION  FGIRIgNNgiNl=gt- W ggraty |

m MATCH SIZE DISTRIBUTE
¢ Adcres Apartment{Uni "
o = 1 —- —
S - T - - B
Date —-Date A‘-.railable- ESERCAE Social Security Mo RS fﬂlim Tr More 2
Position Applied ""I IMMEIE

Are you a ditizen of the United States? ves Il NO B I areyou sithorzed ovork inme UST YES D wo E FIELDS

M.

T

I||
4
M
]

R R T TR = B BB Have you ever worked for this company

-

Tl S R T = LT LR Have you ever been convicted of a felo B[S Page 1 _

[l APPLICANT INFORMA=
EDUCATION] ] !
P — o I | ] et Narme

E

4 From T Oid you graduate?  YES B KO B DegrEEI Eﬁ b 1] First
Coliege] m | | M [ MI
Froim T Cid you graduate?  vES [l no B Degreel IiM — .
@] Date
one] 2= ;
From T Did you graduate?  YES H

REFERENCES] m |

Plaase bsl hree prfessonal meierend

| [I] Street Address

[ ApartmentUnit

[ Phone

I Email Address
4 | _

[Tl Date Available el
Mﬂ|ﬁ1 EE]E F m ¥
B — - B W— . E— S
Address

Track...

Figure 5 - PDF Form Created from Word Form
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Creating a Form from a Scanned Document

When you create a form from a scanned document, you are essentially creating a form from a picture

of the document. This method will allow you to quickly create an interactive PDF form from an existing

paper form; however, you cannot edit any text or formatting from your original paper form.

The steps below explain how to create an interactive PDF form from a scanned document.

1. Onthe Acrobat Pro DC toolbar, click the Tools tab (See Figure 6).

2. From the Tools categories, scroll down to Forms & Signatures and select Prepare Form

(See Figure 6).

Forms & Signatures

' b
P ’.,"> % /{?’E-.-;- 3
Ll -
Fill & Sign Prepare Form Send for Signature ‘
QOpen | = Cper * Open
£
Certificates
Add | ~

B 2dobe Acrobat Fro DC e o S
File Edit View Window Help
Home @ E Sign In
. "'_1 Create PDF
—pree i Edit PDF
Send & Track Compare Documenis Measure [_‘Z\; Export PDF
Open | ~ Add | ~ #dld Comment

., Fill & Sign

Organize Pages
Enhance Scans

Protect

Prepare Form
Send for Signature

Send & Track

Figure 6 - Tools Tab
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3. Inthe Prepare Form window, choose Scan a document (See Figure 7).
Note: If your document requires signature, check the box next to This document requires
signatures (See Figure 7).

Home Tools @ E Sign In

Prepare Form~ X

Select a file or scan a document to begin

©
5 | &

Select a file Scan a document

D This document requires signatures

Form field auto detection is ON. Change

Figure 7 - Prepare Form From a Scanned Document

4. The Open window appears. Select the Word document that you want to use and click Open.
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5. Click the Start button.

Home Tools Sign In
@ E q
@ Prepare Form =

Select a file or scan a document to begin

B | X

i sy +
Select a file Scan a document

|_| This document reguires signatures

..

Form field auto dataction 1= ON. Change |

| Note:

Figure 8 - Scanned Document

Note: For field auto detection is ON by default. If you wish to turn it off due to the complexity of
your document, click Change.

6. Adobe DC begins to read your Word document while creating your fields.

Progress .

Starting the application which created the selected document. Please wait..
ChUsers\kmorgab2 Desktoph KSU\Adobe Acrobat DCWEmployment

Form.docx

| | Cancel

L

Figure 9 - Progress Pop-Up Window
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Creating a Form from Scratch
To create a form from scratch, begin by creating a blank page. The following explains how to create a
blank page:

1. Onthe Acrobat Pro DC toolbar, click the Tools tab (See Figure 10).
2. From the Tools categories, under Create & Edit and select Create PDF (See Figure 10).

Home
o O

Create & Edit

—h

Create PDF Combine Files Organize Pages
Open - Add - Open -
s
Edit PDF Export PDF Enhance Scans
Open | = Open | = Open |~
B
Rich Media
Add | =

Figure 10 - Tools: Create PDF
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3. From the Create PDF menu, choose Blank Page (See Figure 11).

4. Click Create (See Figure 11).

Home Tools

Create PDF~

Single File
Multiple Files
Scanner _E
Web Page

Clipboard

e page

Create a PDF from any format

Create a naw POF with a blank

5. A Blank Page will be created.

Home  Tools

L]
H
@

Figure 11 - Insert Blank Page

[Te Lo Wiew Wirdew TR

B e =EQ

) (@] E Sign Ir]
B A M O@ (ks B R FE P -

Y creste poF
= Edit PDF
|—_& Fapor PIF
Comment
|| ©rganize Pages
I:‘-! Enbarce Scans
G Proted
£2, Fill & Sign
@ Prepare Form
xb Sendfor Signature

- Send & Track

Store and share files in the
D wimen | Choud

Lesm More

Figure 12 - Blank Page
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Adding Form Elements to a Form

A form element is an object that allows the user to input data. The basic form element is the text field,
which is used to enter text. However, Acrobat Pro DC includes eight useful types of form elements. The
following is a list of form elements:

e Text Field - lets the user type text.

e Check Box - gives the user a yes-or-no choice for a single item or list of items.

e Radio Button - presents a group of choices from which the user can select only one item.
e List Box - displays a list of options from which the user can select.

e Drop-down - lets the user either choose an item from a list or type in a value.

e Button - initiates a change or an action on the user’s computer.

e Digital Signature - adds a digital signature to your document.

e Barcode Field - adds a barcode field which allows you to encode data that people type into the
form.

To add form elements, you must first open the form in the Form Wizard. For this example, we will
begin from a document created using Microsoft Word. To enable the Form Wizard:

1. Onthe Acrobat Pro DC toolbar, click the Tools tab (See Figure 13).
2. From the Tools categories, scroll down to Forms & Signatures and select Prepare Form
(See Figure 13).

e — — —— are =
B Aclose Acrobat Pro DC [
File Edt WView Window Hep
Home @ [ signin
al O \
¢ | Create PDF
-
() Edit PDF
Send & Track Compare Documents Measure L"‘, Export POF
Kpet = Aod |- Add Comrment

Organize Pages

Forms & Signatures

— Fnhance Scans

Fill & Sign Prepare Form

Send for Signature . g: Prepare Form

Oper - Cpen | = Open «

b Send for Signature

Figure 13 - Tools: Prepare Form
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3. Inthe Prepare Form window, choose Select a file (See Figure 14).

Home Tools ® E Sign In

Prepare Form ~ 4

Select a file or scan a document to begin

®

5

I5

Select a file Scan a document

@ This document requires signatures

Form field auto detection is ON. Change

Figure 14 - Prepare Form From Existing Document

4. The Open window appears. Select the Word document that you want to use and click Open.

5. (Optional) Select this box if your document requires signatures (See Figure 14).

6. Since we want to add the form elements manually, you will need to turn off the Form field auto
detection. To do this click Change (See Figure 15).

Form field auto detection is ON Change;

Figure 15 - Click Start
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7. The Preferences window will appear. Un-select the checkbox next to Automatically detect Form
Fields (See Figure 16).
8. Click OK (See Figure 16).

Preferences [&J

Categories: General

Commenting -~ [¥] Automatically calculate field values

Docurnents I [¥] Automatically adjust tab order when modifying fields

Full Screen Manage Barcode Parameters...
[¥] Show focus rectangle

General o

Page Display [¥] Show text field overflow indicator

— [7] Always hide forms docurnent message bar

3D & Multimedia | [¥] Show field preview when creating or editing form fields

A ibili

Az;is:lw:.i::rd 1[7 uAutomatically detect Form fields

Adobe Online Services
Highlight Color

Catalog

Lolos Management [] Show border hover color for fields
Content Editing =

Convert From PDF Fields highlight color: @

Convert To PDF

Ernail Accotings Required fields highlight color: @

Forms

Identity Auto-Complete

Internet

JavaScript Off v‘ | Remernber numerical data (e.g.,, telephone number)
Language

Measuring (2D) Edit Entry List..,

Measuring (30)
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

.The auto-complete feature is now off. No suggestions will be made while you type in form fields, Choose
Basic or Advanced from the drop-down box to turn the feature on.

Reviewing
Search
Security Eorm Tracker Preferences

. 8

ok || cancl

Figure 16 - Preference Window

9. The Prepare Form window will appear. Click the Start button (See Figure 17).

Select a file or scan a document to begin

['i(‘l’l }
T
15

T

Personal Datadock Scan a document
LChange File

|| This dooument require

1natures

Figure 17 - Click Start
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10. Your document will be loaded into the document window.

Home Tools Personal Data.pdf %

B &®B RQ | C @@ == - [§
Preparanormv k@@ X@

-

Personal Data

Today's Date
First Name
Last Mame
Address
City
State
Zip
Phene 3
b
Gender Marital Status
Male Single
Female Married
Divorced
Widowed

Languages Spoken Personal Interests

English
Spanish

French

German

Arabic

-

® &

Sign In

l Preview | e
ALIGN CENTER

MATCH SIZE DISTRIBUTE

T“ Maore v

FIELDS

I||
a4
N
4

@ Page 1

| Distribute... |

| Track... |

Figure 18 - PDF Document
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Prepare Form Tools

The Prepare Form mode displays the Form Editing toolbar.

Home Tools Personal Data.pdf X ® E Sign In
B ® 8 = Q 0@ mm- K @ .
Prepare Form ~ .} - . @ - =g m * @- —@ Preview X

of @é@é é‘é&

Personal Data

Figure 19 - Form Editing Toolbar

Pointer - used to select objects within your form.

Text Field - lets the user type text.

Check Box - gives the user a yes-or-no choice for a single item or list of items.

Radio Button - presents a group of choices from which the user can select only one item.
List Box - displays a list of options from which the user can select.

Drop-down - lets the user either choose an item from a list or type in a value.

Button - initiates a change or an action on the user’s computer.

Digital Signature - adds a digital signature to your document.

© 00 NOU A WDNPRE

Barcode Field - adds a barcode field which allows you to encode data that people type into the
form.

10. Pin Tool - use this to keep certain tools selected.

11. Field Type Help - access help for any field type.
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Adding a Text Field
1. Inthe Form Editing toolbar, click the text field icon (See Figure 20).
2. Position the shaded box in the proper location on the form, and then click the left mouse

button (See Figure 20).

Home Tools Personal Data.pdf % @ E Sign In
, =] :
m 6 B = Q 0@ - B B @ P
Prepare Form~ B ® =21 * @ | Preview b4
= ALIGN CENTER
Personal Data
Today's Date MATCH SIZE DISTRIBUTE
{2 )
First Name Y
Last Name T: More -
Address
Ci FIELDS =~ A.
ity = Z
State
i B Pagel
Zip |
Phone i

Figure 20 - Adding New Text Field & Placement

3. Type a descriptive name for the field in the Field Name box (See Figure 21).
4. Click the Required field check box, if appropriate (See Figure 21).
5. Click the All Properties link (See Figure 21).

First Name E m i

Last Mame )
- Field Mame:
Address . 3
— |F|r5t Mame
City
(-?F{e All F'ru:uerties
State 4
—

Zip

Phone

Figure 21 - Text Field Form Element
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6. The Text Field Properties window will open. Set Text Field Properties as needed (See Figure 22).
7. Click Close (See Figure 22).

Text Field Properties . - .- @l

_GEHEFE” Appearance ! Position I Options | Actions ! Format I Yalidate I Calculatel

Mame: lm

Tooltip: I

Commeoen Properties

Form Field: | Visible q [] Read Only

Crientation: degrees [T Required

[T Locked Q Close

Figure 22 - Text Field Properties

Note: You can access the Text Field Properties at the time you create the Text Field by clicking the All
Properties link on the Field Name dialog box, or later by double-clicking on the Text Field.
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Adding a Check Box

Check Boxes should be used to create lists of items where multiple items can be selected.

Note: To make a list of items where only one item can be selected, use the Radio Button form element
(See Adding a Radio Button).

1. Inthe Form Editing toolbar, click the check box icon (See Figure 23).
2. Position the shaded box in the proper location on the form, and then click the left mouse
button (See Figure 23).

Prepare Form~ k @ 2] > ®

Personal Data

Today's Date
First Name First Wame
Last Name
Address
City
State
Zip
Phone

[

Gender Marital Status
Male Single
Female Married

Divorced
Widowed

Figure 23 - Check Box
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3. Type a descriptive name for the field in the Field Name box (See Figure 24).
4. Click the Required field check box, if appropriate (See Figure 24).
5. Click the All Properties link (See Figure 24).

Marital Status
Single Ck
Married Field Mame:
Divorced Single
Widowed @Hequired field
(5)

Figure 24 - Check Box Form Element

6. The Check Box Properties window will open. Set Check Box Properties as needed (See Figure 25).
7. Click Close (See Figure 25).

Check Box Properties |§|

General Appearance! Paosition I Options Actionsg

Mame: lm

Tooltip: |

Common Properties

Form Field: “ufisihle - [F] Read Only

Crientaticn: |U * | degrees [7] Required

[ Locked o

Figure 25 - Check Box Properties

Note: You can access the Check Box properties at the time you create the Check Box by clicking the All
Properties link on the Field Name dialog box, or later by double-clicking on the Check Box.

8. Repeat steps 1 through 7 until all checkboxes have been added.
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Adding a Radio Button
Radio Buttons (in groups) should be used to make a list of items where only one item in the group can
be selected. The following example illustrates the use of radio buttons (See Figure 26).

C} Under 18 years
() 19-25 years
() 26-40 years

41-65 years
Ower 66 years

Figure 26 - Radio Buttons Example

1. Inthe Form Editing toolbar, click the radio button icon (See Figure 27).
2. Position the shaded box in the proper location on the form, and then click the mouse button

(See Figure 27).

@ Prepare Form ~ * @
Personal Data

Today's Date
First Name
Last Name
Address
City
State
Zip
Phone

[ 3

Gender Marital Status
Male @ Single
Female Married

Figure 27 - Radio Button
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Type a descriptive name for the field in the Field Name box (See Figure 28).
. Type a descriptive Group Name (All buttons with the same Group Name will be part of the

same group ) (See Figure 28).

Click the Required field check box, if appropriate (See Figure 28).

Click Add Another Button (See Figure 28).

Repeat steps 4 through 7 until you have added all the radio buttons that you need.

Click the All Properties link (See Figure 28).

Gender Marital Status
Male Gr Single
Female

Sir

Radio Button Choice: @
IMaIe ;

Group Mame;

4

Languages ! EE” der

Spanish buttons needed

French  [EddZnother Button

German

Arabic

equired field All Properties
English a
1y Warning: 1 button in group. At least 2

Figure 28 - Adding Radio Buttons
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9. The Radio Button Properties window will open. Set Radio Button Properties as needed
(See Figure 29). The properties that you set will apply to all radio buttons in the group.

10. Click Close (See Figure 29).

Radio Button Properties |§|

MName: m

Teooltip: ]

Common Properties

| Form Field: | Visible - [] Read Only

I Orientation: |0 v| degrees [TIRequired

[ Locked

Figure 29 - Radio Button Properties

Note: You can access the Radio Button properties at the time you create the Radio Button by clicking
the All Properties link on the Field Name dialog box, or later by double-clicking on the Radio Button.
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Adding a List Box

A list box shows all available options in list form. Users can select one or multiple list items.

You may find that a List Box that contains many items occupies too much space on your form. In this
case, you might want to use a Drop-down instead (See Adding a Drop-Down).

1. Inthe Form Editing toolbar, click the list box icon (See Figure 30).
2. Position the shaded box in the proper location on the form, and then click the left mouse
button (See Figure 30).

W Prepare Form~ 3 O) || 2] A @
-
Personal Data
Today's Date
First Name
Last Name
Address
City
State
Zip
Phone |
2 o
Gender Marital Status
Male - Single E
Female Married
Divorced
Widowed
Languages Spoken Personal Interests
English
Spanish
French
German
Arabic

Figure 30 - List Box Placement
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3. Type a descriptive name for the field in the Field Name box (See Figure 31).
4. Click the Required field check box, if appropriate (See Figure 31).
5. Click the All Properties link (See Figure 31).

Personal Interests
o

Field Mame:
Personal Interests
@Requirecl field All Propertie o

Figure 31 - List Box Form Element

List Items, the items that are displayed in the List Box (See Figure 32), are created on the Options tab of
the List Box Properties. Since the List Items are essential to the functioning of List Box, the Options tab
is covered here.

One
Two
Three

Figure 32 - List Items

Note: You can access the List Box properties at the time you create the List Box by clicking the All
Properties link on the Field Name dialog box, or later by double-clicking on the List Box.
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6. The List Box Properties window will open. Click the Options tab (See Figure 33).
7. Type anitem into the Item field (See Figure 33).
8. Click the Add button (See Figure 33).
Note: Items added will appear in the Item List.
9. If the data on the form is going to be collected in a database, and you want the value exported
to the database to be different than the item selected in the list, type the value in the Export
Value box (See Figure 33).
10. Repeat steps 7 and 8 until you have added all the items to the /tem List (See Figure 33).
11. To change the position of an item in the list, select the item, and then click the Up or Down
button (See Figure 33).
Note: Alternatively, you can sort the list.
12. There are several additional options available:
a. To sort the list alphabetically, click the Sort items check box (See Figure 33).
b. To allow the user to select more than one item in the list, click the Multiple selection
check box (See Figure 33).
c. To save the value as soon as the user selects it, click the Commit selected value
immediately (See Figure 33).

List Box Properties E|
6)
| General I Appearance ! Positionl Uptiﬂn;ilﬁctl'ons ! Selection Change|

7 8
Item:l hree] | | add
Export Value: I @

Itern List: § ope 10 Delate
Two 111}
[w )
Down
12

@'I Multiple selection

o

e. Commit selected value immediately

Select an item in the list to make it the -
default choice. i

[ Locked Close

Figure 33 - List Box Options Properties
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Note: If this option is not selected, the value is saved only when the user tabs out of the current field
or clicks another form field. This option is not available if Multiple Selection is selected.

1. If you want to make an item in the list the default choice, select that item. Otherwise, make
sure no items in the list are selected.

2. Once you are finished, click Close.

Adding a Drop-Down

The Drop-down, like the List Box, can contain an unlimited number of items from which the user can
select. Unlike the List Box, however, these items only appear when the user clicks the Drop-down and
allows the user to type an item that does not appear in the Drop-down.

1. Inthe Form Editing toolbar, click the drop-down icon (See Figure 34).
2. Position the shaded box in the proper location on the form, and then click the left mouse
button (See Figure 34).

ElF|E e m Qo

—0

Figure 34 - Drop-down Placement

»

3. Type a descriptive name for the field in the Field Name box (See Figure 35).

4. Click the Required field check box, if appropriate (See Figure 35).
5. Click the All Properties link (See Figure 35).

! Dropdownld - i
i

-
Field Name: e
dﬁequired field
(5

Figure 35 - Drop-down Form Element
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List items, the items that are displayed when the user clicks the Drop-down (See Figure 36), are created
on the Options tab of the Drop-down Properties. Since the list items are essential to the functioning of
Drop-down, the Options tab is covered here.

One
Two
Three

Figure 36 - Drop-Down

Note: You can access the Drop-down properties at the time you create the Drop-down by clicking the
All Properties link on the Field Name dialog box, or later by double-clicking on the Drop-down.

6. The Drop-Down Box Properties window will open. Click the Options tab (See Figure 37).
7. Type an item into the Item field (See Figure 37).
8. Click the Add button (See Figure 37).

Note: Items added will appear in the Item List.

9. If the data on the form is going to be collected in a database, and you want the value exported
to the database to be different than the item selected in the list, type the value in the Export
Value box (See Figure 37).

10. Repeat steps 8 and 9 until you have added all the items to the Item List (See Figure 37).
11. To change the position of an item in the list, select the item, and then click the Up or Down
button (See Figure 37).

Note: Alternatively, you can sort the list.

12. There are several additional options available:
a. To sort the list alphabetically, click the Sort items check box (See Figure 37).
b. To allow the user to type text into the field, rather than select an item from the list, click
the Allow user to enter custom text check box (See Figure 37).

c. Toturn on spell checking, click the Check spelling check box (See Figure 37).
d. To save the value as soon as the user selects it, click the Commit selected value
immediately check box (See Figure 37).

Note: If this option is not selected, the value is saved only when the user tabs out of the current field
or clicks another form field.
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13. If you want to make an item in the list the default choice, select that item.

Dropdown Properties

—6)
| General | Appearance | F‘ositiunl Options §Actions | Format I Walidate I Calculate|

)

Item: z Add
9
Export Value: O
o
Itern List: § One Qﬂ Delete
Two 11
Th
Bown

0 Sort items

N Allow userto enter custom text

G |/ ECheck spelling
@'. Commit selected value immediately

Select an itern in the list to make it the *
default choice. i

v

Figure 37 - Drop-Down Options Properties

Page 32 of 69



Adding a Button

A button is used to perform an action, such as clearing the form fields.

Adding a Clear Form Button
1. Inthe Form Editing toolbar, click the button icon (See Figure 38).
2. Position the shaded box in the proper location on the form, and then click the left mouse
button (See Figure 38).

Figure 38 - Forms in the Tools Menu

3. Type Clear in the Field Name box (See Figure 39).
4. Click the All Properties link (See Figure 39).

i &}

Field Mame:

lear
3

Required field

Figure 39 - Button Form Element
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5. The Button Properties window will open. Click on the General tab (See Figure 40).

6. Click the Form Field drop-down and select Visible but doesn’t print to prevent the button from
appearing on the form when it is printed (See Figure 40).

7. Click the Read Only checkbox to prevent the cursor from stopping on the button when the user
presses the Tab key (See Figure 40).

Button Properties |@

G

eneral | Appearance I Position | Options | Actic-ns!

Marme: ]CIear

Tooltip: I

Common Properties

(6)

TN | Visible but doesn't print B

[¥] Read Onl

Orientation: |0 | degrees Required

Figure 40 - Button General Properties

8. Click the Appearance tab and set the options as you prefer.
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9. Click the Options tab (See Figure 41).
10. Type Clear Form in the Label box (See Figure 41).

Note: The label is the only text that will appear on the button for the form recipient.

Button Properties

=

! 9 l
| General | Appearance I Paosition | Options r_tions!

Layout: | Label only v] Advanced...

Behavior; | Invert -

Icon and Label

State:

10

Up Label: |Clear Form

Icomn: =

[ Locked

Close

Figure 41 - Button Options Properties

11. To access additional options, click the Actions tab (See Figure 42).

a. Click the Select Action drop-down and select Reset a form from the list of actions

(See Figure 42).
b. Click the Add button (See Figure 42).

Button Properties

[

(11)
| General | Appearance ! Position | Gptionsl Actions

Add an Action

Select Trigger: IMuuse Up v‘

Select Action: )| Reset a form

Add...

Figure 42 - Button Actions Properties
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12. The Reset a Form window opens. In the Select Fields to Reset area, un-check any fields that you
do not want cleared (See Figure 43).
13. Click the OK button (See Figure 43).

Reset a Form w

Select Fields to Reset

&% Dropdownid | Select All

1« First Name

o Gender Deselect All
14 Personal Interests

& Single

l OK Cancel l

-
Figure 43 - Reset a Form Action

14. Click the Close button on the Button Properties window.

Test the Clear Form Button
1. Click Preview on the toolbar (See Figure 44).

Prepare Form ~ h ® (=21 ) AN ©) Preview X

Figure 44 - Preview the Form

2. Click the Clear Form button.
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Adding a Submit Form Button
1. Inthe Form Editing toolbar, click the button icon (See Figure 45).
2. Position the shaded box in the proper location on the form, and then click the left mouse
button (See Figure 45).

Figure 45 - Forms in the Tools Menu

3. Type Submit in the Field Name box (See Figure 46).
4. Click the All Properties link (See Figure 46).

I =@ }

Field Mame:
Submit

Required field

Figure 46 - Button Form Element

Note: The Actions Tab will appear by default. Refer to step 8.

5. The Button Properties window will open. Click the Appearance tab and set the options as you
prefer.
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6. Click the Options tab (See Figure 47).
7. Type Submit in the Label box (See Figure 47).

Note: The Label is the only text that will appear on the button for the form recipient.

Button F'roper‘tiei;- ! B
6

| General | Appearance I F‘nsiticm.rﬂptioﬂs IAct'mns|

Layout: lLabEI only v] (ke |

Behavior: |Invert

Icon and Lakel

State:
7
Up Label: ISubmit

lcom:

- 1
Chooselcon..

Clear

Dot

Figure 47 - Button Options Properties

8. Click the Actions tab (See Figure 48).
a. Click the Select Action drop-down and select Submit a form from the list of actions
(See Figure 48).
b. Click the Add... button, the Submit Form Selections window opens (See Figure 48).

Button Properties

8
| General I HAppearance | Position I Options ACtiDﬂSQ

Add an Action

Select Action: [ Submit @ form -

Select Triggen I Mouse Up

Add...

Figure 48 - Button Actions Properties
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9. Inthe box labeled Enter a URL for this link, type mailto: followed by the email address where

you want the completed form sent (e.g. mailto:xyz@kennesaw.edu) (See Figure 49).

10. In the Export Format area, click the radio button labeled PDF The complete document

(See Figure 49).

11. Click the OK button (See Figure 49).

Submit Form Selections

IR =

Enter a URL for this link;

I mailtongyz@kennesaw.edu

2

Export Format

71 FDF Include;
Field data
Comments
Incremnental changes to the POF

= HTML
(71 XFDF Include:

Field data

Comments @

I-@- PDF The complete document

Field Selection

@ All fields

Only these...

| Select fields..

Date Options

Convert dates to standard format

Dates are submitted in
EYYYYMMDD format instead of
passing the user typed values
through unchanged.

(6] Cancel

Figure 49 - Submit Form Selections

12. Click the Close button on the Button Properties window.
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Test the Submit Button
1. Click Preview on the toolbar (See Figure 50).

Prepare Form ~ h ® (=21 ) AN ©) Preview X

Figure 50 - Preview the Form.

2. Click the Submit button, the Send Email window opens.
3. Select one of the options on the Send Email window.
a. Default email application - When a user selects Default email application, Acrobat Pro
DC opens a new message in the user’s default email application with the form attached
(See Figure 51).

b. Use Webmail - Use email webmail systems such as Gmail or Yahoo (See Figure 51).
4. Click Continue (See Figure 51).

r e ————— -

How would you like to send this email?
d
@ Default email application (Microsoft ﬂl_lﬂﬂtrkp

(71 Use Webmail

®

Select

| Remermber my choice

o Cancel |

Figure 51 - Send Email
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Form Layout

After you create form fields, you can rearrange, resize, or move them to give the page a cleaner, more
professional look.

Note: All of these steps will be conducted in the Prepare Form mode.

Resizing Form Fields
1. Select the form field that you want to resize.
2. Do any of the following:
a. Toresize the field manually, click and drag a corner border handle.
Note: Press and hold the Shift key to maintain the current height/width ratio of the field.
b. To resize the field by one pixel, press Ctrl + Arrow key; to resize the field by ten pixels,
press Ctrl + Shift + Arrow key.

Resize Multiple Form Fields to Match a Selected Form Field
1. Select all the form fields that you want to resize.
2. Choose an appropriate option in the right-hand pane under Match Size.
3. You can also Right-click the form field that you want the other selected form fields to match
(See Figure 52).
a. Choose Set Fields to Same Size, and then select one of the following (See Figure 52).
¢ Height - adjusts the heights to match the height of the reference field, without
changing the widths.
e Width - adjusts the widths to match the width of the reference field, without
changing the heights.
¢ Both - adjusts both the heights and widths to match the reference field.

Properties.., Ctrl+]

|||
(X
]

Bl Add New Field

Cut Ctrl+ X

Copy Ctri+C -
Dslate

Select Al Ctri+d

3 Algn. Distribute or Center L
Set Fields to 5ame Size LS I

Create Multiple Copies...

Height

Width

Show Tab Numbers Both

Show Grid Ctri+U

Figure 52 - Set Fields to Same Size
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Moving Form Fields
1. Select all the form fields that you want to move.

2. Do one of the following:

a.

b.

To move to an approximate location, drag the selected field(s) to the new location. To

constrain movement to a horizontal or vertical direction, begin dragging, and then press

Shift while continuing to drag the selection.

To move either horizontally or vertically in small increments, press the Arrow keys to

nudge the selected form fields into position.

Aligning Form Fields
1. Select two or more fields that you want to align.

2. Right-click the field to which you want to align the other fields.

3. Choose Align, Distribute or Center, and then choose a command as follows (See Figure 53).

a.

b.

To align to the selected fields, choose Align Left, Align Right, Align Top, Align Bottom,

Align Vertically, or Align Horizontally. They align respectively to the anchor form field

you right click on (See Figure 53).

To center the fields to the page, choose Center Vertically, Center Horizontally, or
Center Both (See Figure 53).

-

Properties...

Set as Reguired Field
Add New Field

Cut
Copy
Delete

Select All

Align, Distribute or Center

Align Left
Align Right
C”'”Ca) Align Top
Align Bottom
Align Vertically
» Align Horizontally
Ctrl+X Distribute Vertically
Ctrl+C Distribute Horizontally
Center Vertically
Ctrl+A Center Horizontally
» I Center Both

Set Fields to Same Size

Create Multiple Copies...
Show Tab Numbers

Show Grid

T oraTe
3

[ Zp
[zZ] Phone

Distribute...

Ctrl+U Track...

Figure 53 - Align, Distribute or Center Menu

Note: When you right-click one of the selected fields, it shows the border handles, indicating that it’s

the anchor form field. The alignh menu commands move the other selected form fields to line up with

the edges of the anchor form field.
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Adjusting Spacing Between Fields
In the context of laying out form fields on a page, distributing means to give a group of form fields
uniform spacing, measured from the centers of adjacent fields.
1. Select two or more fields that you want to adjust.
2. Right-click any one of the selected fields.
3. Move your mouse cursor over Align, Distribute or Center and do one of the following
(See Figure 54).
a. To distribute the fields evenly between the topmost and bottommost fields, choose
Align, Distribute or Center > Distribute Vertically (See Figure 54).
b. To distribute the fields evenly between the leftmost and rightmost fields, choose Align,
Distribute or Center > Distribute Horizontally (See Figure 54).

q Align Left
Align Right
Properties... Ctri+I Align Top
Align Bottom
Set as Reguired Field Align Vertically
Add New Field » 2 Align Horizontally
Cut CtrH}{QDistribute Vertically
Copy CtrHCC Distribute Horizontally
Delete b Center Vertically
Select All Ctri+A Center Horizontally
@ Align, Distribute or Center ’ Center Both
Set Fields to Same Size » — —
[l Zip
Create Multiple Copies... [zI] Phone
Show Tab Mumbers
Distnbute...
Show Grid Ctrl+U Track...
—_—

Figure 54 - Align, Distribute or Center Menu

Deleting a Field
1. Select the fields that you want to delete.
2. Press the Delete key on your keyboard, or click Edit > Delete on the menu bar.
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Setting Tab Order

The order in which the user fills in the fields of a form should be logical. Forms are usually filled in from
top to bottom, or left to right. The user can move from field to field by clicking the fields, but it is much

quicker and easier to use the Tab key.

Depending on how you create the form and lay out the form fields, the tab order - the order in which
the cursor moves from field to field when the user presses the tab key - may be correct, or it may not.

If the tab order is not correct, you can set it.

When a form is open in edit mode, the Fields Panel is visible at the right side of the screen. This panel
displays the name of each field on the form. Form fields in the Fields Panel are, by default, sorted by
tab order. The Tab Order drop-down menu is visible at the top of the Fields Panel (See Figure 55).

[l Phone
[»] Single
[+] State
(=] Submit
[ Zip

B @ Gender

[»] Last Name

FIELDS i

[77] Addres| Alphabetic Order
[x] City Tab Crder

@ Clear

EP Dropdownl4

[T First Nama

=8 Personal Interests

Figure 55 - Fields Panel

Page 44 of 69



To set the tab order of the fields:
On the Acrobat Pro DC toolbar, click the Tools tab.

From the Tools categories, scroll down to Forms & Signatures and select Prepare Form.
To the right side of your screen, under Fields, click the AZ drop-down (See Figure 56).
Select Tab Order (See Figure 56).

1.

2.
3.
4

HELDS

Firstl

[ Single
H-G Gender

Personal Interests

EP Dropdownl4

Clear

&= Submit

L |

B[ Page 1 () Alphabetic Order

Tab Order

Figure 56 - Tab Order Menu

5. (Optional) On the Tab Order drop-down menu, select one of the following to have Acrobat Pro

DC automatically order the tabs (See Figure 57).
a.

Order Tabs by Structure - Tabs based on the document structure, and follows the order

that is set up in the tagging (See Figure 57).
Order Tabs by Row - Tabs from the upper-left field, moving first left to right and then

down, one row at a time (See Figure 57).

Order Tabs by Column - Tabs from the upper-left field, moving first from top to bottom

and then across from left to right, one column at a time (See Figure 57).

o=

A’T
N

Order Tabs by étructure

Order Tabs by Row
Order Tabs by Column

Order Tabs Manually
Order Tabs Unspecified

Show Tab Mumbers

Figure 57 - Automatically Order Tabs by Structure, Row, or Column
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Note: Check the numbering throughout the form. If you are satisfied with the tab order, stop here. If
you want to change the tab order manually, continue with the next step, if not, skip to step 8.

(Optional) To order tabs manually:

6. Click Tab Order again (See Figure 58).
7. Select Order Tabs Manually (See Figure 58).

®.
s Q5. |

i Order Tabs by Structure

; Crder Tabs by Row
By
Order Tabs by Column

@ Order Tabs Manually I

: Order Tabs Unspecified
g
I Show Tab Mumbers

Figure 58 - Order Tabs Manually

8. Read the information in the pop-up message, and then click the OK button (See Figure 59).

Adobe Acrobat . -

I.-"_" 1 The order of fields listed in the Fields panel determines the tab order. To reset
L® thetab order, drag and drop fields where you want them within the Fields
panel. You cannot move fields among pages in the Fields panel.

|1 Do not show this message again

&

Figure 59 - Order Tabs Manually Pop Up

9. Inthe Fields Panel, drag and drop the fields where you want them. You will see the numbers in
the fields change on the form.

10. When you are satisfied with the tab order, click the Preview button on the toolbar.

11. Tab through the form and verify that the tab order is correct.

Note: Tab order should be the last item you set on your form. If you make any changes to the form,

you will have to set your manual tab order again.
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Replace Pages

If you created your form from a Word document, you may make updates to your original document in
Word. Perform the following steps to import your updated Word document into the form you have
already created in Acrobat Pro DC.

1. Open your existing PDF form in Acrobat Pro DC.
2. Select Organize Pages from the Tools Pane on right hand side of your screen.

H COMPANY NAME YOUR LOGE B -~

@ Ermmloyment Apphcation HERE L] Create PDF
APPLICANT INFORMATION Edit POE
Last Narma Airst M e Eait
Sirest Adcres AprtmealiLn

B m
oy Fote e E_, Export POF
Fhoas E-mal Ay I
Dete Avelisbie okl Securty Neo Demsived Selary. 1 Comment
Poskicn Apobet for
e UL 2 DN o 1S Lte States? T T oNg T o, e you et 0 won n T LS VeS| Wo [ L_‘.-rga-“i:e I-"ages
Have you ever workad for Shis covgany? YES NO ] I s, whent
Hane you ever besn convided of afebm®  YES MO L] e, exniain Erk T
3 Enhance Scans
ETHICATION
High Schoat Adbdeess 7] Protect
From o Did you eradiere”  YES o Degres
) ol e —* A Fillasign
e T Did you grache?  YES ne ]| pegres
Crher Aaress
2 @ Prepare Form

Fiom To Dl you grodusie”  YES WO ] | Degres
REFERENCES <o Send for Signature

Fise B INEe NS

datii sk -~ Send & Track
Cormpany e 3

Adcknis

Fult Name: Reatongnip

Conpany [oreone L L

Adihess.

ol Mt Rty

Corepany wosa | 1

Adcyess

Figure 60 - Replace Pages

3. The Organize Pages screen appears. Select Replace.

Organize Pages ~ Odd Pages A O Q @ a Extract I:% Insert = _’B Replace | ===

Figure 61 - Click Replace
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4. You will be prompted to browse to your updated Word document on your computer. Make
sure to change the File Types drop-down to All Files (*.*) (See Figure 62). Then, browse to your
file and select it.

-
= Select File With New Pages . 4 o]
\J\ ) [1] » KU » AdobeAcobatDC v | 49 ||[ Search Adote Acrepat DC 7y
Crganize » MNew folder B2« [l &
*  Mame Date modified
|
- 0= Adobe Acrobat DC Creating Interactive Forms PC Booklet.docx it Z11 P
ﬂ:‘ Adobe_Acrobat DC_Creating Interactive_Forms_ PC_Booklet_DRAFT.dowx 7 Al
1= Adobe_Acrobat_X_Pro_Creating_Interactive PDF_Forms PC.doo 6/
ﬂ‘:’ Adobe_Acrobat_¥_Pro_for_the Mac_Creating_Interactive_PDF_Forms.decx 52
5| fE Employment Form,docx 718
"’ Employment Ferm_prepared.paf 708
{1 Personal Dats:docx 7
"™ Personal Data.pdf Fiasl;
!l" SamplelobApplicetionForm.doc [
s T ™ Untitled.pdf i
-
" g
-
- |4 Br +
19,
R e « fatites g ~|

Open | Cancel
|

Figure 62 - Select All Files to Find Word Document

5. You will be prompted to select the pages to be replaced (See Figure 63). The top selection
determines which pages of your PDF you are replacing; the bottom selection determines which
pages you are using from your updated Word document. Enter the appropriate page numbers.

6. Click OK.

Replace Pages w

Original

Replace Pages: |E To: |2 of 2

in ‘Employment Form_prepared. pdf'

Replacement

With Pages: |1 To:: 1of2

fromm  ‘Employment Form.docx'

8] 8 Cancel

Figure 63 - Select Pages to Replace
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7. When you receive the prompt Are you sure you want to replace page X, click Yes.

8. The pages have been replaced. All existing form fields are maintained.
9. Enter Prepare Form mode by clicking the drop-down next to Organize Pages.

10. You can now adjust your existing form fields or add new form fields as needed.

Organize Page{-]
@ Back to Document

Create PDF
Edit PDF

[ Export PDF
Comment
Enhance 5cans

O Protect

Fill & Sign

EI

Prepare Form

Send for Signature

Send & Track

Figure 64 - Prepare Form

Securing a Form with a Password

You can use password protection to prevent unauthorized people from opening, editing, or printing

the form.

Note: Password protection does not encrypt the data on the returned form

(See Using the Distribute Form Wizard).
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Setting Password Security
1. Open a PDF and click Tools (See Figure 65).
2. Click Protect (See Figure 65).

Home Employment Form_...

Protect & Standardize

J . To

Protect Redact PDF Standards

Open | = Add - Add -

Figure 65 - Encrypt on Protection Panel

3. Select the drop-down next to Encrypt (See Figure 66).
4. Click Encrypt with Password (See Figure 66).

1 Encrypt with Certificate

2 Encrypt with Password

E‘-ﬁ Manage Security Policies...

E Protect~ I:hﬂ Restrict Editing a Encr}rpt% More Options =
@

COMPANY NAME

Employment Application

Figure 66 - Encrypt with Password

5. If the Applying New Security Settings dialog box appears, click the Yes button.

Applying New Security Setti

Are you sure you want to change the security on this docurment?

i =N

[7] Do not show this message again

e | ——

Figure 67 - Apply New Security Settings
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6. Inthe Password Security - Settings window, select your security settings (See Figure 68).

a. Select Require a password to open the document and type the password in the
corresponding field (See Figure 68). For each keystroke, the password strength meter

evaluates your password and indicates the password strength using co

Important: If you forget a password, there is no way to recover it from the document
to store passwords in a separate secure location in case you forget them.

b. If you wish to set Permissions for restricting printing, editing, and copy

lor patterns.

.It’s a good idea

ing, then select

Restrict editing and print of the document. A password will be required in order to
change these permission settings and choose your preferences (See Figure 68).

c. Select a Compatibility and an encryption option (See Figure 68).

7. Click OK when you have finished with the settings (See Figure 68).

Document Open

["] Require a passwerd to open the document

ﬁ No password will be required to open this document.

---- .\J:\ E‘a:!.":

@|

Permissicns

[] Restrict editing and printing of the document. A password will be required in order to change these permission settings.
Sllpswverd: | High Resolution

wied: | Any except extracting pages

| Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired

0]

Rated

Options

Compatibility: [FiefeliEigflis i lE =g Encryption Level: 128-bit AES

(@ Encrypt all document contents
() Encrypt all document contents except metadata (Acrobat 6 and later compatible)
(") Encrypt only file attachments (Acrobat 7 and later compatible)

ﬁ' All contents of the document will be encrypted and search engines will not be able to access the document's metadata.

@)

e =

Cancel

Figure 68 - Password Security Settings
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8. Re-enter your password on the password confirmation window (See Figure 69).
9. Click OK (See Figure 69).

Adobe Acrobat DT - Confirm Document Open Password u‘

4 Please confirm the Document Open Password. Be sure to make a note of the
L password. It will be required to open the document.

Docurnent Open Password; [

é Ok ] | Cancel ‘

Figure 69 - Password Confirmation

10. Click OK on the Acrobat Security information pop-up window.

EETTER

W Security settings will not be applied to the document until you save the
__!;\ document. You will be able to continue to change security settings until you
close the document.

[7De not show this message again;

Figure 70 - Acrobat Security Message

11. A lock now appears in the Navigation Pane at the left of the screen, indicating that the form has
been protected.

COMPANY NAME

Employment Application

ﬂ Protect - l?ﬁ Restrict Editing a Encrypt = EU More Options =
o
(&
N
@

APPLICANT INFORMATION

Figure 71 - Document Secured
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Viewing and Changing Security Settings

Once you save the form, security options go into effect. If you set a password to open the form, you
can continue to edit the form until you close it. Then, when you reopen the form, you can continue
editing as soon as you enter the “open” password. However, if you checked the option to restrict
editing of the form, you will need to remove this security and save the form again if you want to make
further edits.

1. Select the Lock icon.

Home Tools Employment Form_... X

BEBRQA OO 2] K

@ CGIM PANY INAME
Employment Application

N

@

APPLICANT INFORMATION
Last Name First

Srest Addness

Figure 72 - Lock Icon

2. Click Permission Details.

a Security Settings X

This docurnent has an open password or
@ a modify password.

I_I I Permizsion Details I

Figure 73 - Permission Details

Page 53 of 69



3. Inthe Document Properties window, select your security properties on the Security Tab

(See Figure 74).

a. Toremove password security, click the Security Method drop-down and select No

Security (See Figure 74).

b. To make other security changes, click the Change Settings button (See Figure 74).

Note: Make the necessary changes in the Password Security Settings window, and then click the OK

button (See Figure 68).

4. Click OK when you have finished with the settings (See Figure 74).

Document Properties

I Descriptio_r1_| SECUEi Fonts I Initial View | Custom If-\dvancedi

Document Security

The docurnent's Security Method restricts what can be done to the document. To remove security
restrictions, set the Security Method to Mo Security.

ety Tt | Password Security

changes.

Document Restrictions Surmmary
Printing:
Changing the Document:
Document Assembly:
Content Copying:
Content Copying for Accessibility:
Page Extracticn:
Commenting:
Filling of form fields:
Signing:

Creation of Template Pages:

Can be Opened by:  Acrobat 7.0 and later

Automatic saving of changes has been disabled for this document because the security settings
have been medified. You must save the decument in order to re-enable automatic saving of

Allowed

Allowed

Allowed

Allowed

Allowed

Allowed

Allowed

Allowed

Allowed

Allowed

Change Settings...?

Show Details...

Help

(2)
0K I [ Cancel

Figure 74 - Document Properties Security Tab
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Enabling Usage Rights

In order to allow users of the form to save a copy of the form, along with the data that they have
entered, you will need to Enable Usage Rights. Enabling usage rights also allows the user to add
comments and digitally sign the form.

Note: You should not enable usage rights until you have finished editing the form. Once you have
enabled usage rights, certain editing functions are restricted, and you may need to make a copy of the
form to make your changes.

1. Click File > Save As Other > Reader Extended PDF > and choose one of the following:
a. Enable Commenting & Measuring - Allows users to add comments or access the Object

Data.
b. Enable More Tools (includes form fill-in & save) — users can save any data entered into

an interactive or fillable form.
2. Click OK in the message window.

Distributing the Form and Collecting Form Responses

You can make the form available to users in several ways:
e Manually attach the form to an email message
e Upload the form to a website
e Use Adobe’s Distribute Form feature

Note: KSU’s licensing agreement with Adobe limits collecting responses from more than 500 recipients.
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Distributing the Form by Email

If you know the email addresses of all the people who will use the form, you can distribute the form to
the users by attaching it to an email message. Users can open the attachment, complete and save the
form, and email the completed form back to you as an email attachment.

Note: In order for users to be able to save the form with the data they have entered, you must have
enabled usage rights on the form (See Enabling Usage Rights).

Collecting Responses to an Emailed Form
When you receive the completed forms via email, you can collect the form responses manually, or, you
can export the responses to a spreadsheet file (See Using Tracker).

When a user returns a completed form by manually attaching it to an email, the returned form may
have the same name as the original form, or, the user may have renamed it. When a user returns a
completed form that you added a Submit button to, the returned email will have the subject Form
Returned: formname.pdf, with the returned form attached. When you open the attachment, you will
see the entire form.

Distributing the Form from a Website

If you need to make the form available to an unspecified group of users, you can upload the form to a
website. Users can download the form, complete and save the form, and then email the completed
form back to you as an email attachment.

Note: In order for users to be able to save the form with the data they have entered, you must have
enabled usage rights on the form (See Enabling Usage Rights).

Collecting Responses to a Downloaded Form
When you receive the completed forms via email, you can collect the form responses manually, or, you
can export the responses to a spreadsheet file (See Using Tracker).

When a user returns a completed form by manually attaching it to an email, the returned form may
have the same name as the original form, or, the user may have renamed it. When a user returns a
completed form that you added a Submit button to, the returned email will have the subject Form
Returned: formname.pdf, with the returned form attached. When you open the attachment, you will
see the entire form.
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Using the Distribute Form Wizard

The Acrobat Pro DC Distribute Form Wizard gives you a selection of methods for distributing the form
and collecting form responses.

This method allows you to distribute the form either by having Acrobat attach the form to an email, or,
saving the form and manually attaching it to an email later - or uploading it to your website. If Acrobat
distributes the form, Acrobat then sends the individual responses to your email inbox, and

automatically collects the responses in a master response file.

Using the Email Option in Adobe Acrobat Pro DC
1. From the Prepare Form mode, click Distribute located on the bottom right side of the Tools

May we contact your previous supervisor for a referance?

ves M O

May we contact your previous su

envisor for a refer

Pane.
® 8 HEQ @ |12 O® = - [ B T @ £Z
S "D D OEFEZ@m * 0O P ] X
. . L S 1 L o T
o From TN 0 vouarsciats? YES B w0 B | Dered i P
D REFERENCES
@) Plazcs ligt three referances| Piease list three professional references
39
Fultand
MATCH SIZE DISTRIBUTE
- Compon)
Adcresd
rattond
.'Z'r;muﬂmi Tt Maore
Addr
%:I HELDS =~ tz -
ratvand
Ccmpan\! Phone | F] E-{E@ Page 1 =
de* | [T APPLICANT :P.J.:r_J:;-\-'.c.ﬁ
|5 Last Mama
q 3 [0 Eirst
[ MI
[ Street Address
T [ ApartmentUnit
[ City
=
PREVIOUS EMPLOYMENT| PREVIOUS EMPLOYMENT| ] [
"Zomr\am! | Phone [ * | [ Phone
i) [Addre | sepericaf [ Email Adcress
I Date Availskle -
LIV
e i Stating Setery ) EERERRIERRRY | Encira Ssbry { “m '
Rmainili!ﬁe&l Fesponsibilities| Distnbute.. I
From T Reason for Leavin Reascn for Leaving
Track. ..

Figure 75 - Distribute Button
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2. Inthe Distribute Form window, select Email (See Figure 76).
3. Click the Continue button (See Figure 76).

Distribute Form ﬁ

How would you like to distribute the form?

E : Email
Distribute, collect data using Email and Adecbe Acrobat DC

Internal Server
Distribute, collect data using SharePoint or Metwork Folder

3
QCDntinue I| Cancel

Figure 76 - Distribute Form by Email

4. Fill out all of your information (See Figure 77).
5. Click Next (See Figure 77).

Distribute Form [

This information identifies you to all reviewers:
{ 4 ’
N

Email Address (required field):

Ikathy@ kennesaw.edu

Name (required field):

IKathy

Title:

IIT System Support Professional

Organization Name:

IKSU

\J The above information is stored in Adobe Acrobat DC Identity Preferences.

5
< Previcus Next » I l Cancel

Figure 77 - Personal Information
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6. Select Send using Adobe Acrobat (See Figure 78).
7. Click the Next button (See Figure 78).

Distribute Form

How do you want to distribute your form? -
i [@f' Send using Adobe Acrobat Q

(") Save a local copy and manually send it later

Using the 'Send using Adobe Acrobat’ option, one can choose to send the
email using installed email client or configure web based mail accounts.

< Previous | Next » ] [ Cancel ]

Figure 78 - Send using Adobe Acrobat

Note: You must have Microsoft Outlook or another email client in order to use this option. Zimbra or
another web-based email account alone will not work. Select Save a local copy and manually send it
later if you wish to use your Zimbra account to distribute the form.
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8. Complete the email options for the Distribute Form window (See Figure 79).
a. Click the To button and locate the names of the people to whom you will send the form.
You can also type the email addresses of recipients in the To box (See Figure 79).
b. Enter a Subject in the Subject box, or leave the default Subject (See Figure 79).
c. Type a new message in the Message box, or leave the default Message (See Figure 79).

Note: Message that instruct the recipient to click Submit in Acrobat to return the form. If the form
contains a submit button, you may want to hide or remove it so as not to confuse users.

9. Click Send (Figure 79).

The form will be distributed to all recipients as an email attachment. A response file is automatically
created and placed on your desktop, and the Tracker window opens (See Using Tracker).

Distribute Form &J

Delvery Method:  Manually collect responses in my email inbox
Era————

— ®

Subject: Please complete the form Employment Form_prepared_distributed. pdf i b’

Message: Ch\Users\kmorgab 2 Desktop' K5U\Adobe Acrobat DC...  Reset default message

You are invited to complete the form "Employment Form_prepared_distributed.pdf”, You can use
Adobe Acrobat DC or Adobe Acrobat Reader DC to fill in this form.

Click the attachment to open the form in Adobe Acrobat DC or Adobe Acrobat Reader DC. When you
are finished, click Submit to return your data to the form author.

-
(c )

(et the free latest version of Adobe Acrobat Reader DC from:

<http/fwww.adobe.com/go/reader=

[¥] Collect name & email from recipients to provide optimal tracking

Help | < Previous

Figure 79 - Distribute Form Email

i

Send [ Cancel
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When a user submits a completed form, you will receive an email with the subject Submitting

Completed Form, with the returned form attached. To add the user’s responses to the response file
that was created by the Distribution Wizard:

10. Click the attached file and open it.
11. Click OK to add the responses to the existing response file (See Figure 80).

Note: If you prefer, you can create a new response file, click Create a New Response File and add the

responses there.

)

This file is a completed form and will be added to a response file.

@ Add to an Existing Response File

JesktophDistributetMew Perscnal Data_responses.pdf - | Browse...

) Create a Mew Response File

| Browse,

o |

Figure 80 - Add Completed Form to Response File

QK | I Cancel

Using the Email Option by Saving a Local Copy to Manually Email Later
1. From the Prepare Form mode, click Distribute located on the bottom right side of the Tools

=l Siate
PREVIOUS EMPLOYMENT PREVIOUS EMPLOYMENT = ZiP
Compar‘:\i Company 4| I Fhone
@ Email res
Addm{{ e [1] Email Address
_I10 Date Available
Job mel Job Titl r 1l I
Respomhilﬁie4 Responsibilities Distribute...
From To| SRR | Reason for Luuvin4 Reason for Leavine |
Track...

May we contact your previcus supervisor for a reference? ves @ N

_ May we contact your previous supenvisor for a refer

Figure 81 - Distribute Button
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2. Inthe Distribute Form window, select Email (See Figure 82).
3. Click the Continue button (See Figure 82).

Distribute Form ﬁ

How would you like to distribute the form?

E : Email
Distribute, collect data using Email and Adecbe Acrobat DC

Internal Server
Distribute, collect data using SharePoint or Metwork Folder

3
QCDntinue I| Cancel l

Figure 82 - Distribute Form by Email

4. Select Save a local copy and manually send it later (See Figure 83).

5. The Specify where to save the file prompt will appear. Browse to your desired file location, such
as your desktop or documents (See Figure 83).

6. Click the Next button (See Figure 83).

Distribute Form - ﬁ

How do you want to distribute your form?
() Send using Adobe Acrobat DC 4

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

Specify where to save the file

IC:\Users\kmorgaGZ\Desktop\KSU\Adobe Acrobat DC\Employment Form_prepare Browse...

Using the 'Send using Adobe Acrobat DC' option, one can choose to send the
email using installed email client or configure web based mail accounts.

6
< Previous QNext> ] [ Cancel

Figure 83 - Distribute Form Local Copy
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7. Click Finish.

Collect name & email from recipients to provide optimal tracking

< Previous ] I Finish l l Cancel

Figure 84 - Distribute Form Finish

8. Your distributed form and response file will be created.
a. The distributed form will have “_distributed.pdf” appended to the file name.
b. The response file will have “_responses.pdf” appended to the file name.
c. Your original form will maintain its file name.

Note: Keep all 3 versions of your PDF Form!

9. The Tracker will open automatically (See Using Tracker).

@ Tracker l =HLE ﬁ
[ Latest Updates Forms = Distributed = Employment Form_prepared_responses -
= ‘Eb“ Reviews
[ Sent Iju View Responses
[Z Joined e -y o o
= Your form has been successfully distributed. Responses will be combined into a
= 'E‘,-’} Forms single file.
= _:-;} Distributed
“ Employment Form_prepared - — C:\Users\kmorgas2\Desktop\KSU\Adobe Acrobat DCA\Employment
ﬁ i ehiEE Response File Location: Form_prepared_responses.pdf  (Edit file location
[5] Received
Distributed On: 7/11/2016 3:54:14 PM using email attachment

Ja:j Cpen Original Form

Responses

Recipients Responded (New): 0
Recipients Mot Responded: 0

Total Recipients: 0

(5% Email All Recipients ¢|:|I Email Recipients Whe Haven't Responded

Email Recipient Name Responded Last Response Date/Time

Ll il i
Expand All Collapse All @

Figure 85 - Tracker
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Using Tracker

Tracker allows you to view and edit the location of the response file, track which recipients have

responded, add more recipients, email all recipients, and view the form responses.

1. From the Prepare Form mode, click Track located on the bottom right side of the Tools Pane.

EDUCATION EDUCATION [T Strest Acdress
High S Md-h [ ApartmentUnit
From Did you graduske?  YES NO ngwl [ City
Colau4 | Adcfe}:i [ State
Fram T@ Did you graduate?  YES no Deg'ﬂ e
o] = |

: [T1] Email Address
From Did you graduzt=?  YES 1 no B Dege4 | . ﬁ{_.:);i? R |
REFERENCE! Iﬂﬁﬁﬁﬁﬂiﬁ | = 3
Alease list r.\'w;;vrfesxma‘.rafe.rarr [T ————— | Distribute...
Full I'iam4 | Relation::hi;{ Pelatonship| | Track...

Figure 86 - Click Track

2. Inthe Tracker navigation pane, click Forms (See Figure 87).
3. Click Distributed under the Forms heading (See Figure 87).

@Tracker — Llnﬂlﬂ : ‘h

[ Latest Updates Forms =
= ‘E.‘:'q Reviews .
@‘ Forms

* Distributed

* Beceived

‘| Hr [ 3

*

I Expand All Collapse All @ i

Figure 87 - Tracker Distributed Forms
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4. Click on a Distributed file link for the appropriate form.

@ Tracker l =rNE ﬁ

Iﬂ:l Latest Updates Forms > Distributed .
=& Reviews —
Hﬂ‘_ E'i Distributed
L_»g Sent
L&: Joined File N Distributed Respondents Total
= @ [t s T On (New) Recipients
e i Employment 7/12/2016 1 1
= | Form prepared responses 0001 7:08:12 AM
Wy £englloyment Foam. pipepares Emplovment 7/11/2016 " 8
@ Ermployment Form_prepared, Form prepared responses 3:54:14 PM I
:_-:; Received
‘| 1 | 3
Expand All Collapse Al (@) 7 il

Figure 88 - Tracker Response Forms

5. To view the responses, click the View Responses link in the upper part of the window.

ﬂi Tracker E@ﬁ
[ Latest Updates Forms > Distributed > Employment Form_prepared_responses_0001 -
Egg Reviews )] View Responses
[;; Sent
DQ: Joined Cih\Users\kmorga62\Desktop\KSU\Adobe Acrobat
Response File Location: DCAEmployment Form_prepared_responses 0001.pdf
=g Forms (Edit file location)
|| ==} Distributed Distributed On: 7/12/2016 7:08:12 AM using email attachment

7 Employment Form_prepared
@ Employment Form_prepared

8] Received g

m

%ﬂ Open Original Form

&:l Responses

Recipients Responded (New): i

Recipients Not Responded: 0

Total Recipients: 5 ; ==
4] T | ¥ % Email All Recipients $lu Add Recipients
Expand All Collapse All \ﬂ m ﬁjl Email Recipients Who Hawven't Responded i II

Figure 89 - Tracker Responses Information

Note: The window that opens contains information about the form, statistics about the responses, and
links to perform various tasks.
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6. Click the Get Started button to close the Welcome Page and view the responses window
(See Figure 90).

Welcome to your form response file

Update: Check for new responses

Filter: Show only those responses that match your criteria

Export: Create a spreadsheet file that you can open in another application
Archive: Move responses into a new archive response file

Add: Add new responses fo the response file

Figure 90 - Tracker Responses Welcome Page

Note: The Welcome Page lists the features that the response file provides. If you do not want to see
the Welcome Page again, click the check box in the lower right corner.
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7. The Responses window shows responses to the form in a list, plus tools for working with the

responses (See Figure 91).

Note: You can open the response file for a distributed form without going through Tracker by just
double-clicking on the response file icon for the form that was placed on your desktop.

Fil=  Edit View Window Help

Home Tools Employtrient Form_.. % @ E Sign In

B ® &85 X

1 respanse

o Update am Hecenved Date APPLICANT INFORMATICON Last Name: | First |1 = |_'.1.- |b1ree‘. Agdress  |AparimentUnit

T/L2/2016 71%:59 AM 143 5mith Lane

E; Export -

= =
(o] Archive +

g~
||" Delete
Employment

Form_prepared r
esponses_ 000L.p
df

Figure 91 - Tracker Responses Window

Exporting Data from Returned Forms to a Spreadsheet

1. From Acrobat DC, open the response file and select the data that you would like to export.
2. Click Export, located on the left navigation panel.

File Edit View Window Help

Home Tools Employment Form_... %

B ® 8 X

= | E
T Update |Erom |Received Date |
- 7/12/2016 7:13:59 AM

= Filter

F‘. Export -

. Arohi
=2 Archive -
W=

rﬁ Add

Figure 92 - Export

Page 67 of 69



3. Click Export Selected.

Figure 93 - Export Selected

4. Inthe Select Folder To Save dialog box, specify a name, location, and file format (CSV or XML).
5. Click Save.

6. The Export Progress window will indicate when the export is complete.

S

Done!

| View File Now | | Close Dialog |

Figure 94 - Export Progress

Accessibility

Acrobat Pro DC has a number of tools for making PDF files accessible to people with visual or mobility
impairments.

For information on creating accessible PDF documents, please refer to the following Adobe website:
https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html

Resources

OwlITrain has many Acrobat Pro DC resources available to you on their website:
e OwlTrain: http://owltrain.kennesaw.edu/
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Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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