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Section 1A: Recruitment Flyer - Prepare Form Tool
Getting Started

1.To add fields to the flyer,
CIICk On TOOIS_ Home @ Recruitment Flyer_.. %

® B R Q

Forms & Signatures

2. Click on Prepare Form. ﬁ m

Fill & Sign i Certificates

[2aa -]

3. Make sure the file is
selected, then click Start.

Recruitment Flyer_O...
Change File

D This document requires signatures
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Section 1A: Recruitment Flyer - Prepare Form Tool
Getting Started

H v The procedure entry point
4' If you get an error WI ndOW |® ?EndPhase@CProgress@IDRS@@UAEXWAIDRS_PROCESS_PHASE@2
. @@Z could not be located in the dynamic link library C\Program Files
that appears, click OK. (36)\AdobeAcrobat

DC\Acrobat\plug_ins\PaperCapture\OCRLibrarylnf.dll.

ox

. v Unable to locate the Paper Capture recognition service. Your installation may be
5. Click OK, on the second Q i per Capture eceg y
error window.

Adobe Acrobat

Adobe Acrobat was unable to make this document accessible because of the
following error:

6_ CIICk OK’ On the th”‘d Knowledge source failed. <Gather OCR Data> [1]

. Please note that some pages of this document may have been changed. Because of
error WIndOW. this failure, you are advised to not save these changes.
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Section 1B: Recruitment Flyer - Prepare Form Tool
Creating a Text Field

7. Click on the Add a Text © s
Field button in the toolbar h
at the top of the screen.

8. Your mouse will become a
Text tool. Holding down THERE 1S NO COST 1O P
your left mouse button, drag
a box to the desired size. Let
go of the mouse button to
create the text box.

9. Near the new text box, a
yellow box will appear. Give
your text field a name in the
Field Name section. Then

[Textt

click All Properties. Date & =™

Topic:
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Section 1B: Recruitment Flyer - Prepare Form Tool
Creating a Text Field

ce ition Options Actions Format Validate Calculate

10. Click on the Appearance Tab
to alter the Text Field's look.

11. Border and Colors can give Borders and Colors
the Text Field a Border and pick Border Color: Line Thickness: | Thin
a color to fill the box. These

. . Fill Color: |&J Line Style: | Solid
fields are automatically turned off.

12. In the Text section changing Gonsee [awe | D Tetcoor W
Font Size to Auto will allow your Font | Hewerca y
Text to adjust its size based on
the amount of text you enter.

General Appearance Position Options Actions Format Validate Calculate

Borders and Colors

Border Color: [ Line Thickness: | Thin

13. Once all the changes are s K tnese [
made, click Close to confirm the o
changes. .
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Creating a Text Field

14. Click on Preview in the upper
right corner to review the changes
that were made.

15. If additional changes are
needed you can click on the Edit
button in the upper right corner, or
you can click on Close to exit the
Prepare Form Tool. Make sure to
Save your changes.

16. This new text box can be copied
(CTRL+C) and pasted (CTRL+V) onto
another page in the PDF. All fields that
are copied will auto-populate whatever
is typed into one of them. In order to
stop this from occurring, you will need
to rename the fields in the toolbar on
the right side of the screen.

MATCH SIZE

T" More

FIELDS

~ [@ Page 1
Text1#0

Set as Required Field
Add New Field

Delete

Create Multiple Copies...
Show Tab Numbers

Duplicate Across Pages...

DISTRIBUTE

Use Current Properties as New Defaults
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Section 1C: Recruitment Flyer - Prepare Form Tool
Creating a Drop-down List

17. Click on the Dropdown List @ 1 /5 O ® m- H- =
button in the toolbar at the top
of the screen. ) © E(fF)= = B m

18. Near the new text box, a new

yellow box will appear. Give your
new field a name in the Field Name el Name
section. Then click All Properties. ( [oropdown2

[ Required field All Properties

General | Appearance Poe o Options  Actions Format Validate Calculate

Item: Eurlington| I .

Export Value:

Item List: Delete

19. Click on the Options tab. In the

Item field, enter a value you want in
the Drop-down list. Click Add to
place it into the Items List below. Clserems
Repeat this process until all values e oo
are entered. [[] Commit selected value immediately
Q |zeajfaazt:‘::|’:toei;r;lin the list to make it the ~
[JLocked Close
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Section 1C: Recruitment Flyer - Prepare Form Tool
Creating a Drop-down List

[tem List: Burlington

Lexington

20. In the Items List, you can e
Delete, move items Up the menu, or Franktfort
move them further Down the menu.

21. After all changes are made, click
Close to confirm the changes

[ Sort items
[ Allew user to enter custom text
[] Check spelling

[ Commit selected value immediately

‘Se\ect an item in the list to make itthe ~ ~
default choice.

e
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Creating a Drop-down List

22. Click on Preview in the upper = ®
right corner to review the changes

that were made. L2

MATCH SIZE DISTRIBUTE

23. If additional changes are needed
you can click on the Edit button in
the upper right corner, or you can
click on Close to exit the Prepare
Form Tool. Make sure to Save your
changes.
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Section 1D: Recruitment Flyer - Prepare Form Tool
Date and Time Field

24. Click on the Add a Date Field el &)
button located in the toolbar at
the top of the screen.

|—', [com)
[5 ¥

ym P e EF e e(@e s

Date & Time:
25. Near the new text box, a new _
yellow box will appear. Give your
new field a name in the Field Name .
section. Then click All Properties. Field Name:

| Dated af_date

[ Required field All Properties

26. Click on the Format tab. In
the Select format category
make sure Date is selected in
the drop down menu

m/d/yyyy h:MM tt
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Section 1D: Recruitment Flyer - Prepare Form Tool
Date and Time Field

mmmm-yy

mMmMmm-yyyy
27. In the Format tab, select the mma
format of the date and time you iy
want to display. You can see an e B

example of the format below the
menu. (Recommended is
m/dlyyyy h:MM tt)

Example of current format: 8/26/2019 1:57 pm

ions Format Validate Calculate

m/d/yy hMM t
my/dfyyyy hiMM tt
RNV

28. After all changes are made, click
Close to confirm the changes

Example of current format: 8/26/2019 2:16 pm

Use the Date format category to display enly the date
or both date and time values, Use the Time format
category to display only the time.

10
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Section 1D: Recruitment Flyer - Prepare Form Tool
Date and Time Field

29. Click on Preview in the upper = ®
right corner to review the changes

that were made. L2

MATCH SIZE DISTRIBUTE

30. If additional changes are
needed you can click on the Edit
button in the upper right corner, or
you can click on Close to exit the
Prepare Form Tool. Make sure to
Save your changes.

11
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Section 2A: Editing a Flyer - Edit PDF Tool
Modifying a Text Box

1. To adjust Text in a Flyer,
click on Tools.

2. Click on Edit PDF.

3. Click in a Text box that
you want to edit, and then
double click to highlight the
text.

4. In the Toolbar on the
right side of the screen you
can alter the text style, size,
color, and various other
formatting options.

HDme Walton Library Sum... %

® B R Q

Create & Edit

c—
0=

Edit PDF

wLearn tips on Row
|

afferdable, healthier g

e your famlly\{'

FORMAT

Sanchez

e+ []

T 7 T T T

1_ -
i p—
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Section 2A: Editing a Flyer - Edit PDF Tool
Modifying a Text Box

5. Click on Close when all changes
are completed. Also, Save your
PDF to make sure no changes are
lost.

Section 2B: Editing a Flyer - Edit PDF Tool
Replacing/Adding an Image

1. To replace an image, make sure

you go back into the Edit PDF Tool. ] mmml _ Universitv of Kentuckyv |
Click on the image and hit the chgﬁreegés:(t))fr Xgﬁiﬁfﬁﬁg
Delete button on your keyboard. If Food and Environment|

you accidentally delete an image_ Cooperative Extension Service
you can undo the change by hitting _— . -
CTRL+Z on the keyboard.

2. To place a new image, click on
the Add Image button in the
toolbar at the top of the screen.

v » ThisPC » Desktop » Documents

3. In the new window, locate the file Lz el

~

you want to add. Double click to ':a_se;” B|-
load the image.

@ OneDrive - Univer
Access Datebase
Images

Paperwork
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Section 2B: Editing a Flyer - Edit PDF Tool
Replacing/Adding an Image

4. Your mouse will turn into an
image box. Place your mouse
where you want the image to drop,
and click the left button on your
mouse.

5. Your image will place itself
onto the PDF. Resize the
image by placing your mouse
on the the blue squares that
appear at the corners and
centers of the square. Hold
down the left mouse button,
and drag your mouse to the
needed size.

6. After all edits are completed,
make sure to click Close in the
upper right corner of the screen.
Also, don't forget to save the file.

14
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Section 3A: Adding a Signature P1 - Fill & Sign Tool

Forms & Signatures

1. To add a signature click on
Tools in the upper left corner,
and click on the Fill & Sign tool.

Prepare Form Adobe Sign Certificates

(e [ (e [

Who needs to fill and sign first?

2. On the next screen, click Me to add
your own signature.

1 /1 A MO ® o -

IAb X v O - 1 ) Q:Si n
3. In the toolbar at the top of the : o
screen, click on the Sign Document B rsisire © [ ]
button. Then click on Add _ July 2019 :

Personal Vehicl

Signature. Mileage Log Add Initals @)

Overnight

15
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Section 3A: Adding a Signature P1 - Fill & Sign Tool

. [

Type Draw Image

4. In the signature window you have
three options.

e Type (shown): Type in your
name to have it replicate a

signature
e Draw: Use your mouse to draw

a signature
e Image: Load a scanned image

of a signed signature.

5. Once your signature is ready, click
Apply at the bottom of the window.

6. Your mouse is now a signature tool. ﬁ/ag%m
Place your signature where you want it

to go, and then click the left mouse
button.

Employee Signature & Date

Report Generated: 7/24/2019 3:59:05 PM

16
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Section 3A: Adding a Signature P1 - Fill & Sign Tool

7. In the new signature box,
you can enlarge the signature
by click on the uppercase A or
delete it by clicking on the
trashcan icon.

8. Increase the size of the
signature by placing your mouse
over the blue circle in the lower
right corner. Holding down the
left mouse button, drag your
signature to the desired size.

9. Move the signature around by
placing your mouse into the
sighature box. The mouse will
become a cross. Hold the left
mouse button down, and drag your
signature to the desired location

el %wiéaw

Employee Signature & Date

Al Oorctin

D

Employee Signature & Date

17
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Section 3A: Adding a Signature P1 - Fill & Sign Tool

10. In the upper right corner, click
Next to send an electronic copy of
the document. Click Close and then
Save the document to keep your
records.

Section 3B: Adding a Signature P2 - Certificate Tool

Forms & Signatures

1. Click on Tools in the upper 2 B
left corner, and then click on

the Certificate tool . Fill & Sign Prepare Form Adobe Sign Certificates
Soen ) ETHE ETEE (A )

2. Click on Digitally Sign
located in the toolbar at the
top of the screen.

18
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Section 3B: Adding a Signhature P2 - Certificate Tool

Adobe Acrobat

0 Using your mouse, click and drag to draw the area where you would like the signature to

3 . CIICk OK On the neW WI ndOW I \_/' appear. Once you finish dragging out the desired area, you will be taken to the next step
of the signing process.
that appears. e

[[]1 Do not show this message again

4. Your mouse will become a
drawing tool. Put your mouse
where you want to place the
signature. Holding down the
left mouse button, drag a box.
Then Iet gO Of the button. Employee Signature & Date

Sign with a Digital ID X

Choose the Digital ID that you want to use for signing:

5. In the new window, click on
Configure New ID.

( Configure New Digital ID )( Cancel

19
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Section 3B: Adding a Signhature P2 - Certificate Tool

Configure a Digital ID for signing

DAl D € reatired 1 Select the type of Digital ID:

create a digital

signature.The most secure

Digital ID are issued by 5
trusted Certificate o —®  Configure a smart card or token connected to your
authorities and are based computer

on secure devices like smart

6.Click Create a new Digital ID.

based on files.

Then CIICk Contlnue. You can also create a new Import an existing Digital ID that you have

Digital ID, but they provide obtained as a file
a low level of identity
assurance.

Use a Signature Creation Device

D Use a Digital ID from a file
O}

@ Create a new Digital ID
D Create your self-signed Digital ID

DY -

Select the destination of the new Digital ID

Digital IDs are typically Save to File
issued by trusted provide o
that assure the validity of

7.Click on Save to File. Then L

not provide the same level Save to Windows Certificate Store

I IC k O ntl n u e Sl AR e T O [ ijm Save the Digital ID to Windows Certificate Store to
C C . be accepted in some use

cases. be shared with other applications

Save the Digital ID to a file in your computer

Consult with your recipients
if this is an acceptable form
of authentication.

( B 23 Continue

20
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Section 3B: Adding a Signhature P2 - Certificate Tool

Create a self-signed Digital ID X

Enter the identity 1 Name Enter Name...
information to be used for

8- Fi” in the required fieIdS. E;?:g?[;h“w'“g”“ Organizational Unit Enter Organizational Unit..
Make sure Digital Signature L R e
is selected in the Use Digital e e

1 1 Country/Region US - UNITED STATES v
ID for field. Then click
i Key Algorithm 2048-bit RSA =
Continue. o
3 - Use Digital ID for Digital Signatures v

0 P

Save the self-signed Digital ID to a file

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the

9.1n the new W|ndOW, piCk a R :;;:"z!:jih‘ej C\Users\cje238\OneDrive - University of KentuckyTrai
location to save your digital o sooam s | 4¢Py pussuort o protc heDigha
signature. Give your digital ID a e (B

password, and confirm the
password. Then click Save.

Confirm the password:

21
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Section 3B: Adding a Signhature P2 - Certificate Tool

10. In the new window select
the signature you want to
use, then click Continue.

11. Enter the password you
assigned to the signature.
Then click Sign.

Sign with a Digital ID

Choose the Digital ID that you want to use for signing:

1 E‘N Chad Jennings (Digital ID file) View Details

¥ Issued by: Chad Jennings, Expires: 2024.08.29

Ie) [Tj Chad Jennings (Digital ID file) View Details
L Issued by: Chad Jennings, Expires: 2024.07.02

( Configure New Digital ID ) ( Ca 2)

Sign as "Chad Jennings" X

Digitally signed by
Chad Jennings
Date: 2019.08.29

Appearance = Created 2019.08.22 10:23:22 -04"... v

Chad

Jenni NQS 14:22:38 -0400

[Enter the Digital ID PIN or Password. ‘ £ 2 '

O Lock document after signing

Review document content that may affect signing

22
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Date modified

) Expenses Mileage Report for overnight T. £/29/2019 1:20 PM
% Expenses Mileage Report for overnight T. 8/29/2019 1:57 PM

12. In the File Explorer
window, pick a location to
place your form. Then click

Save.

13. Your new signature will be Chad e lomamed by

displayed where you created : Date: 2019.08.29
Jen nings 14:25:42 -04'00"

the signature box in step 4.

Employse Signature & Date

14. Click Close in the upper
right corner. Then Save your

file.

23
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Section 4A: Compiling Documents - Combine Tool

1. Open a PDF file that you want to
add to a compilation. Click on
Tools in the upper left corner of
the screen, then select the
Combine tool.

2. Click on Add Files.

3. In the File Explorer
window, locate the files you
want to combine. You can
add more than one file by
holding down the CTRL key,
and clicking on each file.
Once all the files are
selected, click Open.

Create & Edit

Combine Files

Create PDF

Add files by clicking the button below or drag and drop them here.
You can also add the current open files from below.

Date modified

8/22/2019 1:00 PM
£ 1_Expense Report_Travel Expense Statem. 8/23/2019 7:36 AM
£ 3_Activities Report 7-1 to 7-24-2019.pdf
£ 4.7-15 hotel pdf

&) 5_7-16 and 7-17 hotel.pdf

%) 6_Smarter Lunchroom meeting verificatio.

£ 7_Area Agent Agenda.10.16.17.pdf

£ 8_Registration Confirmation pdf
& 9_PSE academy agenda.pdf

601 KB
486 KB
509 KB

8/22/2019 11:33 AM
8/22/2019 11:33 AM
8/22/2019 11:34 AM
8/22/2019 11:35 AM
8/22/2019 12:59 PM

598 KB
225kB
8/22/2019 12:49 PM 196 KB
8/22/2019 12:50 PM
8/22/2019 12:50 PM
8/23/2019 7:36 AM

596 KB
799 KB
4,046 KB

Staty

3 o
»rrrrrrrP>r g

£ 10_UK Accounting office paid registratio.
%) Combined Final.pdf

File name: "6 Registration Confirmation.pdf” *1_Expense Report Travel Expense Statementpdf” *5 7-16 and 7-1 | |All Supported Formats (*pdf.c

- 4

Cancel

24
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Section 4A: Compiling Documents - Combine Tool

4. On the Combine
Window, click on Add Files
in the Toolbar on the top of
the screen if additional files
are needed.

5. You will see all of the
documents you are
compiling in the Combine
Window. If you place your
mouse over a document
with multiple pages a new
tool will appear.

e The first tool allows you to
expand the document to
see all the pages you are L
adding. Fy—

K

e The second tool will allow
you to delete the document
from the compilation.

e The third tool allows you to
zoom in and see a more
detailed version of the
document.

25
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Section 4A: Compiling Documents - Combine Tool

6. Placing your mouse over a
document, and holding down
the left mouse button will
allow you to drag a document
to a different location in your
compilation. Let go of the
button to place the document.

4_7-15 hotel.pdf € 6_Smarter Lu....pdf

7. After all the documents are .
arranged, click Combine in the

upper right corner of the screen.

8. A new PDF document will be
created, called Binder. Itis

recommended that you Save the - Binder1.pdf
file at this point, and give your file
a more proper name. ® 11

26
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Section 4B: Compiling Documents - Combine Tool
Inserting New Pages

Home  Tools 1

B ® &8 =

1. On the left hand side of the
screen you should see a new tool bar
with three icons. If you do not see
this toolbar, click on the small arrow
that is in the center of the screen.

2. Click on the Page Thumbnails
button to a reduced view of each m

page in your compilation.

27
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Section 4B: Compiling Documents - Combine Tool
Inserting New Pages

Page Thumbnails

3. A new toolbar will appear at the Bl WE0OAQ
top left of the screen.

4. To insert additional pages, click
on the page where you want the
new page to be added. Then click
on the Insert Page button.

Name Date modified

Correction

%) 1_Expense Report_Travel Expense Statem,

[£ 3_Activities Report 7-1 1o 7-24-2019.pdf

. %) 4.7-15 hotel.pdf

5. Locate the file you want to s s oo
" [£ 6_Smarter Lunchroom meeting verificatio..

add then CIle Open or £ 7 Area Agent Agenda10.16.17.pdf

%] 8_Registration Confirmation.pdf
double click on the file

u . %) 10_UK Accounting office paid registratio.
%) Combined Final pdf

8/22/2019 1:00 PM
8/23/2019 7:36 AM
8/22/2019 11:33 AM

59 KB
601 KB
486 KB
509 KB
598 KB
225KB
196 KB

8/22/2019 11:33 AM
8/22/2019 11:34 AM
8/22/2019 11:35 AM
8/22/2019 12:59 PM
8/22/2019 12:49 PM
8/22/2019 12:50 PM
8/22/2019 12:50 PM
8/23/2019 7:36 AM

596 KB
799 KB
4,046 KB

nnaulanaLIRARR ¥

EFErEEEZEEEEE
6 6 6 6 6 8 6 6 6 o

~] [l supported Formats (*pdfc ~

28
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Section 4B: Compiling Documents -

Inserting New Pages

Combine Tool

Insert Pages

Insert File:

6. In the new window you can chose
if you want to place the page After or
Before the page you selected. You
can chose if you want this to be the
first or last page. You can also enter
the exact page number you would
like the new page to drop. Click OK
to make the change.

Location:
Page
() First
() Last

@ Page:

4_7-15 hotel.pdf

After e
Before

3

Cancel

Section 4C: Compiling Documents -

Replacing a Page

B g

1. To replace a page, make sure you
click on the Thumbnail Tool (See
Section 4A, Steps 1 and 2). Find the
page you want to replace. Right click,
and select Replace Pages.

S IO

Insert Pages

Extract Pages...

il € Replace Pages...

Delete Pages...

me

Shift+Ctrl+D

Combine Tool

Tools Binder1.pdf

® 8 =

Insert Pages
Page Thuml|

E

Extract Pages...

‘

= PrintPages...

Replace Pages...

Delete Pages... Shift+Ctrl+D

Crop Pages...
Rotate Pages... Shift+Ctrl+R

Page Transitions...

Page Labels...

= Embed All Page Thumbnails

Remove Embedded Page Thumbnails

Reduce Page Thumbnails

Enlarge Page Thumbnails

; Page Properties...

07-15-19  City Tourisl
07-16-19  Visa

Thank you for staying wil

29
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Section 4C: Compiling Documents - Combine Tool
Replacing a Page

Replace Pages

Original

Replace Pages: |4

2. Make sure the page you want

to replace is selected in the in ‘Binder1.paf
Original section. Also make sure Replacement
the pages from the replacement

i es |1 o o
document are selected. Then e Tor Tof4

C“Ck OK from '3_Activities Report 7-1 to 7-24-2019.pdf'

Adobe Acrobat

3. Verify that you are y i
. 3 s Are you sure you want to replace page 47

replacing the correct page by -\

clicking Yes. Make sure to

Save your changes. Yer No

30
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Section 5A: Receipt Form - Prepare Form Tool

File Edit View Window Help

Home Reimbursement For... %

1. Click Tools to start S =
working on the form. P o Q

Forms & Signatures

2. Under Forms &
Signatures, select Prepare 4 1257:)
Form. i Certificates

Select a file or scan a document to begin

3. Make sure your file is selected.
Then CIICk Start. Reimbursement For... Scan a document

[:] This document requires signatures

Form field auto detection is ON. Change
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Section 5A: Receipt Form - Prepare Form Tool

i &
University of Kentucky SNAP-Ed Food Demonstration Receipt Form I&
]

A

Name

4. Adobe will autopopulate vome]
fields. This is NOT an exact o
process. Delete out fields —psant Al Reimbursement Rate Up To: v
that are not necessary. oy $2.25 per particpant

Some fields will have to be .

Receipt # | Vendor (Store) Amount Program Title Name of Recipe x’
renamed. X ~
A

Example: Kroger| $8.42 Eating More Fruits Strawberry Smoothie 18
Receipt #1 Receipt 1

T" More

FIELDS

~ [3 Page 1
[m] Date
[i] Name
[ County
[ Mumber of Participants

[ Example Kroger

5. Rename fields by finding the field name in the .
toolbar on the right side of the screen. Right I Recept 2
click and select Rename. When the new name I Receipt 3

is typed in hit the Enter button to set the poperes. [y
change.

Set as Reguired Field
Add New Field

Delete

Create Multiple Copies...

Show Tab Numbers

Use Current Properties as New Defaults

12:45PM
m 9/24/2019 B
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Tooltip: ‘Receipt#'\

Please select one:

&
E

__ Assistant Allotment

6. To access the fields properties, o
double click in the field on the form. — :

[JRead Only

[ Required

Recmpt # | Vendor [Store]

\'-lmpld

P = FEE

LT LT Mel:
e

HERRENEE H|

Gefleral Appearance Posfion Options Actions Format Validate Calculate

Borders and Colors

Border Color: [&]| Line Thickness: Thin

5. Under the Appearance tab you

can change the border color, or fill in Fitcolor. | Linesiyle: [Sold
the field. You can also change the o
text formatting. Reminder, setting rextconr [

font size to Auto will have the text
change its size to fit the field.

Font: | Helvetica ~

[ Locked Close
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Text Field

1. To draw a text field.
Click on the Text Field
button at the top of the
screen. Then click and
drag a field box to fit the
area. (See Section 1B,
Steps 7 and 8)

1 /5

Section 5C: Receipt Form - Prepare Form Tool
Currency Formatting

General Appearance Position Options Actiolidate Calculate

~

1  Select format category: | Number

Number Options

1. After creating a new Text
field, double click to access
the Field Properties. Click on
the Format Tab. Then under
Select Format Category,
select Number.

Separator Style: | 1,234.56
Currency Symbol; | None

Symbol Location: | Before with space

Negative Number Style: [] Show parentheses

[[J Use red text

Example of current format: 4123.03
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Section 5C: Receipt Form - Prepare Form Tool
Currency Field

MNumber Options

Decimal Places: |2 E

2. Under Number Options in

the Format Tab, you can Separator Style: |1.23456
Change the format Of number < Currency Symbol: | $

You can also add dollar sign
in the Currency Symbol drop
down menu. Under Symbol
Location, you can choose
the location of the symbol.

Symbol Location: | Before with space ~

Negative Number Style:  [] Show parentheses

[Juse red text

Example of current format: -$4,123.03

ategory to display numbers,

3. Click Close in the bottom right
corner to confirm the changes to
the field.

4. To test the changes you made,
click on Preview in the upper
right corner. If you need to go
back in to make changes, click
Edit. If you have completed all
changes, click Close and Save
the file.
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Section 5D: Receipt Form - Prepare Form Tool
Adding a Checkbox

1. To add a checkbox field, 1 O @ mx -
click the Checkbox button in 3 ® B R
the toolbar at the top of the :

page.

2. Place your mouse where you Please select one:
want the check box to go. Then
click and drag a box to fit the
area. Let go of the mouse
button once the box has been

==
|

Assistant Allotment

___ County Allotment

created.

3' DOUbIe CIiCk the neW bOX to General Appearance Positigp Adtions
access the field properties. "
Under the Options tab, you can CheckBox Syle: |Check
change the appearance of the I
checkmark.

] Check box is checked by default

4. Once all of your changes are

completed, click Close. You can Sl
then preview, make changes, or

save your document. (See

Section 5B, Step 4)
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Section 5E: Receipt Form - Prepare Form Tool
Clear Form Button

1. To add a button to clear
the form, click the OK
button in the toolbar at the
top of the page.

2. Now that your mouse is a
button tool, left click and drag a
box in the desired area. Let go of
your mouse button when the box
Is ready. Double click to access
the Field Properties.

al grocery receipt.é

3. Under the Options tab, you can
create a label for your button.
This is text that will appear on the
button.
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Section 5E: Receipt Form - Prepare Form Tool
Clear Form Button

4. Under the Appearance tab, you
can change the font style and size of
the label text. You can also give the
button a border and color.

General Appearance Position Opti

Add an Action

Select Trigger: | Mouse Up

1 Select Action: | Reseta form

5. Under the Actions tab, in
the Select Action drop down
menu, select Reset a Form.
Then click Add.
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Section 5E: Receipt Form - Prepare Form Tool
Clear Form Button

Reset a Form

Select Fields to Reset

Textl
Receipt 8 Deselect All
Receipt 7

6. In the next window. You can e
select which fields you want the K4 Receip

Receipt 4

button to clear. All fields are

Receipt 2

automatically Selected_ CIiCk [] Number of Participants

Name

0 K . Example Kroger

1 Date
£

Cancel

ppearance Position Options  Actions

Mame: |Butt0n1

Tooltip: |

7. In the General tab, under
Common Properties, you can
choose whether or not to hide the
Clear Form Button.

Common Properties

Form Field: | Visible [1Read Only

Orientation: | 0 w | degrees Required

Common Properties

Visible o DREEd On|}f
Visible

Orientation:  [EEH Required

Visible but doesn't prin
Hidden but printable

[JLocked
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Section 5E: Receipt Form - Prepare Form Tool
Clear Form Button

7. After all the changes are
completed. Click Close to Close
confirm changes.

8. Test out the button by clicking on
Preview in the upper right corner. If
additional changes are needed click the
Edit button that is now in the upper left.
If all modification are completed, click
Close.
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