How to
Create a fillable PDF Form
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Step 1: Open up the document in Word /
Step 2: Covert Word Doc into a PDF file
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Step 3: Save the PDF file where you would like it to be i e
¥ i

Window  Help
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7 Create POF ~ | Comment & Markup = i Send for Review = ()] Secure ZSlgr\

hew |- @ 0. v @ Make Form Fillable in Adobe Designer...

Create Hevs Form...

A. Click Form
B. Highlight Make form fillable in adobe F
designer your fill will be opened in adobe
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Step 4: Once it’s into a PDF file

SS#:

Date:

Academic Term:

please circle)*: Cert. of Completion, Cert. of Achievement, A.S. /A A.

on Date:
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Adobe Designer Wizard

Step 1: Setting up Wizard gives you options (Choose

One) [ Getting Started
e New blank form e Qi
e Based on a template i Ohos i Osmront
e Import a PDF Document
e Import a word Document
New Form Assistant
Steps Setup: Import a PDF Document
oS ated Specily aPDF document to import:
. . 2. 5etup -_Emwse
Step 2: This is where you would save the Document, -
Form or Template 4, Return Information

(D “when importing a PDF document created by anather application.

N the imported fle may experience a Inss of qualiy

Step 3: Return Method gives you options

New Form Assistant E\
Fill then Submit — The filled electronically, printed, | e —
then the date iS retu rned electron i Cal Iy 1, Getting Started ‘E‘r;’\;:migfé:?’:x\ch best describes how the form wil be distibuted and how the
F i I I th e n S u b m it/P ri nt - Th e fo rm iS fi I I ed — ()Fillthen Submit - The formis filed electionically, printed, then the data is retumed

3. Return Method electronically (2. emai).

electronically the data can be returned electronically PR ;T ot
or the form can be returned manually R —
Fill then Print — The form is filled electronically BT

printed then returned manually i Wt Sl e

Print — The form is filled by hand then returned
manually

5~ Fom flers using Adobe ieader will not be able to save & copy of the
'\lg form ith the data they entered. Homever, they can retum thei data to
X youit s Submit button s included in your form

[ <Back J[ New> | [ Cancel ]
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New Form Assistant @‘ A
Ste 4 . CI iCk fi n i Sh Steps Return Information: Fill then Print
p * 1. Getting Started “ou specified that you want form fillers to fil in the form in Adobe Reader or Adobe
Acrobat, print it, and then return it by postal mail or fax
2. Setup x
Mote: Form filers using Readsr wil not be able to save an electionic copy of their form
3. Return Method with their data in it

4. Return Information . i i *
A Print button will be placed on pour form automatically.

o

Fiemember ta include @ maling address and/or fax number in your fam,

<Back |[ Finsh | [ Cancel

Step 5:

Body page—<t0 make the document editable

B File Edit wiew Insert Layout Tools Window Help
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Step 6:
PDF preview — Shows what you did when you B E m ﬁ T
edited the document from the Body Pages = LIBFL T

* shows A Language!
Body Pages \QF POF Freview & )
. This document mh* — [l Hihicht il
o
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Step 5:

e Drag the mouse over Text and highlight it

e Drag it to the document to make a box fillable

e Type in what ever you want it to say:

| typed in Example you can it to whatever you want it

to say

** Note

If you need a text box for SS# or a current date
** Click on Custom scroll down til

= U.S. Social Security Number
= Current Date

This is what you will get in the end
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LA Text Field

EENumeric Field
?Passwurd Field
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i Library x

Standard | Barcodes ) Custom

Mare b

EPavenof m

Bpage Mavigation

£ APhone Mumber - International
EAPhane Number - Morth Americ
[T Signature - Print and Sign
Bl survey Question

gﬁu.s. Sacial Security Mumber
TE21.5. States

&2 Adabe Acrabal Pretessisnal - [Untitisd) . par|

i Library =™,

Standard | Barcodes

[ More k)

Custam

gnddress Block »~
gndobe Workflow Server Fields
E?Countries

@Current Date

=¥ Diata Drop-down List

= Data List Box

gaEmaiI Address

gName
o I3
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e wre || @ree -

INDIVIDUAL TRAINING PLAN

Hartuell College CalWORKs Program

Hartnell College — Faculty Resource Center — Training Materials — 07/05

4




