Acrobat forms with LiveCycle Designer

DISCOVERY SERVICES TRAINING

. 3. Navigate to the location where the PDF is saved.
About Emailable forms 4. Select the desired Import Option.

5. Inthe Form Return Setup dialog box, select the option to “Add

Adobe LiveCycle can be used to automatically distribute . "
an email button”.

interactive forms via email, and systematically collect the
results. [x]]

Steps Form Return Setup: Adding Buttons

1. Getking Started ‘You can use this assistant to add buttons to vour form that fom fillers can use to

St a rti n g -i n WO rd retum their form. You can also add buttons diectly on the form

2, Document Setup

Setup: Import Options [#] 4dd an email button

To QEt Sta rted, ﬁ rSt Create a docu ment (S UCh as M S Word, 3. Form Return Setup Foorm fillers uze the Email Submit buittan to return the form ta the specified

address.

PUb l'iS h er, EtC. ) an d deS’ig n th e layO Ut Of yOUf fOfm . Return email address: | trainingregistration@xavier. edu

[ 4dd a print button

Farm fillers use the Print buttan to print the form and rsturm it

Leave space where the form elements will later be placed. AT

There is no need to include lines (for example: ‘Name: 6. Typein the entire email address to indicate where the form will

"is not necessary. ‘Name: be returned.

. , . . Click on the Finish . The formi f
is best). Be sure to include the text for Radio Buttons & 7. Clickon the Finish button. The form is now ready for editing

Check Boxes. Starting in LiveCycle

Be sure to finalize your design BEFORE moving forward. It 1. Open Adobe LiveCycle Designer.

is difficult to go back and edit the layout once you start . Toview the grid / snap to grid, choose ‘View > Grid’

working with Acrobat. and/or ‘View > Snap to Grid’

. Open the ‘Library’ and ‘Object’ panels if they are not
already displayed. To do this, go to
‘Window > Library and Window > Object” and ‘Window >

Waord Template (*.dat) Library and Window > Library’.
Word Macro-Enabled Template (*.dokm)
Word 97-2003 Template (*,dot

Save the document as a PDF by selecting the “PDF” option

from the “Save as type” drop-down menu.

. From the Library, drag and drop form elements onto the
File name: %P3 Docurment (*.xps)

Single File wieb Page (*.mht; *,mhtmi) page including text boxes, images and form fields.
Save as P8 |yword Document (*.docx)

Note: As you drop form elements onto the page you are

N . establishing the tab order of the form.
Moving from Word to LiveCycle g

1. Open Adobe LiveCycle Designer. About the Object Panel
2. Open the PDF you just saved by either clicking on the

“Open Form” icon from the Welcome screen.... Once placed, click on the form object. The ‘Object’ panel

will change to display the properties of that object. Edit as

L C \ needed.
ADOBE® LIVECYCLE" DESIGNER ES = Object @
J Field ™\ Value “. Binding

Type: %/ﬁ Text Field

New from Template Open Form

Caption:

e r. . ” Appearance: | Sunken Box
or clicking on “File/Open” from the drop-down menus.

Allow Multiple Lines
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LiveCycle Designer Form Elements

For simple forms, you may wish to minimize all of the panels except

for ‘My Favorites’ or ‘Standard’.

To provide an on/off (or checked/
not checked) value for emailed
content, click the Binding tab.

Clickthe &3 plus button in the
Field Tab of the Object Panel to add
options for the user to choose from.

Make it quick and easy for your
users to print the form by providing
a print button.

Options include: allowing for
multiple lines and limiting the length
of text entered.

An email address must be provided.
You can also choose to provide a
‘Email Subject’ for the emailed
forms you receive. Emailed form
content can be opened with Excel.

In the binding tab, be sure thata
set of radio buttons have the same
name. For emailed forms, double
click on the list value under ‘Specify
Item Values’ to change the value.

T~

\ Check B

=2 Drop-down List

el

~

£ Lisk Box
[ZPrink Button

;l;ﬂText Field

T [JEmail submit Button

@F{adin Buttan

The options within the
‘Object” panel will change
depending on the form
object you have selected.

I Library 3™

» My Favorites

w  Standard
CJButton [#/] check Box
¢ Cirde i+ Content Area
@Date;"ﬁme Field @Dedmal Field
?Document SignaE?Drop-down List

2 Email Submit BUtTZIHTTP Submit Button
i Image £ Image Field

4 Line 7 List Box
EﬂNumeric Field @Paper Forms Barcode
?Password Field Z@Print Button
{(®)Radio Button

_;_--l-fSubform

- Custom i
ﬂ.ﬁddress Block ﬂ Adobe LiveCyde Warkflow Fields
E?Countries @Current Date

[=%Data Drop-downE ] Dats List Box
P aa ARG

Object =

J Field “\yalue " Binding

Type: E/ﬁ Text Field

Appearance: | Sunken Box

[ Allow Multiple Lines
[] Limit Length Max Chars:
[ Limit Length to Visible Area
[Jcomb of characters
Field Format: Plain Text Cnly
Display Pattern:
Edit Pattern:
Presence: Vizible

Locale: Default locale
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Completing the form

5.

Add the enterable fields to the form using the instruc-
tions on Page 1 and 2.

Distribute the form by either clicking on the Distrib-
ute Form icon on the toolbar, or by selecting the
Distribute Form com- g , -
mand from the Filemenu. L1 7 .0 = &

Indicate how you wish to collect the responses by se-
lecting the preferred method from the drop-down list.
Click the Next button.

How do you want to collect responses from your recipients?

Manually collect responses in my email inbox

An email attachment allows you to:

Distribute

« Send your form as an attachment using Acrobat or your mail dient.

Respond
« Redpients can use Adobe Acrobat or Adobe Reader to fill in the form.

« Responses are returned to your mailbox.

=] E i Collect
7~ = » Acrobat copies each response into a master response file as they are
= returned.

[[JRemember my choice

Specify whether you wish to have the form sent auto-
matically, orif you prefer to save it locally and send it
at a later time. Click the Next button.

7

How do you want to distribute your form?
{7 send it automatically using Adobe Acrobat

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

Spedfy where to save the file

|E:‘n,>{avier‘n,m:rnbat‘n,Test Form - Created in LiveCyde_distribu

If you chose to have the form distributed automati-
cally, the next screen will allow you to fillin the target
email addresses. You can either select addresses from
one of your address lists by clicking on the To: button,
oryou can type in email addresses manually, separat-
ing them with a semi-colon.

Type in the desired Subject line.

Adobe LiveCycle will automatically fillin an explana-
tion in the Message field. You can delete, modify, or
completely replace the text in this field.

Indicate if you wish to collect the names and email
addresses of the responders by checking or uncheck-
ing the checkbox.

Click the Send button to distribute the survey to the
recipients you have specified.

[ x|
Delivery Method:  Manually collect responses in my email inbox

To...

Subject: |P\easa complete the form Test Form - Created in LiveCyde _distributed_0001.pdf

Message: & E:Wavier\AcrobatiTest Form - Created in LiveCyde_distrbut...  Reset default message

You are invited to complete the form "Test Form - Created in LiveCyde_distributed_0001.pdf. You can use
Adobe Acrobat or Adobe Reader to fillin this form.

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

Get the free Adobe Reader 9 from:
<http:/fwww.adobe. com/go/reader >

Collect name & email from recipients to provide optimal tracking

Collecting Data

1.

Once submitted, PDF forms will be sent to the email
address specified.

Submitting Completed Form

Murphy, Jessica
Tue £/15/2010 12:27 PM
Murphy, Jessica

-] Message | ETest Form - Created in LiveCycle_distributed.pdf (128 KE)

Double-click to open the attached PDF.
Choose whether you would like to add this form to an
existing response file (which collects all the submit-

ted forms in one location) or to create a new response
file.

Add Completed Form to Responses File

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

() Add to an Existing Responses File

(%) Create a New Responses File

|Contact-Form-Responses.pdf

Browse...

o

][ Cancel ]




Acrobat forms with LiveCycle Designer

DISCOVERY SERVICES TRAINING

Collecting Data’ Continued 2. Double-click on the form page thumbnail to open it.

1. You will see a Welcome Screen that informs you this
form has been added.

Received Date

E 1 new response(s) added &

6/15/2010 12:53:50 PM

2. After closing the Welcome Screen you will see a list of
all the forms that have been collected by this particu- . Once the form opens, use the arrows at the top left to
lar Response file. browse through the collected forms.

1. Tosort collected forms, C!iCk on the . Ifeach form contains multiple pages, use the pages
filter button on the left side. button to see a thumbnail of each one.

From the drop-down list, choose an option to sort by.

Filter Settings

Match the following:

Select field name...

From

Received Date
CheckBox2

CheckBox2[1
[1] To open the form in a new window (a standard

Acrobat window), click on the Open button.
For example, you might sort by name or by the date

that the form was added. m
3. Click the done button when finished.
To add markups / comments to a form choose

‘Comments > Add Sticky Note’.
MANUALLY ADDD A FORM TO THE RESPONSE FILE

[Elsticky Note 6/15/2010 1:12:41 PMI=]
1. To manually add a form to the response E Add — e Opions -
file, click on the Add button. Faculty They have now graduated.

Staff E]
% Student

VIEWING COLLECTED FORMS Check Box

1. Toview a list of all the collected forms, click on the list e Email
button at the top of the interface.




