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Certain criteria must be met before attempting to create a fillab2Horm:

1. The2007 Microsoft Office Adh: Microsoft Save aBDFor XPJavailable from
http://www.microsoft.com) mustbe installed on the computer being used to create the initial
document.Tocheck thatthis addin has been installed:

a. Open theWord program on your computer

b. Click theOffice Startbutton and mouseover (do not click onjhe Save Asption.

c. If the fourth save optiomeadsXPS or PQREhe addin has been installed. If the fourth
save optiorreadsFind addins for other file formats the addin has not been installed.

d. Installation of the addn requires administrative privileges on the computer. Call the
ITTS Help Desk at (910)62@85 for installation help.

2. The creatoshould have a good wkingknowledge of how to use Citrikakingfillable forms
requires using Aabe Acrobat Professionalhe software is available on Citrix for all registered
users on the FSU network.

3. The original document shoukdready be createdsingMicrosoft Word 2007

4. The original document should be saved on youwtrTO: drive.

5. YOUR USERS WILL NOT BE ABLE TO SAVE THEIR FILLERdeQBHMBe a form that
allows the content to be saved after it has been fillednsider using a Word document form as
an option.

Overview

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

1.
2.

Publish the form as a PDF using the PDFiAflor Word 2007
Making the Fillable Form

a. Log into Citrix

b. Open Adobe Acrobat 7 Professional.

c. Add the form fields and save the document

d. Testthe 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

Topublish a Word document as a PDF:file

1. Openthe document in Word 20Q7
2. Clickthe Microsoft Office Start Button
3. Mouse overSave As
4. Clikk PDF or XPS
Figure 1
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Save a copy of the document
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A screen similar tthe save dialogvill appear (Figure 2).

Figure 2
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The default settings are sufficiefitr most documentsTo examine the available options, click the
Optionshbutton (item 4,Figure 2.

TheOptions screen(Figure 3 contains settings for such items page range and whether to include
non-printing information in the metadata of the documer@lickOKto return to the Publish as®DF or
XPSlialog box(shown inFigure 2.

5. To finish creating the PQifckthe Publishbutton (item 5, Figure 2).

Figure 3
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The newlycreatedPDHile will open in Acrobat Reader. Chebk file to make sure that all positioning,
text, and images remained intact. When you have finished examininB@teclose it, andhen close
Word.

Making the Fillable Form

Log in to Citrix

=

Openlinternet Explorerby doubleclicking the Internet Expter icon (‘3

2. Navigateto the UNCFSU homepage (if the browser does not dgjpautomatically) bytyping
http://www.uncfsu.eduinto the address bar at the top of the baser window

3. Locate theQuick Linkslropdown on thelower right portion of the pageClickthe dropdown

arrowto expand the menu and view more optiotitem 1, Figure 3.

Figure 4
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On the expanded menulick Citrix.

Typein yournetwork usernameand passwordwhen the Citrk sign inpage appears (Your

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

o

Figure 5
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6. Clickthe Log Inbutton (item 3, Figure 5.

7. When the program list appears, click tleem forAcrobat 7 Proi{em 4, Figure 6.
8. ClickOKwhen theAcceptable Use Policy Acknowledgemestreen appearé-igure 6a)

Figure 6 Figure 6a
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Open Adobe Acrobat 7 Professional

The Acrobat work area will look simikarthe image shown in Figure 7

Figure 7 The Advance Editing Toolbar
View- > Toolbars
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Opening a file in Acrobat follows tlsgandard open procedure for most programs

1. ClickFile
2. ClickOpen
3. Navigateto the file you wantto open

Remember, in Citrix, your. @rive shows up asly Documents and you must use the dropdown in the
Look in:field to navigate to the Qdrive.

Once you have located and opened BHile, you will need to use thAdvanced Editing Toolbao
add fillable fields. If you do not see tielvanced Editing Toolbén thetoolset atthe top of the screen
(Figure 7, you will need to take these steps to view it:

4. ClickView.

5. ClickToolbars
6. ClickAdvanced EditingFigure §.
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Figure 8
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TheAdvanced Editingoolbar should now show in the top toolbar arégigure 9.

Figure 9
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7. Click the arrow beside thButton Toolon the AdvancedEditing Toolbar(Figure 9. A
dropdown menu listinghe available form tols will appear (Figure 10
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Figure 10
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To use any tool on the dropdown, click on it one time to select it.

e TheButton Toolallows the user to draw a standard form button on the form

e TheChek Box Toohllows the user to draw a standard check box on the form

e TheCombo Box Toddllows the user to draw a standard combo box on the form
e Thelist Box Toohllows the user to draw a standard list box on the form

¢ TheRadio ButtonTool allows the ser to draw a standard radio button on the form
e TheText Field Toohllows the user to draw a standard text field on the form

e TheDigital Signature Todhllows the user to add a digital signature to the form

Because th@ ext FieldToolis 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 té ¢leFieldTool
Add the form fields and save the document

1. Selectthe Text FieldTool

2. Place thecursor where you would like your text field to be inserted

3. Click and drag the text filed to the size and length needed.

TheText Feld will appear as a red outline and a text field propertiésl@y box will pop up (Figure L1
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