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Certain criteria must be met before attempting to create a fillable PDF form: 
 

1. The 2007 Microsoft Office Add-in: Microsoft Save as PDF or XPS (available from 
http://www.microsoft.com) must be installed on the computer being used to create the initial 
document. To check that this add-in has been installed: 

a. Open the Word program on your computer. 
b. Click the Office Start button and mouse-over (do not click on) the Save As option. 
c. If the fourth save option reads XPS or PDF, the add-in has been installed. If the fourth 

save option reads Find add-ins for other file formats, the add-in has not been installed. 
d. Installation of the add-in requires administrative privileges on the computer. Call the 

ITTS Help Desk at (910)672-2085 for installation help. 
2. The creator should have a good working knowledge of how to use Citrix. Making fillable forms 

requires using Adobe Acrobat Professional. The software is available on Citrix for all registered 
users on the FSU network. 

3. The original document should already be created using Microsoft Word 2007. 
4. The original document should be saved on your T: or O: drive. 
5. YOUR USERS WILL NOT BE ABLE TO SAVE THEIR FILLED FORMS. If you require a form that 

allows the content to be saved after it has been filled, consider using a Word document form as 
an option. 

 

Overview  
 
The steps we will follow to create a fillable form are: 
 

1. Publish the form as a PDF using the PDF Add-in for Word 2007. 
2. Making the Fillable Form: 

a. Log in to Citrix. 
b. Open Adobe Acrobat 7 Professional. 
c. Add the form fields and save the document. 
d. Test the form for usability. 
e. Troubleshooting your form. 
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Publish the form as a PDF using the PDF Add-in for Word 2007  
 
To publish a Word document as a PDF file: 
 

1. Open the document in Word 2007. 
2. Click the Microsoft Office Start Button. 
3. Mouse over Save As. 
4. Click PDF or XPS. 

 
Figure 1 
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A screen similar to the save dialog will appear (Figure 2).  
 
Figure 2 
 

 
 
The default settings are sufficient for most documents. To examine the available options, click the 
Options button (item 4, Figure 2).  
 
The Options screen (Figure 3) contains settings for such items as page range and whether to include 
non-printing information in the metadata of the document. Click OK to return to the Publish as PDF or 
XPS dialog box (shown in Figure 2).  

5. To finish creating the PDF click the Publish button (item 5, Figure 2). 

Figure 3 
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The newly-created PDF file will open in Acrobat Reader. Check the file to make sure that all positioning, 
text, and images remained intact. When you have finished examining the PDF, close it, and then close 
Word. 
 

Making the Fillable Form  
 

Log in to Citrix  
 

1. Open Internet Explorer by double-clicking the Internet Explorer icon  . 
2. Navigate to the UNCFSU homepage (if the browser does not open it automatically) by typing 

http://www.uncfsu.edu into the address bar at the top of the browser window. 
3. Locate the Quick Links dropdown on the lower right portion of the page. Click the dropdown 

arrow to expand the menu and view more options (item 1, Figure 4). 
 
Figure 4 
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4. On the expanded menu, click Citrix. 
5. Type in your network username and password when the Citrix sign in page appears (Your 

network username and password are the same ones you use for logging in to your computer. 
(item 2, Figure 5). 

 
Figure 5 
 

 
 

6. Click the Log In button (item 3, Figure 5). 
7. When the program list appears, click the icon for Acrobat 7 Pro (item 4, Figure 6). 
8. Click OK when the Acceptable Use Policy Acknowledgement screen appears (Figure 6a). 

 
Figure 6 
 

 

Figure 6a 
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Open Adobe Acrobat 7 Professional  
 
The Acrobat work area will look similar to the image shown in Figure 7. 
 
Figure 7 
 

 
 
Opening a file in Acrobat follows the standard open procedure for most programs. 
 

1. Click File. 
2. Click Open. 
3. Navigate to the file you want to open. 

 
Remember, in Citrix, your T: drive shows up as My Documents, and you must use the dropdown in the 
Look in: field to navigate to the O: drive.  
 
Once you have located and opened the PDF file, you will need to use the Advanced Editing Toolbar to 
add fillable fields. If you do not see the Advanced Editing Toolbar in the toolset at the top of the screen 
(Figure 7), you will need to take these steps to view it: 
 

4. Click View. 
5. Click Toolbars. 
6. Click Advanced Editing (Figure 8). 
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Figure 8 
 

 
 
The Advanced Editing Toolbar should now show in the top toolbar area (Figure 9). 
 
Figure 9 
 

 
 

7. Click the arrow beside the Button Tool on the Advanced Editing Toolbar (Figure 9). A 
dropdown menu listing the available form tools will appear (Figure 10). 
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Figure 10 
 

.  
 
To use any tool on the dropdown, click on it one time to select it. 
 

 The Button Tool allows the user to draw a standard form button on the form. 

 The Check Box Tool allows the user to draw a standard check box on the form. 

 The Combo Box Tool allows the user to draw a standard combo box on the form. 

 The List Box Tool allows the user to draw a standard list box on the form. 

 The Radio Button Tool allows the user to draw a standard radio button on the form. 

 The Text Field Tool allows the user to draw a standard text field on the form. 

 The Digital Signature Tool allows the user to add a digital signature to the form. 
 
Because the Text Field Tool is the most commonly used tool in the form toolbox, we will use it as an 
example of how to add a field. The other tools work in a similar manner to the Text Field Tool. 
 

Add the form fields and save the document  
 

1. Select the Text Field Tool. 
2. Place the cursor where you would like your text field to be inserted. 
3. Click and drag the text filed to the size and length needed. 

 
The Text Field will appear as a red outline and a text field properties dialog box will pop up (Figure 11). 
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