


13 Select the Hand tool and click in the check box. Click again to clear the selection.
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Rather than create three more check boxes, you’ll copy the check box that you just
created and edit the properties of the duplicate check boxes.

14 Select the Check box tool and click in the check box that you just added. Press
the Ctrl key (Windows) or Option key (Mac OS) and drag the check box downward to
create a duplicate check box for Recordings. Use the same process, dragging duplicate
boxes across and/or down to create check boxes for Sheet Music and Lessons.

% F‘ s Fw
est Form st Form
lease lorward more informanon on Jease Forwa.d move mfhermanon on
F? Instrumenis Sheel Music B Instruménis L1 Sheal AMusae
iiReCO"l]‘]llgj 1 essons H Recardings :

tnaRing tor spacitic oo, phive vow are looking for spocihic intomaioen. please

et belon too v an vony regiest

,

15 aren belot o type m vour request

Q You can use the Shift key to constrain movement in a vertical or horizontal direction,
but since you have the Snap to Grid option on, it is easy to align the check boxes without
using the Shift option.

15 Double-click the duplicated field next to Recordings, and click the General tab

in the Check Box Properties dialog box. Change the name to Recordings, then click
Close. Use the same process to change the names of the check boxes for Sheet Music and
Lessons. We used SheetMusic and Lessons for the names.



16 Choose File > Save As, and save your file in the Lesson16 folder using the name
info_startl.pdf.

You can select the Hand tool to test the boxes. You should be able to check all, any, or
none of the boxes.

Q You can also duplicate fields and buttons from the context menu. With the appropriate
form tool selected, right-click (Windows) or Control-click (Mac OS) on the field or
button that you want to duplicate, and choose Place Multiple Fields from the context
menu. You use the Create Multiple Copies of Fields dialog box to specify the number of
copies and their location in the current document. Edit the names and properties of the
duplicated fields and buttons in the relevant Properties dialog box.

Adding radio buttons i

Next you'll finish the form by adding three radio buttons to allow users to indicate how
they learned about the company.

1 Choose View > Zoom > Fit Width, and if necessary, scroll down the page until you
can see the question, “How did you find out about us?”

2 Select the Radio Button Tool (.+:) from the Forms toolbar.

3 Position your cursor to the left of the word Referral and click twice to add a radio
button. Drag the button to your preferred location. You can also use the arrow keys on
your keyboard to fine tune the position of the button. We aligned our button with the
bottom of the text line.

You can resize the button in the same way that you resized the check box that you added
in the earlier section.

4 Click the General tab of the Radio Button Properties dialog box, and for Name,
enter Referral and for Tooltip, enter Tell us how you learned about BoomToonz. Leave
the other settings in this tab unchanged. Note that the radio buttons should all have the
same name to function as a group; that is, to allow the user to select only one.



5 Click the Appearance tab and verify that the following values are set:

» For Border Color, click on the color swatch and choose Black.
» For Fill Color, click on the color swatch and choose White.

+ From the Line Thickness menu, choose Thin.

« From the Line Style menu, choose Inset.

Leave the other settings unchanged.

6  Select the Options tab and for Button Style, choose Circle. For Export Value, type
Referral. Leave the other settings unchanged, and click Close.
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7 Using the Radio Button tool, Ctrl-click (Windows) or Option-click (Mac OS) on
the radio button that you just created, and drag a copy of the button to the right. Place
the copy of the radio button to the left of the words Internet Search.



8 Repeating the process in step 7, duplicate the original radio button again and place
the duplicated button adjacent to the word “Other”
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9  Right-click (Windows) or Control-click (Mac OS) on the radio button adjacent to
the words “Internet Search,” and choose Properties from the context menu. In the Radio
Button Properties dialog box, select the Options tab and for Export Value, type Internet
Search. Leave the other settings unchanged, and click Close.

10 Repeat step 9 for the radio button adjacent to the word “Other;” typing Other for
Export Value.

11 Choose File > Save, and save your file in the Lesson16 folder using the name
info_startl.pdf.

12 Select the Hand tool and try out your radio buttons.

Q Combo boxes allow users to select from a pull-down menu. You add combo boxes
using the Combo Box tool. You define the items on the pull-down menu in the Options .
tab of the Combo Properties dialog box. List boxes are similar to combo boxes, but the
list of options is always visible. As with combo boxes, you define the items on the list in
the Options tab of the List Box Properties dialog box.



Adding a reset button

With Acrobat 8 Professional you can create buttons that enhance the functionality of
PDF forms. In this part of the lesson, you'll add a button that can be used to clear the
data from the form fields.

1 Scroll down until you can see the three radio buttons that you just added and the
paragraph of text below them.

2 On the Forms Toolbar, select the Button tool { o).

3 Move your cursor to the blank area below the radio button “Other;” and drag to
draw a box in the top half of the empty space. Make the button the same size as the
Submit button.
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4 In the Button Properties dialog box, click the General tab and for Name, enter Clear.
For Tooltip enter Click to clear form. Leave the other settings at their defauit values.

5 Click the Appearance tab of the Button Properties dialog box, and enter the

following values:

s Click on the Border Color color swatch and choose a border color for the button.
We chose light red.

= Click on the Fill Color color swatch and choose a color for the button. We chose
dark red.

> From the Line Thickness menu, choose Medium.
»  From the Line Style menu, choose Beveled.
» From the Font Size menu, choose 14.

= Click on the Text Color color swatch and choose a color for the text on the button.
We chose White.



« In the Font drop-down menu, choose a font for the button label. We chose
Helvetica Bold.

General Apoearance .C!:\bons Achons

Borders and Colors

Bordel Color* LneTheiness | Medium v

Flcoo: (M) et ‘Beved v
- met Scarch O Other
Fonl Sze: :1“ W Text Cefor, @
Font: ' Helyatca Eald v, iton only :
will :
eeds,
rest i
[toded Cose |

i
Leave the other settings in this tab unchanged.

6 Click the Options tab and set the following values:

For Layout, choose Label only.

For Behavior, choose Invert.

For Label, enter Clear. This is Lhe text that will appear on your button
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Leave the other settings in this tab unchanged.



7 Click the Actions tab and for Select Trigger, choose Mouse Up. For Select Action,
choose Reset a Form, then click Add.

8 In the Reset a Form dialog box, make sure that all the fields are selected, and click
OK. (You may need to scroll down the Select Action menu to see all the options.)
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9  (lick Close.

You can test your form.

10 Select the Hand tool, and if you haven't filled in any text fields or selected any check
boxes or radio buttons, do so now. Click the Single Page button (i4) on the toolbar
so that you can see the entire form, and then;click the Reset button. All your entries

are erased.

Before you close your file, you'll specify that users of Adobe Reader can save form data.

11 Choose Advanced >Enable Usage Rights in Adobe Reader. Then click Save Now
and save and close your file

You can add a variety of functional buttons using the same process that you used to add
the Reset button. You can add a Print button that allows the user to print the completed
form and you can add a Submit button that will automatically export data or send the
entire PDF form.

12 Choose View > Grid to hide the grid.

13 Choose View > Toolbars > Reset toolbars to restore the default toolbar configuration.





