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To return to the PDF Portfolio so you can view additional tutorials and videos, click 
the Home button  in the PDF Portfolio toolbar.


Creating an Interactive Form


With Adobe® Acrobat® 9, you can convert any form into an interactive form that users can fill out and send back 
electronically. Start with a paper form you’ve scanned in or a form document you’ve created in any application!


You can use the sample form (Form_sample.pdf) included with this tutorial. For help using sample files, see Getting 
Started Help in the Tutorials folder.


1 Create the PDF document. 


You can scan a paper form directly into Acrobat (choose File > Create PDF > From Scanner) or convert any electronic 
document into PDF using Acrobat PDFMaker, the Adobe PDF printer, or the Create PDF commands in Acrobat. 


Start with a flat PDF form.


2 Use the Form wizard to automatically create form fields.


Choose Forms > Start Form Wizard. Follow the onscreen instructions in the wizard, and click OK to close the Welcome 
To Form Editing Mode dialog box. 


When you run the wizard, Acrobat analyzes the document and automatically creates electronic form fields.
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Use the Form wizard to identify most form fields.


3 Evaluate the form fields Acrobat created.


Acrobat lists the form fields it created in the Fields pane. Scroll through the document to see whether Acrobat missed 
any fields or created any extra fields. To delete a field, select it in the Fields pane and press the Delete or Backspace key 
on your keyboard.


In this example, Acrobat missed fields for three questions: Yes and No radio buttons for one question and text fields for 
two questions.


Identify missing or extraneous form fields.


4 Add and edit form fields as needed.


Add form fields where you need them. You can add text fields, check boxes, list boxes, radio buttons, action buttons, 
digital signature fields, and even barcodes to an Acrobat document. Simply select the type of form field from the Add 
New Field list in the Forms toolbar, and then click where you want the field to appear. Give each new field a name that 
is unique and descriptive; it doesn’t appear on the form that users see, but it identifies the field if you work with the data 
in databases or spreadsheets.
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Add form fields where needed.


5 Save the form.


Be sure to save the form with all the fields you’ve added. Choose File > Save As to save the form with a different name, 
so that your original flat document remains intact.



http://www.adobe.com/go/gftray_all_rights_reserved

http://www.adobe.com/go/gftray_foot_terms

http://www.adobe.com/go/gftray_foot_privacy_security
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To return to the PDF Portfolio so you can view additional tutorials and videos, click 
the Home button  in the PDF Portfolio toolbar.


Distributing a Form


After you have designed and created your form in Adobe® Acrobat®, you can distribute it in several different ways. Using 
the Distribute Form wizard, you can host your form on Acrobat.com, a free web-based service, and use Acrobat.com 
to collect form data; send the form as an email attachment and collect responses in your email inbox; or post the form 
to a network folder or a Windows server running Microsoft SharePoint services, and then automatically collect the 
responses on the internal server.


You can use the sample form (Distribute_sample.pdf) included with this tutorial. For help using sample files, see 
Getting Started Help in the Tutorials folder.


1 Start the wizard.


Open the form you want to distribute, and then choose Forms > Distribute Form. Click Save if you are prompted to 
save the form before distributing it.


2 Select a distribution option.


Choose the option that meets your security needs and is accessible to your recipients. Then, click Next to continue with 
the wizard. 


Select a distribution option.


• Select Automatically Download & Organize Responses With Acrobat.com to use Acrobat.com, a free, secure web 
service that works with Acrobat. Participants download the file from Acrobat.com and complete the form using 
Acrobat. They then publish the form response and submit it to Acrobat.com. Responses are encrypted and stored 
on your hard drive as they are returned.
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• Select Manually Collect Responses In My Email Box to distribute the form as an email attachment. You can send the 
form using your own email client, or use the wizard to create an email message to accompany the attached form file. 
Responses are returned to your mailbox and copied to a master response file.


• Select Automatically Collect Responses On My Own Internal Server if your recipients work behind a firewall and 
all have access to a common server, such as a network folder or a Microsoft SharePoint workspace (Windows only). 
You can include a link to the PDF form or send it as an attachment through email. Responses are stored on your 
hard drive as they are returned.


3 Complete the wizard. 


Enter the information the wizard requests:


• If you chose to use Acrobat.com, use your Adobe ID to log in to Acrobat.com, or create an Adobe ID if you don’t 
have one. Then follow the instructions to post the form.


• If you chose to send the form through email, specify whether you want to send the file now or later. Follow the on-
screen instructions to customize a message and send the form.


• If you chose to post the form to an internal server, enter the server information, and then follow the on-screen 
instructions to post the form. 


Continue through the wizard, entering information as necessary.


4 Collect the form data.


Acrobat creates a PDF Portfolio for collecting the form data. By default, this file is saved in the same folder as the 
original folder and has the same name, with “_responses” appended to it. If you are using Acrobat.com or an internal 
server to collect data, responses are automatically added to the response file. If you distributed the form as an email 
attachment, you can manually add responses to the file.



http://www.adobe.com/go/gftray_all_rights_reserved

http://www.adobe.com/go/gftray_foot_terms

http://www.adobe.com/go/gftray_foot_privacy_security
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To return to the PDF Portfolio so you can view additional tutorials and videos, click 
the Home button  in the PDF Portfolio toolbar.


Filling Out a Form


Completing a form electronically saves paper, and ensures that the recipient will be able to read your name, telephone 
number, and other information clearly. Whether you’re filling out an Adobe® PDF form you’ve downloaded to your own 
computer, received through email, or accessed on a web server, it’s easy to enter and save your information.


1 Open the form.


Open the form in Adobe Acrobat® or Adobe Reader® (if the form creator has enabled it for Reader). If you’re opening 
the form on the web, Acrobat or Reader may open in your web browser.


You can use the sample form (FillingOut_sample.pdf) included with this tutorial. For help using sample files, see 
Getting Started Help in the Tutorials folder. 


When you open an interactive PDF form, a document message bar appears across the top of the document. If you’re 
working in Reader, the document message bar reports whether you can complete and save the form in Reader. To make 
form fields easier to identify, click the Highlight Fields button on the document message bar. Form fields appear with 
a colored background (light blue by default) and required form fields are outlined in another color (red by default).


Open the form in Acrobat or Adobe Reader.


2 Select a form field.


Select either the Hand tool  or the Select tool .  (If you’re completing a form in a PDF Portfolio, you need only 
click.) Click in a form field to select it (such as a check box) or to insert a text cursor. If it’s a text field, type the data in 
the field.
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Complete fields in the form.


3 Complete another field.


Click in the next field you want to complete.  In many forms, you can also press Tab to move to the next field, or 
Shift+Tab to move back to the previous field. 


4 Submit the form data.


When you’ve completed the form fields, click the Submit Form button in the document message bar (or in the form 
itself, if the form creator included one) to submit your responses.


Submit the data.


If there is no Submit Form button, save the form with your responses and return it by email, or print and mail the 
completed form.


To save the completed form in Acrobat, choose File > Save As and rename the file. If the form creator gave Reader users 
extended rights, you can also save the completed form in Reader by choosing File > Save A Copy. 



http://www.adobe.com/go/gftray_all_rights_reserved
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To return to the PDF Portfolio so you can view additional tutorials and videos, click the
Home button  in the PDF Portfolio toolbar.


Working with Adobe Acrobat 9 Getting Started


Adobe Acrobat 9 Getting Started takes advantage of PDF Portfolios to deliver tutorials, sample
files, and videos that help you get up to speed with Acrobat 9 features.


Navigating the PDF Portfolio
You can return to the home screen of the PDF Portfolio at any time by clicking the Home
button in the PDF Portfolio toolbar. As you open folders, click any link in the breadcrumbs to
return to that place in the PDF Portfolio.


Click a link in the breadcrumbs to jump to the home page or a folder.


Working with sample files
You can work through the tutorials with your own files, or you can use the sample files
included in this PDF Portfolio.


To use the sample files:
1. Select the Sample Files folder in the PDF Portfolio.
2. Choose File > Save File from Portfolio.
3. As you work through a tutorial, open the appropriate sample file from your hard


drive.


Viewing tutorials
It may be challenging to read a tutorial file in the PDF Portfolio, open in Acrobat, while you’re
working through the steps in Acrobat. You may find it easier to print the tutorial before
working through it. Or, you may want to resize the application windows to display the tutorial
and the document you’re working in at the same time.


Resizing the application windows.


























 


 


FEEDBACK 
 
Thank you for working with Aquo’s IT team to update your software. 
We’d love to hear how we did the job for you. 
 
1. What software did you have updated? (check all that apply) 


  word processor 
  spreadsheet 
  project planning software 
  email client 
  operating system 


 
2. Did the technician show up on time for your appointment? 


 Yes     No 
 
3. How would you rate the AQUO IT team’s performance on the following? 
(1 is ‘terrible’, 3 is ‘adequate’, 5 is ‘fantastic’) 
Professionalism:  


 1    2    3    4    5 
Technical Expertise:  


 1    2    3    4    5 
Speed/Efficiency of work:  


 1    2    3    4    5 
Ability to communicate process and next steps:  


 1    2    3    4    5 
Ease of setting up your appointment:  


 1    2    3    4    5 
 
4. How was the support/training documentation that the technician provided for 
your new software? 


 There’s way too much content 
 It’s exactly the right amount of content 
 It’s much too short—I want more 
 I did not receive any documentation 


 







 


 


5. Email address (optional):                                          
 
6. Any other feedback? 
                                                           
       





		1. What software did you have updated? (check all that apply)

		2. Did the technician show up on time for your appointment?

		3. How would you rate the AQUO IT team’s performance on the following?

		4. How was the support/training documentation that the technician provided for your new software?

		5. Email address (optional):                                         

		6. Any other feedback?



		word processor: On

		spreadsheet: Off

		project planning software: On

		email client: Off

		operating system: On

		Professionalism: 1

		Technical Expertise: Off

		SpeedEfficiency of work: Off

		Ability to communicate process and next steps: Off

		Ease of setting up your appointment: Off

		Text1: 

		Text2: 

		prompt: No

		content: Off
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