Adobe Acrobat Pro X Workshop

By Joseph Zisk, Jon Kallis, Rendie Settles
CalU Teaching and Learning Center

Making PDF Forms and Collecting Data
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1. Using Word — use a simple form

e Save in Word — using tables and/or underlines are
easy ways to make a quick form

e C(Close Word form

e Open Acrobat and select “Create PDF forms”

e Select “Use an existing file” and then browse to file.
Acrobat will convert the Word document into a PDF
form with fields.

e However, you may need to fine tune the form fields

Open a Recent File
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Turn Paper into Digital

Scan paper documents into PDF files
quickly and accurately.

See How

Getting Started

@ Create PDF
@ Create PDF Portfolic
@ Combine Files into PDF

@ Create PD&Form or Online Form

by going to Acrobat tools (right tools panel)
e Video http://youtu.be/SO0KhjyS3u8I

Check to make sure that all the needed fields are created. Depending on your form, you may need to resize and move
some of the fields. In addition (in edit mode) you can edit each of the fields and add new fields.

You may want to enable the form so that it can be saved using Adobe reader. Save as = Reader Extended PDF 2>

Enable Additional Features

http://help.adobe.com/en US/acrobat/X/pro/using/WS58a04a822e3e50102bd615109794195ff-7e0d.w.html

Managing Form Data (via email attachments)

The PDF form will be distributed by email or web site download.
Forms are filled out using free Adobe Reader and emailed back
to sender. All forms are placed in a folder for data extraction.
Video http://adobe.ly/zzIEdM

In Adobe Acrobat, the designer will open the original form and
under tools 2 More Form Options = Manage Form Data 2>
Merge Data Files into Spreadsheet.

Add files to the “Export Data from Multiple Forms” (Note: can
add multiple files at one time) and select the Export button.

Open file in excel spread sheet.

ud you

£in each field and select the sub

aip, Bor

lon

musz be. As 3 Calll graduate, we would like to.

mit button or emai the

75

Import Data...
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Merge Data Files into Spreadsheet...
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» Sign & Certify

Distribution using Acrobat.com (free version). (No attachments — data extracted from web site)

You will need to create a free Adobe ID.

(Tip: Deselect the “stay informed via email box, if you do not wish to receive

email advertisements, also the date of birth is only for recovery purposes, need not be accurate but you will need to
remember it). Link to free account: https://www.acrobat.com/files/en/home.html?trackingid=KFWEE
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Note: There is a limit of 500 forms per distribution via acrobat.com.

http://www.adobe.com/products/eulas/pdfs/Reader Extension Policy A10-5-31- # Acrobat.com
2011.pdf )

Create Account
Acrobat.com Help / Help and tutorials http://helpx.adobe.com/acrobat- St youe Sl 1he et And cckis taem (rom iy device
com/topics.html

Adobe I (Frosil Address)

Password
How to Send a PDF Form with Acrobat.com P —
In Acrobat, go to Tools = Forms = Distribute. FirstName
Once you are in the distribute form, enter email(s) and modify the message. Select the Last Name
access level (Open access) and then Send. Video http://adobe.ly/y46Sqr : N

United States v

To track the responses  (Note: the second half of the video shows how to view _ “
responses) Video http://adobe.ly/zcHFzI To:t:"" = - -

Open form in Adobe Acrobat go to Tools = Forms = Track.
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How do you want to collect responses from your recipients?

[l [ Delivery Method:  Acrobat.com
Automatically download & erganize responses with Acrobat.com -
To.. student@kalu.edu
Acrobat.com allows you to:
Subject: Please complete the form Sample form 2014_distributed 0001, pdf
[ Distribute | e e - E
| = Send a secure link to your form that anyone, or only your recipients, Message: Reset default message

can access anytime during form completion.

You are invited to complete the form "Sample form 2014 _distributed_0001.pdf". You can use Adobe
I Acrobat or Adobe Reader to fill in this form.

Respond

\When you are finished, click Submit to return your data to the form author.
= Recipients can use Adobe Acrobat or Adobe Reader to fill in the form.
Get the free latest version of Adobe Reader from:

* Responses are encrypted on retum. <http://www.adobe.com/go/reader>

I <A link to the file will be placed here when the message is sent>
I Collect
| = Acrobat stores responses on your hard drive as they are returned and I
notifies you.
« Track which recipients have responded and when they responded. Access Level: | Open access: Anyone who knows the URL can fill out and submit the form -

Leamn more absut Acrabat.com Collect name & email from recipients to provide optimal tracking

] Remember my choice

Mext > < Previous ] [ Send g [ Cancel

Once you are in Track, select View File Edit View Window Help
Responses. T Create ~ < | [ et |
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You will see all the fields and the data that
was entered. You also have the option to
export all the data into a spreadsheet format.

Major certification area
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1/7/2014 11:07:47 PM Joe Smite Science
Filter 1/7/2014 110748 PM Mary School math

Overview of what Adobe Acrobat can do.

http://tv.adobe.com/show/learn-acrobat-x/
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