Adobe Forms

Adobe Professional 6.0

1. Create the form in Word with blanks and check boxes, etc.

2. Convert the Word document into an Adobe pdf file.

3. In Adobe, open the Tools – Advanced Editing Toolbar.
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9 HOW TO instructions

Finish creating a form by
importing a PDF document

When you crests 3 form by importing 3
PDF document, the new form 3ppears in
LivaCyele Designer.
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4. When you click on the button tool it expands to a list of field types usually present on a form.  Choose the proper tool for the box you are converting.

5. Draw the box around the field to allow the field to be come editable when you put the form on the web.  Once the box is drawn, a properties box with several tabs will appear. The box below is the one that appears on a text field.
6. On the General Tab, you can name the field, a good idea if you have several fields on the form.  You may also make it mandatory to be filled out or read only.
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On the Appearance Tab, you can set the font size, type and color, but it is best to leave this on auto.  On auto it will resize the text to allow several lines of text to be entered in the box. 

8. On the Options Tab, you can do more formatting of the text, it is really best to leave this at the default.

9. On the Actions Tab, you can set an action to take place when the user does something, for example:  You can set the document to take the user to another page in the document if they move the mouse over a certain spot.

10.   On the Format Tab, you can set the appearance of the entry the person makes, for example:  If the person enters a number you can have it appear as currency.

11.   On the Validate Tab, you can require the document to check against a script you enter to insure that the person has entered something that is within the parameters of the script.

12.   On the Calculate Tab, you can have the form calculate a total of the fields you choose to perform a mathematical computation on.

13.   When finished with activating the fields you want the user to be able to fill out on the form, save the document as a pdf.
14. Moving around the boxes to adjust:

a. If text box, choose Text Field tool to show text boxes you have placed on form
b. Left click on box you want to manipulate, box outline will turn red

c. Right click on selected box and choose properties if you want to change any of the settings explained in steps 6-12.

d. Use arrow keys to move the box around the form

e. Move mouse over handles on box until cursor turns to resizing tool, then left click and adjust the box.

f. For finer manipulation of size and position, use Shift + arrow key to resize the box in small increments

15. Check Box Properties

a. General

b. Appearance

c. Options – can set default that box is checked or not

d. Actions

Adobe Professional 8
1. Create Wizard

a. Select a Template

b. Start with electronic document

c. Import Data from a spreadsheet

d. Scan from paper

2. Choices for form setup

a. Run auto field detection tool

b. Place fields by hand

c. Uses new plugin called Adobe LiveCycle designer

3. Collect data from form and review data from forms and export to other applications
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