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                                            5 1. Introduction to Interactive PDF Forms Electronic forms have clear advantages over standard paper forms. Not only can they can be made available to users online or distributed via  , but they can include interactive functionality that makes them easier and more reliable to use. Using Adobe Acrobat Pro, 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 also allows you to build in added functionality, such as data validation, automatic calculation of numbers, and exporting of values to a database. Included with Acrobat Pro is another program called LiveCycle Designer which is used exclusively for forms design, and offers a collection of features and controls not available in Acrobat Pro. However, a form created in LiveCycle, or a form created in Acrobat Pro and then edited in LiveCycle, can no longer be edited in Acrobat Pro. Using LiveCycle Designer is beyond the scope of this document. 2. Creating an Interactive Form There are three ways to begin creating a form in Acrobat Pro: from an electronic document, from a scanned document, and from scratch (blank). Regardless of the method you use to begin, you will need to do some editing to the form and add form elements. Adding form elements to the form is covered in section 3 of this document. 2.1 Creating a Form from an Electronic Document Using Acrobat Pro, you can create a PDF form from a Word document. Acrobat Pro 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. The example below explains how to create an interactive PDF form from a Word document. Figure 1 - Menu Bar & Toolbars 1. On the Acrobat Pro toolbar, click Create. Creating Interactive Forms with Adobe Acrobat Pro X Page 5 of 46
                                            

                                            6 Figure 2 - Create Menu 2. On the Create menu, click PDF Form or Online Form. Figure 3 Choosing the Source 3. In the Create or Edit Form dialog box, select Use the current document or browse to a file. 4. Click the Next button. Figure 4 - Locating the Document 5. Click the Browse button and select the document that you want to use. 6. Click the Next button. Acrobat Pro begins converting the document. Creating Interactive Forms with Adobe Acrobat Pro X Page 6 of 46
                                            

                                                                                                

7 7. A message window appears indicating that Acrobat has automatically detected form fields. 8. Click the OK button to close the window. You should now see your document in Acrobat Pro. Figure 5 - PDF Form Created from Word Form The screen shot in Figure 5 shows a portion of a Word form that was converted to PDF in Acrobat Pro. 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 was able to detect many of the form fields. 2.2 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. Figure 6 - Menu Bar & Toolbars 1. On the Acrobat Pro toolbar, click Create. Figure 7 - Create Menu Creating Interactive Forms with Adobe Acrobat Pro X Page 7 of 46
                                            

                                                                                                

8 2. On the Create menu, click PDF Form. Figure 8 Choosing the Source 3. In the Create or Edit Form dialog box, select Use an existing file if you have already scanned in your paper form. Note: If you have a scanner attached to your computer, Acrobat X Pro also has an option for bringing in an image directly from the scanner. Choose Scan a paper form if you need to scan your paper form at this time, then skip to step Click the Next button. Figure 9 - Locating the Document 5. Click the Browse button and select the scanned file on your computer. 6. Click the Next button. Acrobat Pro begins converting the document. 7. A message window appears indicating that Acrobat has automatically detected form fields. 8. Click the OK button to close the window. You should now see the scanned form in Acrobat Pro. Creating Interactive Forms with Adobe Acrobat Pro X Page 8 of 46
                                            

                                                                                                

9 2.3 Creating a Form from Scratch To create a form from scratch, begin by creating a blank page: Figure 10 - Tools menu 1. On the right side of the Acrobat Toolbar, click Tools. The Tools Pane opens. Figure 11 - Pages in the Tools Pane 2. In the Panels area on the right side of the screen, click Pages. The Pages Panel opens. Figure 12 - More insert options 3. Click More Insert Options. Figure 13 - Insert blank page 4. Click Insert Blank Page. Now you can add form elements to the page, as described in the next sections. 3. 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 includes six useful types of form elements. The following is a list of form elements: Text Field lets the user type text Creating Interactive Forms with Adobe Acrobat Pro X Page 9 of 46
                                            

                                            10 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 Dropdown 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 To add form elements, you must first open the form in edit mode: Figure 14 - Partial Acrobat Toolbar 1. On the right side of the Acrobat Toolbar, click Tools. The Tools Pane opens. Figure 15 Forms in Tools Panel 2. In the Panels area on the right side of the screen, click Forms. The Forms Panel opens. Figure 16 - Forms Panel 3. In the Forms Panel, click Edit. The form opens in edit mode, and the Tasks Panel, Fields Panel and Form Tools are displayed: Creating Interactive Forms with Adobe Acrobat Pro X Page 10 of 46
                                            

                                                                                                

11 Figure 17 - Tasks Panel (right side) Figure 18 - Fields Panel (right side) Figure 19 - Form Tools (top) The process of adding form elements is the same, regardless of which form element you are adding. There are differences, however, in the properties of each element. Note: the functionality of a form element is determined by the type and the properties you select. 3.1 Adding a Text Field 1. In the Tasks Panel, click Add New Field. 2. Select Text Field from the drop-down list. A shaded box representing the Text Field appears. 3. Position the shaded box in the proper location on the form, and then click the mouse button. Figure 20 - Text Field Form Element Creating Interactive Forms with Adobe Acrobat Pro X Page 11 of 46
                                            

                                            12 4. Type a descriptive name for the field in the Field Name box. 5. Click the Required field check box, if appropriate. 6. Click the All Properties link. 7. Set properties as needed. (See section 3.2. for Text Field properties). 8. Click outside the field area. 3.2 Setting Text Field Properties 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. General o Name: a reference name for the field. This name is for your use; not visible to form recipient o Tooltip: a description of the field shown when a user hovers the mouse pointer over the field o Form Field: (visibility) determines whether the field will be visible on screen/when printed o Orientation: tilts the field 90, 180, or 270 degrees o Read Only: prevents changes to the field o Required: requires the user to fill in the field Appearance o Border Color: sets the color of the field border o Fill Color: sets the color inside the field border o Line Thickness: sets the thickness of the border o Line Style: sets the border line as solid, dotted, or dashed o Font Size: sets the size of the font o Text Color: sets the color of the text o Font: sets the font used Options o Alignment: aligns the text left, center, or right o Default Value: the text that appears in the field before the user enters text o Multi-line: allows the user press the enter key and type multiple lines of text o Scroll long text: causes a scroll bar to appear when a text box is over-filled with text Note: the overflow text will not show if the filled form is printed o Allow Rich Text Formatting: allows text formatting such as bold, italics, etc. o Limit of characters: limits the field to a specific number of characters o Password: displays user-entered text as a series of asterisks. Not available if spell check is turned on. o Check spelling: checks the spelling of text in the field Actions: Cause an event to take place automatically as a result of the user interacting with the Text Box. o Select Trigger: sets the screen activity that causes the action to occur o Select Action: sets the type of action that occurs as a result of the trigger o Actions: the specific actions (a sub-set of Select Action ) that occur as a result of the trigger. Multiple actions can be added and arranged. Creating Interactive Forms with Adobe Acrobat Pro X Page 12 of 46
                                            

                                                                                                

13 Format: Defines the type of data that will be entered in the field (date, number, etc.) Most of the format categories are self-explanatory; however, when you select a category from the drop-down, a short description of the category is displayed in the lower part of the Properties window. Validate: Validation properties restrict entries to specified ranges, values, or characters, ensuring that users enter the appropriate data. o Field is not validated: turns validation on or off o Field value is in range: sets a numeric range using values you enter either as a number or a percentage o Run custom validation script: validates by a JavaScript that you provide Calculate: These options perform mathematical operations on existing form field entries and display the result. o Value is not calculated: indicates that the user will enter the data for the field o Value is in the: selecting this makes further options available o o Pop-up menu: lists the mathematical functions to apply to the selected fields Pick: opens a dialog box with a list of the available fields in the form that you select to add or deselect to remove from the calculation Simplified field notation: uses JavaScript with field names and simple arithmetic signs to perform the calculation Custom calculation script: displays any custom scripts you have added for calculations 3.3 Adding a Check Box Check Boxes should be used to create lists of items where zero, one, or more items can be selected. (To make a list of items where only one item can be selected, use the Radio Button form element.) 1. In the Tasks Panel, click Add New Field. 2. Select Check Box from the drop-down list. A shaded box representing the Check Box appears. 3. Position the shaded box in the proper location on the form, and then click the mouse button. Figure 21 - Check Box Form Element 4. Type a descriptive name for the field in the Field Name box. 5. Click the Required field check box, if appropriate. 6. Click the All Properties link. 7. Set properties as needed. (See section 3.4 for Check Box properties). 8. Click outside the field area. 9. Repeat steps 1 8 until all checkboxes have been added. Creating Interactive Forms with Adobe Acrobat Pro X Page 13 of 46
                                            

                                            14 3.4 Setting Check Box Properties 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. General Tab o Name: a reference name for the field. This name is for your use; not visible to form recipient o Tooltip: a description of the field shown when a user hovers the mouse pointer over the field o Form Field (visibility): determines whether the field will be visible on screen or when printed o Orientation: tilts the field 90, 180, or 270 degrees o Read Only: prevents changes to the field o Required: requires the user to fill in the field Appearance o Border Color: sets the color of the field border o Fill Color: sets the color inside the field border o Line Thickness: sets the thickness of the border o Line Style: sets the border line as solid, dotted, or dashed o Font Size: sets the size of the font o Text Color: sets the color of the text o Font: sets the font used Options o Check Box Style: sets the shape of the Check Box o Export Value: specifies a value to represent the item if the data will be exported. If left blank, the entry for Name in the General tab is used as the export value. o Check box is checked by default: shows the Check Box selected unless the user deselects it. Actions: Cause an event to take place automatically as a result of the user interacting with the Check Box. o Select Trigger: sets the screen activity that causes the action to occur o Select Action: sets the type of action that occurs as a result of the trigger o Actions: the specific actions (a sub-set of Select Action ) that occur as a result of the trigger. Multiple actions can be added and arranged. 3.5 Adding a Radio Button (Group) 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: My age is: Under 18 years years years years 66 years or older Selecting any radio button in the group causes the others to be un-selected. 1. In the Tasks Panel, click Add New Field. 2. Select Radio Button from the drop-down list. A shaded box representing the Radio Button appears. Creating Interactive Forms with Adobe Acrobat Pro X Page 14 of 46
                                            

                                                                                                

15 3. Position the shaded box in the proper location on the form, and then click the mouse button. Figure 22 - Radio Button Form Element 4. Type a descriptive name for the field in the Field Name box. 5. Type a descriptive Group Name. All buttons with the same Group Name will be part of the same group. 6. Click Add Another Button. 7. Use the blue alignment lines and the rulers to roughly align the shaded box with the previous one. You can align the radio buttons more precisely once you get them all created. 8. Repeat steps 6 and 7 until you have added all the radio buttons that you need. 9. Click the Required field check box, if appropriate. 10. Click the All Properties link. 11. Set properties as needed. The properties that you set will apply to all radio buttons in the group. (See section 3.6 for Radio Button properties). 12. Click the Close button. You will probably need to resize and align the radio buttons in the group. See section 5.1 for instructions on resizing form fields. See section 5.3 for instructions on aligning form fields. 3.6 Setting Radio Button Properties 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. General o Name a reference name for the field o Tooltip a description of the field that appears when a user holds the mouse pointer over the field o Form Field: (visibility) determines whether or not the field will be visible on screen and/or when printed o Orientation: tilts the field 90, 180, or 270 degrees o Read Only: prevents changes to the field Creating Interactive Forms with Adobe Acrobat Pro X Page 15 of 46
                                            

                                                                                                

16 o Required: requires the user to fill in the field; setting a radio button to required will required the user to select one item from the group of radio buttons. Appearance o Border Color: sets the color of the field border o Fill Color: sets the color inside the field border o Line Thickness: sets the thickness of the border o Line Style: sets the border line as solid, dotted, or dashed o Font Size: sets the size of the font o Text Color: sets the color of the text o Font: sets the font used Options o Check Box Style: sets the shape of the Check Box o Export Value: specifies a value to represent the item if the data will be exported. If left blank, the entry for Name in the General tab is used as the export value. o Check box is checked by default: shows the Check Box selected unless the user deselects it. Actions: Cause an event to take place automatically as a result of the user interacting with the Radio Button. o Select Trigger: sets the screen activity that causes the action to occur o Select Action: sets the type of action that occurs as a result of the trigger o Actions: the specific actions (a sub-set of Select Action ) that occur as a result of the trigger. Multiple actions can be added and arranged. 3.7 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 Dropdown instead. See section 3.9 for Dropdown instructions. 1. In the Tasks Panel, click Add New Field. 2. Select List Box from the drop-down list. A rectangle representing the List Box appears. 3. Position the rectangle in the proper location on the form, and then click the mouse button. Figure 23 - List Box Form Element 4. Type a descriptive name for the field Field Name area. Creating Interactive Forms with Adobe Acrobat Pro X Page 16 of 46
                                            

                                                                                                

17 5. Click the Required field check box, if appropriate. 6. Click the All Properties link. List Items (the items that are displayed in the List Box) 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. See section 3.8 for other List Box properties. 7. Click the Options tab. Figure 24 - List Box Options Properties 8. Type an item into the Item field, and then click the Add button. The item now appears 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. 10. Repeat steps 9 and 10 until you have added all the items to the list. 11. To change the position of an item in the list, select the item, and then click the Up or Down button. (Alternatively, you can sort the list.) Figure 25 - List Box Options Properties Creating Interactive Forms with Adobe Acrobat Pro X Page 17 of 46
                                            

                                            18 12. To sort the list, click the Sort items check box. Items will be sorted alphabetically. 13. To allow the user to select more than one item in the list, click the Multiple selection check box. 14. To save the value as soon as the user selects it, click the Commit selected value immediately. 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. 15. 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. 3.8 Setting List Box Properties 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. General o Name a reference name for the field o Tooltip a description of the field that appears when a user holds the mouse pointer over the field o Form Field: (visibility) determines whether or not the field will be visible on screen and/or when printed o Orientation: tilts the field 90, 180, or 270 degrees o Read Only: prevents changes to the field o Required: requires the user to fill-in the field Appearance o Border Color: sets the color of the field border o Fill Color: sets the color inside the field border o Line Thickness: sets the thickness of the border o Line Style: sets the border line as solid, dotted, or dashed o Font Size: sets the size of the font o Text Color: sets the color of the text o Font: sets the font used Options Options properties are covered in section 3.7. Actions: Cause an event to occur automatically as a result of the user interacting with the List Box. o Select Trigger: sets the screen activity that causes the action to occur o Select Action: sets the type of action that occurs as a result of the trigger o Actions: the specific actions (a sub-set of Select Action ) that occur as a result of the trigger. Multiple actions can be added and arranged. Selection Change o Do nothing: no code is executed when an item is selected from the list. o Execute this script: allows JavaScript code to be executed when an item is selected from the list. For example, an information box might open when a particular item is selected. 3.9 Adding a Dropdown The Dropdown, 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 Dropdown. Also, the user has the option of typing an item that does not appear in the Dropdown into the field. Creating Interactive Forms with Adobe Acrobat Pro X Page 18 of 46
                                            

                                                                                                

19 1. In the Tasks Panel, click Add New Field. 2. Select Dropdown from the drop-down list. A rectangle representing the Dropdown appears. 3. Position the rectangle in the proper location on the form, and then click the mouse button. Figure 26 - Dropdown Form Element 4. Type a descriptive name for the field Field Name area. 5. Click the Required field check box, if appropriate. 6. Click the All Properties link. List items (the items that are displayed when the user clicks the Dropdown) are created on the Options tab of the Dropdown Properties. Since the list items are essential to the functioning of Dropdown, the Options tab is covered here. See section 3.10 for other Dropdown properties. 7. Click the Options tab. Figure 27 - Dropdown Options Properties 8. Type an item into the Item field, and then click the Add button. The item now appears 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. 10. Repeat steps 9 and 10 until you have added all the items to the list. 11. To change the position of an item in the list, select the item, and then click the Up or Down button. (Alternatively, you can sort the list.) Creating Interactive Forms with Adobe Acrobat Pro X Page 19 of 46
                                            

                                                                                                

20 Figure 28 - Dropdown Options Properties 12. To sort the list, click the Sort items check box. 13. 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. 14. To turn on spell checking, click the Check spelling check box. 15. To save the value as soon as the user selects it, click the Commit selected value immediately. 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. 16. If you want to make an item in the list the default choice, select that item Setting Dropdown Properties You can access the Dropdown properties at the time you create the Dropdown by clicking the All Properties link on the Field Name dialog box, or later by double-clicking on the Dropdown. General o Name a reference name for the field o Tooltip a description of the field that appears when a user holds the mouse pointer over the field o Form Field: (visibility) determines whether or not the field will be visible on screen and/or when printed o Orientation: tilts the field 90, 180, or 270 degrees o Read Only: prevents changes to the field o Required: requires the user to fill-in the field Appearance o Border Color: sets the color of the field border o Fill Color: sets the color inside the field border o Line Thickness: sets the thickness of the border o Line Style: sets the border line as solid, dotted, or dashed o Font Size: sets the size of the font o Text Color: sets the color of the text Creating Interactive Forms with Adobe Acrobat Pro X Page 20 of 46
                                            

                                                                                                

21 o Font: sets the font used Options Options properties are covered in section 3.9. Actions: Cause an event to take place automatically as a result of the user interacting with the Dropdown. o Select Trigger: sets the screen activity that causes the action to occur o Select Action: sets the type of action that occurs as a result of the trigger o Actions: the specific actions (a sub-set of Select Action ) that occur as a result of the trigger. Multiple actions can be added and arranged. Format: Defines the type of data that will be entered in the field (date, number, etc.) Validate: Validation properties restrict entries to specified ranges, values, or characters, ensuring the user enter the appropriate data for the field. o Field value is not validated: turns off validation o Field Value is in range: sets a numeric range of values that can be entered into the field o Run custom validation script: validates by a JavaScript that you create or provide Calculate: These options perform mathematical operations on existing form field entries and display the result. o Value is not calculated: indicates that the user will enter the data for the field o Value is in the: selecting this makes further options available Pop-up menu: lists the mathematical functions to apply to the selected fields Pick: opens a dialog box with a list of the available fields in the form that you select to add or deselect to remove from the calculation o Simplified field notation: uses JavaScript with field names and simple arithmetic signs to perform the calculation o Custom calculation script: displays any custom scripts you have added for calculations 4. Adding a Button A button is used to perform an action, such as clearing the form fields. 4.1 Adding a Clear Form Button 1. Click Tools Forms Edit Add New Field. 2. Select Button from the drop-down list. A shaded box representing the button appears. 3. Position the shaded box in the proper location on the form, and then click the mouse button. Figure 29 - Inserting a button Creating Interactive Forms with Adobe Acrobat Pro X Page 21 of 46
22 4. Type Clear in the Field Name box. 5. Click the All Properties link. The Button Properties dialog box opens. 6. On the General tab, click the Form Field dropdown and select Visible but doesn t print to prevent the button from appearing on the form when it is printed. 7. On the General tab, click the Read Only checkbox to prevent the cursor from stopping on the button when the user presses the Tab key. 8. Click the Appearance tab and set the options as you prefer. 9. Click the Options tab and type Clear Form in the Label box. NOTE: The Label is the only text that will appear on the button for the form recipient. 10. Click the Actions tab. Figure 30 - Reset a Form action 11. Click the Select Action box. 12. Select Reset a form from the list of actions. 13. Click the Add button. The Reset a Form dialog box opens. 14. In the Select Fields to Reset area, un-check any fields that you do not want cleared. 15. Click the OK button. 16. Click the Close button on the Button Properties dialog box. To test the Clear Form button: 1. Click Preview on the toolbar. 2. Click the Clear Form button. 4.2 Adding a Submit Form Button 1. Click Tools Forms Edit Add New Field. Creating Interactive Forms with Adobe Acrobat Pro X Page 22 of 46
                                                    

23 2. Select Button from the drop-down list. A shaded box representing the button appears. 3. Position the shaded box in the proper location on the form, and then click the mouse button. 4. Type Submit in the Field Name box. 5. Click the All Properties link. The Button Properties dialog box opens. 6. Click the Appearance tab and set the options as you prefer. 7. Click the Options tab and type Submit in the Label box. NOTE: The Label is the only text that will appear on the button for the form recipient. 8. Click the Actions tab. 9. Click the Select Action dropdown. 10. Scroll to the bottom of the drop-down list and select Submit a form. 11. Click the Add button. The Submit Form Selections dialog box opens. 12. In the box labeled Enter a URL for this link, type mailto: followed by the  address where you want the completed form sent (e.g., mailto:xyz@kennesaw.edu). 13. In the Export Format area, click the radio button labeled PDF. 14. Click the OK button. 15. Click the Close button on the Button Properties dialog box. To test the Submit button: 1. Click Preview on the toolbar. 2. Click the Submit button. The Select  Client dialog box opens. Remember, this is what the user of the form will see: Figure Client Selection Dialog Box 3. Select one of the options on the Select  Client dialog box. Desktop  Application: When a user selects Desktop  Application, Acrobat opens a new message in the user s desktop  client with the form attached. Creating Interactive Forms with Adobe Acrobat Pro X Page 23 of 46
                                                    

24 Internet   Acrobat is not able to hand the form off to an Internet  service, such as Gmail or Zimbra. A recipient who does not have a desktop  client (such as most students) will be prompted to save the form, then  it. 4. Click OK. 5. Form Layout After you create form fields, you can rearrange, resize, or move them to give the page a cleaner, more professional look. 5.1 Resizing Form Fields 1. On the right side of the Toolbar, click Tools. 2. In the Panels area on the right side of the screen, click Forms. 3. In the Forms Panel, click Edit. 4. Do any of the following: To resize the field manually, click and drag a corner border handle. Press and hold the Shift key to maintain the current height/width ratio of the field. To resize the field by one pixel, press Ctrl+Arrow key; to resize the field by ten pixels, press Ctrl+Shift+Arrow key To resize multiple form fields to match a selected form field: 1. Select all the form fields that you want to resize. 2. Right-click the form field that you want the other selected form fields to match. Figure 32 - Form Fields Shortcut Menu 3. Click Set Fields To Same Size, and then select one of the following: Height: adjusts the heights to match the height of the reference field, without changing the widths. Creating Interactive Forms with Adobe Acrobat Pro X Page 24 of 46
                                                    

25 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. 5.2 Moving Form Fields 1. On the right side of the Toolbar, click Tools. 2. In the Panels area on the right side of the screen, click Forms. 3. In the Forms Panel, click Edit. 4. Select the field(s) that you want to move. 5. Do one of the following: To move to an approximate location, drag the selected fields 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. 5.3 Aligning Form Fields 1. On the right side of the Toolbar, click Tools. 2. In the Panels area on the right side of the screen, click Forms. 3. In the Forms Panel, click Edit. 4. Select two or more fields that you want to align. 5. Right-click the field to which you want to align the other fields. 6. Choose Align, Distribute Or Center, and then choose a command as follows: To align a row of fields, choose Align Top, Bottom, or Horizontally. They align respectively to the top edge, bottom edge, or horizontal axis (center) of the anchor form field. To center the fields, choose Center Vertically, Horizontally, or Both. Figure 33 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 Align menu commands move the other selected form fields to line up with the edges of the anchor form field. Creating Interactive Forms with Adobe Acrobat Pro X Page 25 of 46
                                                    

26 5.4 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. On the right side of the Toolbar, click Tools. 2. In the Panels area on the right side of the screen, click Forms. 3. In the Forms Panel, click Edit. 4. Select two or more fields that you want to adjust. 5. Right-click any one of the selected fields and do one of the following: To distribute the fields evenly between the topmost and bottommost fields, choose Align, Distribute or Center Distribute Vertically. To distribute the fields evenly between the leftmost and rightmost fields, choose Align, Distribute or Center Distribute Horizontally. Figure 34 Align, Distribute or Center Menu Note: The Distribute Form button in the Forms toolbar has a different function: Use that button to send your form to others, who fill in the information and return the data to you. 5.5 Deleting a Field 1. On the right side of the Toolbar, click Tools. 2. In the Panels area on the right side of the screen, click Forms. 3. In the Forms Panel, click Edit. 4. Select the fields that you want to delete. 5. Press the Delete key, or click Edit Delete on the menu bar. 6. 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. Creating Interactive Forms with Adobe Acrobat Pro X Page 26 of 46
                                                    

27 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. Figure 35 - Fields Panel 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. Figure 36 - Tab Order Menu 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. To set the tab order of the fields: 1. Click Tab Order. 2. On the Tab Order drop-down menu, select Show Tab Numbers. 3. Click OK on the pop-up message. On the form, you now see a number at the top left corner of each field representing the order in which the cursor will move to the fields when the tab key is pressed. Check the numbering throughout the form. If you are satisfied with the tab order, stop here. If you want to change the tab order, continue with the next step. 4. Click Tab Order again. 5. On the Tab Order drop-down menu, select either Order Tabs by Structure, by Row, or by Column to have Acrobat Pro automatically order the tabs. Creating Interactive Forms with Adobe Acrobat Pro X Page 27 of 46
28 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. 6. Select Order Tabs Manually. Figure 37 - Tab Order Information Message 7. Read the information in the pop-up message, and then click the OK button. 8. In the Fields Panel, drag and drop the fields where you want them. You will see the numbers in the fields change on the form. 9. When you are satisfied with the tab order, click the Close Form Editing in the Tasks Panel. 10. 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. 7. Updating a Form 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. 1. Open your existing PDF form in Acrobat Pro. 2. From the Pages menu, choose Replace. Creating Interactive Forms with Adobe Acrobat Pro X Page 28 of 46
                                                    

29 Figure 38 - Replace Pages 3. You will be prompted to browse to your updated Word document on your computer. Make sure to change the Files of type dropdown to All Files (*.*). Then, browse to your file and select it. Figure 39 - Select File with New Pages 4. A progress bar will appear in the lower-right corner of your PDF while Acrobat processes the page. Figure 40 - Converting 5. You will be prompted to select the pages to be replaced. 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. Creating Interactive Forms with Adobe Acrobat Pro X Page 29 of 46
                                                    

30 Figure 41 - Select pages to replace 6. Click OK. 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 Form Editing mode by clicking Forms Edit. 10. You can now adjust your existing form fields or add new form fields as needed. 8. 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 section 10.5, Using the Distribute Form Wizard for information on securing form data. 8.1 Setting Password Security 1. Click Tools at the right side of the Toolbar. 2. Click Protection in the Tools Pane. Figure 42 - Encrypt on Protection Panel 3. Click Encrypt in the Protection Panel. Creating Interactive Forms with Adobe Acrobat Pro X Page 30 of 46
                                                    

31 Figure 43 - Encrypt with Password 4. Click Encrypt with Password. 5. If the Applying New Security Settings dialog box appears, click the Yes button. The Password Security Settings dialog box appears. Figure 44 - Password Security Settings Dialog Box 6. If you want to allow users with older versions of Acrobat to be able to use the form, or, if you want to limit the use of the form to only users who have the current version, you can click the Compatibility drop-down box and select a different version than the default. 7. Select an option in the Select Document Components to Encrypt section. Encrypt all document contents prevents any changes to the document. Encrypt all document contents except metadata: Select this option to encrypt the contents of a document but still allow search engines access to the document metadata. This option is available when you select compatibility to Acrobat 6.0 and later. Creating Interactive Forms with Adobe Acrobat Pro X Page 31 of 46
32 Encrypt only file attachments: Select this option to require a password for opening file attachments. However, users can open the PDF without a password. Use this setting for security envelopes. This option is available when you set compatibility for Acrobat 7.0 and later. 8. Select other options that you wish to enable. Require a password to open the document: Select this option to require users to type the password you specify to open the document. This option is unavailable if Encrypt Only File Attachments is selected. o Document Open Password: Specify the password that users must type to open the PDF file. Warning: If you forget a password, there is no way to recover it from the document. It s a good idea to store passwords in a separate secure location in case you forget them. Restrict editing and printing of the document: Restricts access to the PDF file s security settings. If the file is opened in Acrobat, the user can view the file but must enter the specified Permissions password to change the security and permissions settings. o Change Permissions Password: Specify a password that is required to change the permissions settings. This option is available only if the previous option is selected. Printing Allowed: Specifies the level of printing that users are allowed for the PDF document. o "None prevents users from printing the document. o o Low Resolution (150 dpi) lets users print at no higher than 150 dpi resolution. Printing can be slower because each page is printed as a bitmap image. This option is available only if the Compatibility option is set to Acrobat 5.0 or Later. High Resolution lets users print at any resolution, directing high-quality vector output to PostScript and other printers that support advanced high-quality printing features. Changes Allowed: Defines which editing actions are allowed in the PDF document. o None prevents users from making the changes that are listed in the Changes Allowed menu, such as filling in form fields and adding comments. o Inserting, deleting, and rotating pages lets users perform those functions, as well as create bookmarks and thumbnails. o Filling in form fields and signing existing signature fields lets users fill in forms and add digital signatures. o Commenting, filling in form fields, and signing existing signature fields lets users add comments and digital signatures, and fill in forms. This option does not allow user to move page objects or create form fields. o Any except extracting pages lets users make any changes other than extracting pages from the document. Enable Copying of Text, Images, and Other Content: Lets users select and copy the contents of a PDF. Enable Text Access for Screen Reader Devices for The Visually Impaired: Lets visually impaired users read the document with screen readers, but doesn t allow users to copy or extract the contents. This option is available only for high (128 bit RC4 or AES) encryption. 9. Click OK when you have finished with the settings. Creating Interactive Forms with Adobe Acrobat Pro X Page 32 of 46
                                                    

33 Figure 45 - Third-party software may bypass your settings. 10. Take note of the information in the pop-up window, and then click OK. Figure 46 - Password Confirmation 11. Re-enter your password on the password confirmation window, and then click OK. Figure 47 - Security Settings Message 12. Click OK on the security information pop-up window. 13. A lock now appears in the Navigation Pane at the left of the screen, indicating that the form has been protected. 8.2 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 Creating Interactive Forms with Adobe Acrobat Pro X Page 33 of 46
                                                    

34 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. To change the security settings: 1. Click Tools Protection. Figure 48 - Protection Panel 2. On the Protection Panel, click More Protection. Figure 49 - More Protection Drop-Down List 3. On the More Protection drop-down, click Security Properties. The Document Properties dialog box opens to the Security tab. Creating Interactive Forms with Adobe Acrobat Pro X Page 34 of 46
                                                    

35 Figure 50 - Security Properties To remove password security, click the Security Method drop-down and select No Security. To make other security changes, click the Change Settings button. 4. Make the necessary changes in the Password Security Settings dialog box, and then click the OK button. 9. 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. Creating Interactive Forms with Adobe Acrobat Pro X Page 35 of 46
                                                    

36 To enable usage rights: 1. Click File Save As Reader Extended PDF Enable Additional Features. Figure 51 - Enable Usage Rights Confirmation 2. Click Save Now in the message window. 10. Distributing the Form and Collecting Form Responses You can make the form available to users in several ways: Manually attach the form to an  message Upload the form to a website Use Adobe s Distribute Form feature Note: KSU s licensing agreement with Adobe limits collecting responses from more than 500 recipients Distributing the Form by  If you know the  addresses of all the people who will use the form, you can distribute the form to the users by attaching it to an  message. Users can open the attachment, complete and save the form, and  the completed form back to you as an  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 section 8 Enabling Usage Rights Collecting Responses to an  ed Form When you receive the completed forms via  , you can collect the form responses manually, or, you can export the responses to a spreadsheet file. See section 11 on tracking responses. Creating Interactive Forms with Adobe Acrobat Pro X Page 36 of 46
37 When a user returns a completed form by manually attaching it to an  , 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  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  the completed form back to you as an  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 section 8 Enabling Usage Rights Collecting Responses to a Downloaded Form When you receive the completed forms via  , you can collect the form responses manually, or, you can export the responses to a spreadsheet file. See section 11 on tracking responses. When a user returns a completed form by manually attaching it to an  , 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  will have the subject Form Returned: formname.pdf, with the returned form attached. When you open the attachment, you will see the entire form Using the Distribute Form Wizard The Acrobat Distribute Form Wizard gives you a selection of methods for distributing the form and collecting form responses Using the Manually Collect Responses in My  Inbox Option This method allows you to distribute the form either by having Acrobat attach the form to an  , or, saving the form and manually attaching it to an  later or uploading it to your website. If Acrobat distributes the form, Acrobat then sends the individual responses to your  inbox, and automatically collects the responses in a master response file. 1. Click Tools Forms Distribute. The Distribute Form Wizard opens. Creating Interactive Forms with Adobe Acrobat Pro X Page 37 of 46
38 Figure 52 - Distribute Form Wizard (Screen 1) 2. Click the drop-down box and select Manually collect responses in my  inbox. 3. Click Next. Figure 53 - Distribute Form Wizard (Screen 2) 4. Leave the Send it automatically using Adobe Acrobat radio button selected at the top of the Distribute Form dialog box. Note: You must have Microsoft Outlook or another  client in order to use this option. Zimbra or another web-based  account alone will not work. Creating Interactive Forms with Adobe Acrobat Pro X Page 38 of 46
                                                    

39 5. Click Next. Figure 54 - Distribute Form Wizard (Screen 3) 6. Click the To button and locate the names of the people to whom you will send the form. You can also type the  addresses of recipients in the To box. 7. Enter a subject in the Subject box, or leave the default subject. 8. Type a new message in the Message box, or leave the default message. Note that the message instructs the recipient to click Submit in Acrobat Reader 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. The form will be distributed to all recipients as an  attachment. A response file is automatically created and placed on your desktop, and the Tracker window opens. Tracker is covered in section 9.6. When a user submits a completed form, you will receive an  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: 1. Click the attached file and open it. A dialog box will open on top of the file. Creating Interactive Forms with Adobe Acrobat Pro X Page 39 of 46
                                                    
                                                    

40 Figure 55 - Add Completed Form to Response File 2. Click OK to add the responses to the existing response file. If you prefer, you can create a new response file (click Create a New Response File) and add the responses there Save a Copy of the Distributed Form 1. Click Tools Forms Distribute. The Distribute Form Wizard opens. Figure 56 - Distribute Form Wizard (Screen 1) 2. Click the drop-down box and select Manually collect responses in my  inbox. 3. Click Next. Creating Interactive Forms with Adobe Acrobat Pro X Page 40 of 46
41 Figure 57 - Distribute Form Wizard (Screen 2) 4. Select the Save a local copy and manually send it later radio button at the top of the Distribute Form dialog box. 5. The Specify where to save the file prompt will appear. Browse to your desired file location, such as your desktop or documents. 6. Click Finish. 7. 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! 8. The Tracker will open automatically. See Section 11 on Using Tracker, or close Tracker for now. 11. Using Tracker Tracker allows you to view and edit the location of the response file, track which recipients have responded, add more recipients,  all recipients, and view the form responses. 1. Click Tools Forms Track. The Tracker window opens. Creating Interactive Forms with Adobe Acrobat Pro X Page 41 of 46
                                                    

42 Figure 58 Tracker Main Window 2. In the Tracker navigation pane, click Forms. 3. Click the Distributed link under the Forms heading. Figure 59 Tracker (Distributed Forms) 4. Click the responses link for the appropriate form. Figure 60 Tracker (Form Response Information) The window that opens contains information about the form, statistics about the responses, and links to perform various tasks. Creating Interactive Forms with Adobe Acrobat Pro X Page 42 of 46
                                                    

43 Figure 61 Tracker (Form Response Information) 5. To view the responses, click the View Responses link in the upper part of the window. Figure 62 Tracker Responses Welcome Page 6. 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. 7. Click the Get Started button to close the Welcome Page and view the responses window. Creating Interactive Forms with Adobe Acrobat Pro X Page 43 of 46
                                                    

44 Figure 63 Tracker Responses Window The Responses window shows responses to the form in a list, plus tools for working with the responses. Note: You can open the response file for a distributed form without going through Tracker by just doubleclicking on the response file icon for the form that was placed on your desktop Exporting Data from Returned Forms to a Spreadsheet 1. Click Tools Forms More Form Options Manage Form Data Merge Data Files into Spreadsheet. Figure 64 - Export Data Add Files Window Creating Interactive Forms with Adobe Acrobat Pro X Page 44 of 46
                                                    

45 2. On the Export Data from Multiple Forms dialog box, click the Add Files button. Figure 65 - File Selection Window 3. Select one or more of the returned form files and click the Open button. Note: Each returned form must have a slightly different name. 4. Continue the processes until all files have been added and appear in the dialog box window. 5. Click the Export button. Acrobat will generate a CSV file. 6. Save the CSV file (rename if you like). Figure 66 - Export Progress Window The Export Progress window will indicate when the export is complete. Creating Interactive Forms with Adobe Acrobat Pro X Page 45 of 46
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        1 Microsoft Excel 2010 Tutorial Excel is a spreadsheet program in the Microsoft Office system. You can use Excel to create and format workbooks (a collection of spreadsheets) in order to analyze data and    

    
        More information 
    




    
        PLANNING FOR A SECURE RETIREMENT
    

    
        
        PLANNING FOR A SECURE RETIREMENT ADMINISTRATIVE VIEW User Guide: D2.6.39 Agriculture Information Technology Released: August, 2005 Revised: January, 2006 Version: 1.0 PLANNING FOR A SECURE RETIREMENT ADMINISTRATIVE    

    
        More information 
    




    
        Using Adobe Dreamweaver CS4 (10.0)
    

    
        
        Getting Started Before you begin create a folder on your desktop called DreamweaverTraining This is where you will save your pages. Inside of the DreamweaverTraining folder, create another folder called    

    
        More information 
    




    
        Instructions for Creating an Outlook E-mail Distribution List from an Excel File
    

    
        
        Instructions for Creating an Outlook E-mail Distribution List from an Excel File 1.0 Importing Excel Data to an Outlook Distribution List 1.1 Create an Outlook Personal Folders File (.pst) Notes: 1) If    

    
        More information 
    




    
        Adobe Acrobat 6.0 Professional
    

    
        
        Adobe Acrobat 6.0 Professional Manual Adobe Acrobat 6.0 Professional Manual Purpose The will teach you to create, edit, save, and print PDF files. You will also learn some of Adobe s collaborative functions,    

    
        More information 
    




    
        Creating Web Pages with Microsoft FrontPage
    

    
        
        Creating Web Pages with Microsoft FrontPage 1. Page Properties 1.1 Basic page information Choose File Properties. Type the name of the Title of the page, for example Template. And then click OK. Short    

    
        More information 
    




    
        Designing forms for auto field detection in Adobe Acrobat
    

    
        
        Adobe Acrobat 9 Technical White Paper Designing forms for auto field detection in Adobe Acrobat Create electronic forms more easily by using the right elements in your authoring program to take advantage    

    
        More information 
    




    
        How to Edit an Email. Here are some of the things you can do to customize your email:
    

    
        
        How to Edit an Email Editing a new email created during the Create an Email wizard or editing an existing email in the Edit Email section of the Manage Emails tab is easy, using editing tools you re probably    

    
        More information 
    




    
        Microsoft Excel 2007 Level 2
    

    
        
        Information Technology Services Kennesaw State University Microsoft Excel 2007 Level 2 Copyright 2008 KSU Dept. of Information Technology Services This document may be downloaded, printed or copied for    

    
        More information 
    




    
        WINDOWS LIVE MAIL FEATURES
    

    
        
        WINDOWS LIVE MAIL Windows Live Mail brings a free, full-featured email program to Windows XP, Windows Vista and Windows 7 users. It combines in one package the best that both Outlook Express and Windows    

    
        More information 
    




    
        Word 2007: Basics Learning Guide
    

    
        
        Word 2007: Basics Learning Guide Exploring Word At first glance, the new Word 2007 interface may seem a bit unsettling, with fat bands called Ribbons replacing cascading text menus and task bars. This    

    
        More information 
    




    
        Digital Signature Certification Workflow
    

    
        
        Digital Signature Certification Workflow This document goes through a workflow of how to create a set of plans that contain an Adobe CDS digital signature using Adobe Acrobat X Pro. There are several variances    

    
        More information 
    




    
        DESIGN A WEB SITE USING PUBLISHER Before you begin, plan your Web site
    

    
        
        Page 1 of 22 DESIGN A WEB SITE USING PUBLISHER Before you begin, plan your Web site Before you create your Web site, ask yourself these questions: What do I want the site to do? Whom do I want to visit    

    
        More information 
    




    
        Edline Manual Design Guide Version: September 2011
    

    
        
        Edline Manual Design Guide Version: September 2011 Copyright Statements: Edline software is a trademark of Edline. Copyright 2011. Microsoft Windows names and logos are registered trademarks of the Microsoft    

    
        More information 
    




    
        NDA-30141 ISSUE 1 STOCK # 200893. CallCenterWorX-Enterprise IMX MAT Quick Reference Guide MAY, 2000. NEC America, Inc.
    

    
        
        NDA-30141 ISSUE 1 STOCK # 200893 CallCenterWorX-Enterprise IMX MAT Quick Reference Guide MAY, 2000 NEC America, Inc. LIABILITY DISCLAIMER NEC America, Inc. reserves the right to change the specifications,    

    
        More information 
    




    
        Outlook. Getting Started Outlook vs. Outlook Express Setting up a profile Outlook Today screen Navigation Pane
    

    
        
        Outlook Getting Started Outlook vs. Outlook Express Setting up a profile Outlook Today screen Navigation Pane Composing & Sending Email Reading & Sending Mail Messages Set message options Organizing Items    

    
        More information 
    




    
        Microsoft Excel 2010. Understanding the Basics
    

    
        
        Microsoft Excel 2010 Understanding the Basics Table of Contents Opening Excel 2010 2 Components of Excel 2 The Ribbon 3 o Contextual Tabs 3 o Dialog Box Launcher 4 o Quick Access Toolbar 4 Key Tips 5 The    

    
        More information 
    




    
        Handout: Word 2010 Tips and Shortcuts
    

    
        
        Word 2010: Tips and Shortcuts Table of Contents EXPORT A CUSTOMIZED QUICK ACCESS TOOLBAR... 2 IMPORT A CUSTOMIZED QUICK ACCESS TOOLBAR... 2 USE THE FORMAT PAINTER... 3 REPEAT THE LAST ACTION... 3 SHOW    

    
        More information 
    




    
        Adobe Dreamweaver CC 14 Tutorial
    

    
        
        Adobe Dreamweaver CC 14 Tutorial GETTING STARTED This tutorial focuses on the basic steps involved in creating an attractive, functional website. In using this tutorial you will learn to design a site    

    
        More information 
    




    
        Microsoft Office Word 2013
    

    
        
        Microsoft Office Word 2013 Mail Merge and Creating Forms University Information Technology Services Training, Outreach & Learning Technologies Copyright 2014 KSU Department of University Information Technology    

    
        More information 
    




    
        EMAIL QUICK START GUIDE
    

    
        
        IT Services Microsoft Outlook 2010 EMAIL QUICK START GUIDE Contents What is Outlook?...2 Quick Guide to Email...2 Create a new e-mail message...2 Forward or reply to an e-mail message...2 Creating new    

    
        More information 
    




    
        PDF Expenses Form. Projects 1
    

    
        
        Projects 1 In this project, you ll create and publish a business expense claim form, which can then be accessed by your users, filled out online, and printed. In this exercise, you ll learn how to: Design    

    
        More information 
    




    
        Data Visualization. Brief Overview of ArcMap
    

    
        
        Data Visualization Prepared by Francisco Olivera, Ph.D., P.E., Srikanth Koka and Lauren Walker Department of Civil Engineering September 13, 2006 Contents: Brief Overview of ArcMap Goals of the Exercise    

    
        More information 
    




    
        SMART Ink 1.5. Windows operating systems. Scan the following QR code to view the SMART Ink Help on your smart phone or other mobile device.
    

    
        
        SMART Ink 1.5 Windows operating systems User s guide Scan the following QR code to view the SMART Ink Help on your smart phone or other mobile device. Trademark notice SMART Ink, SMART Notebook, SMART    

    
        More information 
    




    
        Microsoft Office. Mail Merge in Microsoft Word
    

    
        
        Microsoft Office Mail Merge in Microsoft Word TABLE OF CONTENTS Microsoft Office... 1 Mail Merge in Microsoft Word... 1 CREATE THE SMS DATAFILE FOR EXPORT... 3 Add A Label Row To The Excel File... 3 Backup    

    
        More information 
    




    
        Creating Personal Web Sites Using SharePoint Designer 2007
    

    
        
        Creating Personal Web Sites Using SharePoint Designer 2007 Faculty Workshop May 12 th & 13 th, 2009 Overview Create Pictures Home Page: INDEX.htm Other Pages Links from Home Page to Other Pages Prepare    

    
        More information 
    




    
        HOW TO CREATE A SCANNED DIGITAL SIGNATURE AND INSERT INTO A PDF DOCUMENT
    

    
        
        HOW TO CREATE A SCANNED DIGITAL SIGNATURE AND INSERT INTO A PDF DOCUMENT Option I Attach your signature as a digital signature 1. Sign a piece of paper PHASE I CREATE THE SIGNATURE Sign a piece of paper    

    
        More information 
    




    
        Introduction to Microsoft Word 2008
    

    
        
        1. Launch Microsoft Word icon in Applications > Microsoft Office 2008 (or on the Dock). 2. When the Project Gallery opens, view some of the available Word templates by clicking to expand the Groups, and    

    
        More information 
    




    
        Using Microsoft Outlook 2013 with Zimbra
    

    
        
        Using Microsoft Outlook 2013 with Zimbra University Information Technology Services Learning Technologies, Training & Audiovisual Outreach Copyright 2016 KSU Division of University Information Technology    

    
        More information 
    




    
        MICROSOFT ACCESS 2007 BOOK 2
    

    
        
        MICROSOFT ACCESS 2007 BOOK 2 4.1 INTRODUCTION TO ACCESS FIRST ENCOUNTER WITH ACCESS 2007 P 205 Access is activated by means of Start, Programs, Microsoft Access or clicking on the icon. The window opened    
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