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GOVERNOR’S TECHNOLOGY OFFICE
CREATE A FILLABLE PDF FORM

INTRODUCTION

Designing fillable forms that can be completed and submitted online enhances usability for all
users. By ensuring the form is accessible, you make it easier for individuals with disabilities
to use and complete, fostering inclusivity, equal participation, and an improved overall user
experience.
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SerTin Up THe DocuMent PropeRTIES

There are three parts to setting the basic document properites:

1. Setting the Document Title
2. Setting PDF Metadata to Use the Document Title
3. Setting the Language in PDF

Performing these steps first when opening any PDF document will help resolve the most
common errors before you start the remediation process.

Document TiTee

SETTING THE DOCUMENT TITLE

First check if the document has a document title. If it doesn’t add the title. If the source
document (such as Word, Excel, or PowerPoint) includes a title, the PDF will typically carry it
over. Otherwise, you will need to add a title to the PDF. Follow the steps below to determine if
the document title has been set properly.

Older Versions of Adobe Acrobat

1. Click on “File” at the top of the menu bar.

IZ' g k't View E-Sign Window Help
Home Tools Licensees as of Jun...

2. Select "Properties” to open the Document Properties window.

Edit View E-Sign Window Help
D Open... Ctrl+=0

Protect Using Password

é}‘; Request E-signatures

m Share File
Close File / Ctrl+W
I Properties... Ctrl+D
& erint.. Ctrl+P
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Newer Versions of Adobe Acrobat
1. Click on "Menu” at the top left of the window.

Licensees as of June 4, 2019 Nev_

Alltools  Edit onvert  E-Sign

2. Select "Document Properties” to open the Document Properties window.

- ¢ Licenseesasof June 4, ]

Window >
Help >
Preferences... Ctri+K
Protection >

Document properties... Ctrl+D

Exit application Ctrl+Q

3. View the Description tab to determine if the document has a title and/or if the title is an
appropriate description of the document. If the title is accurate, proceed to next section. If
the title is not there or is not accurate, proceed to step 4.

Note: Steps 3 and 4 are the same in both older and newer versions of Adobe Acrobat

Description  Security Fonts  Initial View Custom Advanced

Description

File: Adding Table of Content Links PDFEpdf

Title: IAddingTable of Content Links in PDF B

Author: |

Subject: I

4. If there is no title, or if the title does not provide an accurate description of the document
click in the Title field and select any text in it. Type in the new accurate document title.

Page 4



Serting PDF Metapara To Use tie Document Timee

When adding a title to the document, the metadata must be updated to reflect the new
document title instead of the file name.

Note: These steps are the same in both older and newer versions of Adobe Acrobat.

1. Make sure you are still in the Document Properties. See last section for guidance.
2. Click on the “Initial View” tab.

Document Properties

Description  Security Fonts [ Initial Viey

stom  Advanced
Layout and Magnification

Navigation tab: | Page Only o
Page layout: | Default v
Magnification: | Default ~ ‘

3. If the "Show” dropdown menu is set to “File Name” change this to "Document Title”

Document Properties

Description Security Fonts  Initial View Custom Advanced

Layout and Magnification

Navigation tab: | Page Only ~
Page layout: | Single Page v
Magnification: |Default -

Open to page: |1 of 11

Window Options

[ Resize window to initial page

[ Center window on screen

[JOpen in Full Screen mode

Document Title v

ser Interfe

Show:

[ Hide menu bar
[ Hide tool bars

[ Hide window controls
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Sertine THe Lancuace in PDF

Screen reader technology will read the document to the user in the language set for the document.
A document can only have one language setting. The steps to set the correct language in a PDF

are:

Note: These steps are the same in both older and newer versions of Adobe Acrobat.

1. Click on the “Advanced” tab in the Document Properties window.

Document Properties

Description Security Fonts  Initial View Custo

PDF Settings

2. Choose the “Language dropdown” and change it to the correct language. In this case

“English.”

Document Properties

PDF Settings

Deseription Security Fonts  Initial View Custom Advanced

Base URL: I

Search Index: I

3 Trapped: | Unknown

Accessibility

Print Dialog Presets
Page Scaling:

DuplexMode:

Paper Source by Page Size:

Print Page Range:

Number of Copies:

Reading Options

Binding: | Left Edge

PDF/UA Compliance:

Browse... Clear

None ~

Default v

Simplex v

O

—

Default  ~

Language:

Protected Mode:  On

Estonian

(=D Finnish

French

English with Hebrew support

French (Morocco)

3. Click the “"OK button to save any changes to the PDF title or language.
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Newer Versions oF Anose AcropaT

Locaring The Prepare Form Toot

The next step is to create the fillable form document. To do this add form fields to the
document, such as text fields, checkboxes, or drop-down menus. Adobe Acrobat Pro can
automate most of the creation of fillable form fields by using the Prepare Form tools. By following
these steps, the Prepare Form tool can be used to create a fillable form. Remember to save
regularly.

1. Click the “All Tools” tab if it is not displayed by default.

i Convert  E-Sign

All tools %

2. Scroll down and click on the Prepare a form tool.
= Menu ¢y Tt CreateaFillable Form

Alltools  Edit  Convert  E-Sign

All tools x

El-j Combine files
Create a PDF

Organize pages

R0

Edit a PDF

Compress a PDF
[ compare files

® Prepare for accessibility
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Converting THE Document 10 A Fieeasee Form

Acrobat will automatically analyze the document to detect for any form files. If it recognizes any
form fields, it will highlight them. Reviewing and editing these fields will be needed.

Once the Prepare Form tool has been clicked it will indicate "Choose an option to create a form”
dialog box will appear.

1. Your document will already appear to be selected so click on the Create Form button to begin
the process. Adobe will automatically add the fillable form fields into the document.

Choose an option to create a form

Select afile @ — ==

S p—

Scan a document -

Start from blank page

Create a Web Form v —————

ceu-application-form..
Change file

[0 This document requires signatures

Auto-detect form field is ON Change

Allow a few moments for the tool to detect and add form fields to the document. Once it is done
the document is now a fillable form with form fields to input information in.
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EXTRA FORM FIELDS

Sometime extra form fields are created because the program may have detected something
similar to a field in the document when it was not. It does occasionally happen, the best way to
deal with these extra unnecessary form fields is to remove them.

1. Still on the Prepare Form tool right-click on the extra form field.
2. Select the Delete option.

Delete
The signature of the facility owner or owner’s representati |4\ 2

Select All — Ctrl+A

PLEASE PRINT LEGIBLY AND PROVIDE COMPLETE INFO.

TGEREEEIARIE Align, Distribute or Center >
LICENSEE NAME -

Set Fields to Same Size »

Home Street Address|

(Home Street Address) Create Multiple Copies...
HOME PHONE | | fcEL] Show Tab Numbers
CELL

HOME PHON

Show Grid Ctrl+U

t Properties as New Defaults

NAME OF NEW FACILITY 2 [NAME OF NEW FACILI | Y 3

The extra form field is now deleted.

EDITING AND ADJUSTING FORM FIELDS

After the Prepare Form tool has added the form fields, their properties can be adjusted. In the form field’s properties,
you can edit/set the field’s name, appearance, validation, formatting, and other options. These require a manual
process to be accomplished. There are no tools or shortcuts to edit the form fields.

NAMING FORM FIELDS
Providing a unique and descriptive name for each form field ensures that screen readers and

other assistive technologies can properly identify and interpret the fields. This allows individual
with visual impairments or disabilities to navigate and interact with the form effectively.

Once the fields have been created, go through the document to see if the fields have been
named correctly. Such as License No should be License Number.

LICENSE NO

LICENSE NO
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If the name of the form field is incorrect or appears odd change the name of the form field.

1. Still in the Prepare Form tool right-click on the form field that’s name needs to be
changed.
2. Select the Properties option.

ﬁ Properties...
LICENSE NO. ) w—
ve Up in Tq

3. The Text Field Properties box will appear. This is where to edit the form field.

Text Field Properties x

General Appearance Position Options Actions Format Validate Calculate

Name: |LICENSE NO|

Tooltip: |LICENSE NO

Common Properties

Form Field: | Visible - [JRead Only

Orientation: |0 ¥ degrees [ Required
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4,

5.

Make sure you are in the “General” tab.

Text Field Properties x

ppearance Position Options Actions Format Validate Calculate

Name: |LICENSE NO|

Tooltip: |LICENSE NO

Common Properties

Form Field: | Visible > [J Read Only

Orientation: |0 v| degrees [J Required

General Appearance Position Options Actions Format Validate Calculate

Tooltip: [LICENSE NO

Common Properties

Form Field: | Visible v [JRead Only

Orientation: |0 ¥| degrees [J Required

Find where it says "Name.” There is an input type box with the form fields name that
needs to be changed. In this example Name is License No.

Text Field Properties x

Page 11



6. Click inside the Name input type box and type in License Number instead.

Name: |LICENSE Number

Tooltip: |Enter LICENSE Number

7. Then click on the Tab button on the keyboard, this ensures that the name change will be
saved.

TooLTIiP IN FORM FIELDS

Tooltip is a feature that allows additional information or instructions for the form fields. It can
provide additional context or clarification about the purpose or expected input for a specific
form field. It'll help users understand what information is required or how they should interact
with the field, reducing confusion and potential errors.

1. Still in both the Text Field Properties box and General tab find the input type box called
“Tooltip.”
2. Click inside the Tooltip input box.

Name: |LICENSE Number

Tooltip: |Enter LICENSE Number

3. Type the description or the instructions of the form field. In this example the form field’s
tooltip should be Enter License Number. Press the Tab button on the keyboard, to ensure
that the changes are saved.

Text Field Properties L

General Appearance Position Options Actions Format Validate Calculate

Name: |License Number

Tooltip: ||LICENSE NO|
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4. Click on the Close button of the Text Field Properties.

Common Properties

Form Field: |Visible v

Orientation: |0 ~|  degrees

[ Locked

[JRead Only

[JRequired

Close

Now clear instructions can be read from the form fields’ tooltip.

INSERT A DATE Pi1ckKER IN FORM FIELDS

Using a date picker in a form field will provide a user-friendly way for people to input dates
accurately. It eliminates the need for users to manually type the date, reducing the chances of
errors and ensuring consistency in the form. To add a date picker in a form field, follow these

steps:

Still be in the Prepare Form tool, so that changes can be made to any of the form fields.

1. Select a form field that requires a date. Right click on the form field.

ot

{ Date and time

2. Select Properties.

-
([

Move Up in Tab Order
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3. The Text Field Properties box will appear. Click on the Format tab.

Text Field Properties

General Appearance Position Options Actionalidate Calculate
Select format category: v

The field value will be formatted as it is entered. To
format fields automatically, select a format from the
Format Category list.

O Locked Close

4. Click the “Select format category” drop-down menu. Change “None” to the “Date” option.

Select format category: |None v
Number
Percentage
Time
Special
Custom
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5. After selecting, the Date Options section will appear on the Format tab. It'll show how the
date will be displayed in the form field once the information is entered by users.

(1]
=
™
[11]
[s]
=]
[1:]
D
n

General Appearance Position Options Actions Format Validate Calculate

Select format category: | Date w

Date Options

m/d ~
m/dfyy

m/dlyyyy

mm/dd/yy

mm/dd fyyyy

mm/yy

mmiyyyy v

Example of current format: g/18/24

6. Select a date option such as mm/dd/yyyy. The Example of current format section shows
how the date will be displayed in the form field once the information is entered by users.

General Appearance Position Options Actions Format Validate Calculate

Select format category: |Date ™

Date Options

m/d

m/dfyy
m/dlyyyy

—— b—

mm/dd/yyyy

mm/yy
mm/yyyy

Example of current format: 918124
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7. Click on Close button at the bottom right of the Text Field Properties box.

Close

Now when interacting with the form field, users will be able to select a date using the date
picker. Remember that this date picker will help those who may have difficulty to select a date
manually typing dates it allows to select a date visually instead. Enhancing usability for those
with motor disabilities or visual impairments.

CREATING A BUTTON FOR A FILLABLE DOCUMENT

Buttons are important for user interaction of a fillable form document. Creating submit and
reset form buttons are important to facilitate user interaction, prevent errors, meet user
expectations, guide form to completion and ensure accessibility.

CREATE A SUBMIT FORM BUTTON

Providing a submit button allows users to indicate easily and clearly the submitting of the form.
The presence of a submit button signals to users they completion of the form and is ready to

submit. It will provide a straightforward way for users to finalize the form and send the data for
processing.

While still in the Prepare Form tool follow the instructions below:

1. Locate the additional tools under the Prepare Form Tool on the left side of the screen.

Alltools  Edit  Convert  E-Sign «

¢ Prepare a form X

ADD CONTENT

T, Text

ADD FORM COMPONENTS
Text field
B image field
Checkbox
(® Radio button
Eﬂ Drop-down list
List box
Button
3 Date field
@ E-signature field

Barcode
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2. the "Button” option in the Prepare Form tool panel to create a button.

€ Prepare aform X

ADD CONTENT

Ty Text

ADD FORM COMPONENTS
Text field
B Image field
Checkbox
(® Radio button
Eﬂ Drop-down list

List box

E32 Date field

3. Move the cursor to the spot where you want to add the button. While going to that area a
blue rectangle will appear. Position the cursor where the submit button will be added.

Detailed time schedule| Detailed time schedule] Detailed program outling] [y program outline
Statement of educational objectives of the Sample of consumer feedback / evaluation

program (must show applicability to alcohol and
drug abuse counselors or gambling counselors)

Instructor’s presentation / speaker’s resume Sample of Certificate of completion

=]

Sample of consumer feedback evaluation|

Required fee: $150.00
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4. Click and drag to draw a rectangular button area on the form. The button will be given the
default name Buttonl (depending on how many buttons you’ve added to the form).

Print Name and Title

5. Right click on the button and select Properties from the drop-down menu.

m—

Move Up in Tab Order

and Title

Rename Field...

Add New Field

Cut

Copy

Delete

6. The Button Properties box will appear. Note: the button number will depend on how many
buttons have been made in the document.

Button Properties

General Appearance Position Options Actions

Mame: IBuﬂon 5

Tooltip: I

Common Properties

Form Field: | Visible w (] Read Only
Orientation: |0 | degrees Required
WL Close
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7. Click on the General tab, if it is not selected by default.

ppearance Position Options Actions

Mame: IBuﬂon 5

Tooltip: I

Common Properties

Form Field: | Visible w (] Read Only
Orientation: |0 | degrees Required
[] Locked Close

8. In the Name type input box rename ButtonX to “"Submit Form Button”.
Button Properties

| General Appearance Position Options Actions

MName: B|Submit Form Button

Tooltip: IClick to Submit Form

Common Properties

Form Field: | Visible ~ ] Read Only
Orientation: |0~ | degrees Required
i
] Locked dose
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9.

In the Tooltip input type box enter the instructions “"Submit Form Button”.

General Appearance Position Options Actions

Mame: |Submit Form Button

Tooltip:  |Click to Submit Form

LABELING THE SUBMIT BUTTON

Now creating a label for the Submit Form Button needs to be done. The button on the fillable

form document will appear blank to all users, only those using screen or document readers will
know what the button is. Making the document inaccessible to visual users. To make sure that
all users know what kind of button it is follow these steps:

1.
2.

Go to “"Option” tab.
Find the “Icon and

Label” section of the Options tab.

Button Properties

General Appearance Positio Actions

Layout: [ElelRellV] 7 Advanced...
Behavior: | Invert v

I Icon and Label I

State:

Up Label:

Icon: Choose Icon...

Clear

[ Locked Close
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3. Find the Label input type box. Type the Label of the Submit Form Button as Submit Form.

Icon and Label
State:

Up

Label: ISubmit Button

Icon: Choose Icon...

Now the button will have the label Submit Form on it for the visual users.

CREATE A SUBMIT ACTION FOR BUTTON

The button has been created, given a label and name now it is time have it be able to submit
the form. To do this the button needs to be given an action, so that the form knows that when
this button is selected this action will be performed in this case the submit a form action. Follow

these steps to ensure that submitting of the form will be accomplished:

4. Go to the “Actions” tab in Button Properties.

Add an Action

Select Trigger:

Select Action:

Actions

General Appearance Position Options

Mouse Up v

Execute a menu item

Play a sound

Play Media (Acrobat 5 Compatible)

Play Media (Acrobat 6 and Later Compatible)
Read an article

Reset a form

Run a JavaScript

Set layer visibility

Show/hide a field

< I
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5. Locate the “Select Action” section of the “"Add an Action” panel of the Actions tab and

select the “"Submit a form” option.

General Appearance Position Optionsl Actionsl

Add an Action
Select Trigger:  Mouse Up v \
Select Action: | Execute a menu item v
Play a sound A
Play Media (Acrobat 5 Compatible)
Play Media (Acrobat 6 and Later Compatible)
Read an article
Actions

Reset a form

Run a JavaScript
Set layer visibility
Show/hide a field

<

6. Click on the “Add” button.

General Appearance Position Options Actions

Add an Action

Select Trigger: | Mouse Up v

Select Action: | ElVlulE:Rislin] ~

Add..

7. The Submit Form Selections box will appear.

Submit Form Selections

Enter a URL for this link:

mailto:StateWeb@it.nv.gov v
Export Format Field Selection
@ FDF Include: @ Al fields
Field data O Only these... Select fields...
[0 Comments

O Incremental changes to the PDF
Date Options
O HTML
[J Convert dates to standard format
O XFDF Include:

Field data
Comments . .
Dates are submitted in
O PDF The complete document D:YYYYMMDD format instead of
passing the user typed values
through unchanged.
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8.

9.

Submit Form Selections X

Enter a URL for this link:

I‘ mailto:StateWeb@it.nv.gov

V|I

Export Format
@ FDF Include:
Field data
[J Comments
[JIncremental changes to the PDF

OHTML
O XFDF Include:

Field data
Comments

O PDF The complete document

Field Selection

@® All fields

O Only these... Select fields...

Date Options

[0 Convert dates to standard format

Dates are submitted in
D:YYYYMMDD format instead of
passing the user typed values
through unchanged.

Click on the Ok button. It'll go back to the Button Properties box in the Action tab.

Enter the URL or email address where the form data should be sent upon submission in
“Enter a URL for this link:” input type box.

10. Find the Actions section of the Action tab. It'll show what action will be taken in this case

the Submit a form action will be applied when the mouse is click up.

Actions

= Mouse Up

Submit a form

Up Down

Locked

Edit Delete

Close
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11. Click on Close button.

12. Close out of the Prepare Form tool by clicking the back button next to Prepare a form.

Alltools  Edit  Convert  E-Sign

repare a form .

ADD CONTENT

T, Text

ADD FORM COMPONENTS

Text field

13. View the final version of the Submit Form button by clicking on the Submit Form button

that was created.

AUTHORIZED BY:
Signature of Facility Owner or Owner Representative

Print Name and Title
Submit Form

SIGNATURE OF LICENSEE EFFECTIVE DATE

14. A send Email Box will appear.

Send Using

O Use Webmail

Select

1 Remember my choice

Continue

@® Default email application (Microsoft Outlook)

Cancel
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15. Leave Send Using on “Default email application”, check the check box for "Remember my
choice and click Continue.”

Send Using

® Default email application (Microsoft Outlook)

O Use Webmail

Select

/

4 Remember my choice

Continue Cancel

16. Now an email in the default email application will appear.

File Message  Insert  Options ~ FormatText ~ Review  Help  Acrobat
B - @ B I U 2 A o om - - B B £ Editor | -
B To StateWeb
Send C
Subject Data from FillableDocParRem (1)

1| FillsbleDocParRem (1) datafdf

= | 330bytes

The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 o later can process this data by importing it back into the blank form or
creating a spreadsheet from several data files. See Help in Adobe Acrobat Professional 7 o later for more details.

17. Make sure that the email address that appears in the To field is valid. Else it will not work
and will not be sent correctly.

Data from FillableDocParRem (1) - Message (Plain... earct

File  Message Insert  Options  FormatText  Review Help  Acrobat
B« B I U ¥ i- - &% | W B £ Edior | -
> To StateWeb

-
Send [¢

Subject  Data from FillableDesParRem (1)

7o) FillableDocParRem (1)_datafdf _,

| 330 bytes

The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 or later can process this data by importing it back into the blank form or
creating a spreadsheet from several data files. See Help in Adobe Acrobat Professional 7 or later for more details.

The email will be sent to the address that was typed into the
“Enter a URL for this link” (Step 5 of this procedure) input type box in Adobe Acrobat.
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18. Subject line will be the File name of the document, and the form will be attached to the
email.

Data from FillableDocParRem (1) - Message (Plain... P search

File  Message Insert  Options  FormatText  Review Help  Acrobat

- B I U Z A i- - & | B £ dior | e
> To StateWeb

Send c

-3
Subject [l Data from EilableDosParRem (1)

7o) FillableDocParRem (1)_data.fdf

w | 330 bytes

The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 or later can process this data by importing it back into the blank form or
creating a spreadsheet from several data files. See Help in Adobe Acrobat Professional 7 or later for more details.

19. Then click the Send button

Data from FillableDocParRem (1) - Message (Plain... P Ssearch

File  Message Insert  Options  FormatText  Review Help  Acrobat

Q- B I U Z A B - & | P_- B (& Editor | +ee

> To StateWeb

ubject Dt from FilghlePosParRsm (1)

1| FillableDoc!
| 330 bytes

m (1) datafdf

 The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 or later can process this data by importing it back into the blank form or
creating a spreadsheet from several data files. See Help in Adobe Acrobat Professional 7 or later for more details.

This form will appear in the email address that it was instructed to. Double check to see if it
worked.

Now a Submit Form button has been added to the form document. Allowing the users to submit
the entered information of the form data to be sent to the specified destination.
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CREATE A RESET FORM BUuTTON

Providing a reset button error prevention before submitting document. Reset button gives users
the ability to clear the form and start over if corrections are needed. It helps prevent errors

by allowing users to easily undo field entries. While still in the Prepare Form tool follow these
instructions:

1. Locate the Prepare Form tools and click the “Button” option to create a button.
€{ Prepare a form X

ADD CONTENT

T, Text

ADD FORM COMPOMNENTS

Text field
Image field
Checkbox

(® Radio button
EE' Drop-down list

List box

Button

B2 Date field

2. Click and drag to draw a rectangular button area on the form. The button will be given the
default name Buttonx (depending on how many buttons you’ve added).
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3. Move the cursor to the spot that the button will be added. While going to that area a blue
rectangle will appear. Position the cursor where the submit button will be added.

4. Right click on the button and select Properties.

T

S
o

I Properties...

5. The Button Properties box will appear. Make sure you are in the General tab.

Button Properties x

Appearance Position Options Actions

Name: ’Reset a Form Button

Tooltip: ’Ch’ck to Reset Form

6. In the Name type input box rename Button2 to Reset a Form Button and in the Tooltip
field type “Click to Reset form”.

Button Properties x

General Appearance Position Options Actions

Name: |Reset a Form Button EEE——

Tooltip: ICHCk to Reset Forml e
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LABELING THE RESET FORM BUTTON

Now creating a label for the Reset Form Button needs to be done. The button on the fillable

form document will appear blank to all users, only those using screen or document readers will
know what the button is, making the document inaccessible to visual users. To make sure that
all users know what kind of button it is follow these steps:

1. Click on the “Option” tab.

General Appearance Positiol ctions

Layout: | Label only V Advanced...

Behavior: | Invert ¥

Icon and Label

State:

Up I Label: |Reset Form

Icon: Choose Icon...

Clear

[ Locked Close

2. Enter “"Reset Form” in the Label input type box in the “Icon and Label” section of the

Options tab.

Now the button will have the label Reset Form button on it for the visual users.

Button Properties x

General Appearance Position Options Actions

Layout: | Label only 2 Advanced...

Behavior: | Invert ~

Icon and Label

State:

Up ‘ Label: I’Reset Form I

Icon: Choose Icon...

Clear

O Locked Close
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CREATE A RESET ACTION FOR BUTTON

The button has been created, given a label and name, and now it is time have it be able to
reset the form. To do this the button needs to be given an action, so that the form knows that
when this button is selected this action will be performed in this case the reset a form action.
Follow these steps to ensure that resetting of the form will be accomplished:Go to the “Actions
tab in Button Properties.

n”

1. Click the Actions tab and under the Add an Action section, click on the Select Action drop-
down menu and choose “Reset a form” from the options list.

Button Properties

General Appearance Position Optlon
Add an Action

Select Trigger:  Mouse Up v \
I Select Action: Jj Submit a form

~

Play a sound
Play Media (Acrobat 5 Compatible)
Play Media (Acrobat 6 and Later Compatible)
Read an article
[ |RunaJavaScript
Set layer visibility
Show/hide a field
Submit a form

2. Click on the “Add” button.

Add an Action
Setect Tiggen -

Select Action: |Reseta form ~

Add...

3. The Reset a Form dialog box will appear. In the “Select Fields to Reset” section there is a
checkbox with different form fields that are on the document. Note: Leave all the form
fields check marked. Doing so will ensure that when the form is reset all those fields will
have the previous data entered erased, then click OK.

Reset a Form X

Select Fields to Reset

%] Telephone Number
[ Street Address
Signature of Licensee Deselect All
[ Signature of Facility Owner or Owner
Print Name and Title

& Personal E-Mail

Number of Beds

£ Name of New Facility

License Number

M Lecensee Name \
Home Street Address

& Home Phone

Fax Number v
< >

Select All

Page 30



4,

General Appearance Position Options Actions

Add an Action
Select Trigger: | Mouse Up ~

Select Action: | Resetaform

Add._

. Then click the Close Button.

Actions

= Mouse Up

Reseta form

Up Down

Edit Delete

\ [iocked —) .-

Alltools  Edit  Convert  E-Sign

Prepare a form

MATCH SIZE

CENTER

@ B
=

DISTRIBUTE

It'll return to the Actions tab in the Button Properties. Find the Actions section. When
Mouse is Up the action Reset a Form will be activated

Now back to the form document. Close out of the Prepare Form tool by clicking the back
button to the left of Prepare a form.

Page 31



6. View the final version of the Reset Form button.

STATE OF NEVADA
BOARD OF EXAMINERS
FOR LONG TERM CARE ADMINISTRATOR! e
3157 N. Rainbow Boulevard, No. 313

Las Vegas, Nevada 89108
Phone: 702-486-5445 Fax: 702-486-5439
E-mail: beltca@beltca.nv.gov
Website: http:/beltca.nv.gov

CHANGE/ADDITION OF FACILITY

*Add some information to any of the form fields. Click on the Reset Form button to see if it
erases the data. If it does the action works. *

Now a Reset Form button has been added to the form document. Allowing the users to reset the
entered information of the form data to be sent to the specified destination.
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Ocoer Versions or Anose Acrosat

Locaring The Prepare Form Toot

Next step is to create the fillable form document. To do this add form fields to the document,
such as text fields, checkboxes, or drop-down menus. Adobe Acrobat Pro can automate most of
the creation of fillable form fields by using the Prepare Form tools. By following these steps, will
have the Prepare Form tool be able to create a fillable form. Remember to save regularly.

1. Click the Prepare Form Tool on the right of the document.

Create PDF
Combine Files
Edit PDF

Request E-signatures

D ¢l @4 &

Fill & Sign

olg

Export PDF
Organize Pages
Send for Comments
Comment

15 Scan & OCR

® Accessibility

@ Prepare Form

If you don’t see the Prepare Form tool in the Tools Shortcuts,
follow the procedure for Adding the Accessibility Panel to the Tools Shortcut Menu
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http://ada.nv.gov/uploadedFiles/adanewnvgov/content/home/features/ADAClasses/AddingAccessibilityPanelToToolsMenu.pdf

Converting THE Document 10 A Fieeaste Form

Acrobat will automatically analyze the document to detect for any form files. If it recognizes any
form fields, it will highlight them. Reviewing and editing these fields will be needed.

Once the Prepare Form tool has been clicked on the left side of the tool it will ask what file will
be changed into a fillable form document.

1. It'll already appear to be selected so click on the Start button to begin the process. Adobe
will automatically throw in those fillable form fields into the document.

To begin select a file, scan a document or start from scratch

Single File

Scanner

Create New

Create a Web Form

CreateFillable (2).pdf
Change File
[] This document requires signatures

Start

Form field auto detection is ON. Change

Help

2. Allow a few moments for the tool to detect and add form fields to the document. Once it is
done the document is now a fillable form with form fields to input information in.

EXTRA FORM FIELDS

Sometime extra form fields are created because the program may have detected something
similar to a field in the document when it was not. It does occasionally happen, the best way to
deal with these extra unnecessary form fields is to remove them.

1. Still on the Prepare Form tool select the extra form filed. Right click on the field.
2. Select the Delete option.

Delete
The signature of the facility owner or owner’s representati |4\‘ 2

Select All - Ctrl+A
PLEASE PRINT LEGIBLY AND PROVIDE COMPLETE INFO.

LICENSEE NAME]

| Align, Distribute or Center
LICENSEE NAME

Set Fields to Same Size

Home Street Address|

(Home Street Address) Create Multiple Copies...

[HOME PHONE] | | CEL Show Tab Numbers
CELL e

HOME PHON
1

£/ Show Grid Ctrl+U
N EAEAGHT a R = o | Properties as New Defaults

The extra form field is now deleted.
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EDITING AND ADJUSTING FORM FIELDS

After the Prepare Form tool has added the form fields, their properties can be adjusted. In the
form field’s properties, you can edit/set the field’'s name, appearance, validation, formatting,
and other options. These require a manual process to be accomplished. There are no tools or
shortcuts to edit the form fields.

NAMING FORM FIELDS
Providing a unique and descriptive name for each form field ensures that screen readers and

other assistive technologies can properly identify and interpret the fields. This allows individual
with visual impairments or disabilities to navigate and interact with the form effectively.

Once the fields have been created, go through the document to see if the fields have been
named correctly. Such as License No should be License Number.

LICENSE NO

LICENSE NO:

If the name of the form field is incorrect or appears odd change the name of the form field.

1. Still in the Prepare Form tool right-click on the form field that’s name needs to be
changes.
2. Select the Properties option.

i Properties...
LICENSE NO.

~

Move Up in Tq
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3.

4.

The Text Field Properties box will appear. This is where to edit the form fields.

Text Field Properties x

General Appearance Position Options Actions Format Validate Calculate

Name: |LICENSE NG|

Tooltip: |LICENSE NO

Common Properties

Form Field: |Visible

Orientation: |0 ¥ | degrees

[ Locked

- J Read Only

[ Required

Close

Make sure you are in the “General” tab.

ppearance Position Options Actions Format Validate Calculate

Name: |LICENSE NO|

Tooltip: |LICENSE NO

Common Properties

Form Field: |Visible

Orientation: |0 v| degrees

[ Locked

- [ Read Only

[ Required

Close
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5.

6.

7.

Find where it says "Name.” There is an input type box with the form fields name that
needs to be changed. In this example Name is License No.

Click inside the Name input type box and type in License Number instead.

Text Field Properties x

General Appearance Position Options Actions Format Validate Calculate

Tooltip: |LICENSE NO

Common Properties

Form Field: | Visible =2 (JRead Only

Orientation: |0 ~| degrees [OJRequired

Name: |LICENSE Number

Tooltip: |Enter LICENSE Number

Then click on the Tab button on the keyboard, this ensures that the name change will be

saved.
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TooLTIP IN FORM FIELDS

Tooltip is a feature that allows additional information or instructions for the form fields. It can
provide additional context or clarification about the purpose or expected input for a specific
form field. It'll help users understand what information is required or how they should interact
with the field, reducing confusion and potential errors.

1. Still in both the Text Field Properties box and General tab find the input type box called
“Tooltip.”
2. Click inside the Tooltip input box.

Name: |LICENSE Number

Tooltip: |Enter LICENSE Number

3. Type the description or the instructions of the form field. In this example the form field’s
tooltip should be Enter License Number. Press the Tab button on keyboard, to ensure that
the changes are saved.

Text Field Properties x

General Appearance Position Options Actions Format Validate Calculate

Name: [License Number

Tooltip: [UCENSE NO|

4. Click on the Close button of the Text Field Properties.

Common Properties
Form Field: | Visible v CIRead Only
Orientation: 0 ¥ degrees [JRequired
[JLocked Close

Now clear instructions can be read from the form fields’ tooltip.
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INSERT A DATE PI1cKER IN FORM FIELDS
Using a date picker in a form field will provide a user-friendly way for people to input dates
accurately. It eliminates the need for users to manually type the date, reducing the chances of

errors and ensuring consistency in the form. To add a date picker in a form field, follow these
steps:

Still be in the Prepare Form tool, so that changes can be made to any of the form fields.

1. Select a form field that requires a date. Right click on the form field.

{ Date and time }

ot

2. Select Properties.

([

Move Up in Tab Order

3. The Text Field Properties box will appear. Click on the Format tab.

Text Field Properties

General Appearance Position Options Attionalidate Calculate
Select format category: |[NSUNN

The field value will be formatted as it is entered. To
format fields automatically, select a format from the
Format Category list.

O Locked Close
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4. Click the to the “Select format category” drop-down menu. Change “None” to the “Date”
option.

Select format category: |None v
Number
Percentage
Time
Special
Custom

5. After selecting, the Date Options section will appear on the Format tab. It'll show how the
date will be displayed in the form field once the information is entered by users.

ext Field Properties
General Appearance Position Options Actions Format Validate Calculate

Select format category: | Date w

Date Options

m/fd ~
m/dfyy
m/diyyyy
mm/dd/yy
mm/dd fyyyy
mm/yy
mm/yyyy

Example of current format: g/18/24
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6. Select a date option such as mm/dd/yyyy. To see the different appearances of the date
options is to go to where it says, "Example of current format.” It is below the date
appearance options.

ext Field Properties
General Appearance Position Options Actions Format Validate Calculate

Select format category: |Date ™

Date Options

m/d

m/dfyy
m/dhyyyy

—— b—

mm/dd/yyyy

mm/yy
mm/yyyy

Example of current format: 918124

7. Click on Close button at the bottom right of the Text Field Properties box.

Close

Now when interacting with the form field, users will be able to select a date using the date
picker. Remember that this date picker will help those who may have difficulty to select a date
manually typing dates it allows to select a date visually instead. Enhancing usability for those
with motor disabilities or visual impairments.
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CREATING A BUTTON FOR A FILLABLE DOCUMENT

Buttons are important for user interaction of a fillable form document. Creating a submit
and reset form buttons are important to facilitate user interaction, prevent errors, meet user
expectations, guide form to completion and ensure accessibility.

CREATE A SUBMIT FORM BUTTON

Providing a submit button allows users to indicate easily and clearly the submitting of the form.
The presence of a submit button signals to users they completion of the form and is ready to
submit. It will provide a straightforward way for users to finalize the form and send the data for
processing.

While still in the Prepare Form tool follow these instructions depending on whether you are user
an older or newer version of Adobe Acrobat:

1. Locate the additional tools using the Prepare Form Tool. On the top of the document there
are more tools while using the Prepare Form tool.
2. Select the "Add a” option to create a button.

® i EA Bl O @ 5m a7 B8 2
A DT ODEHeOEPFPFERE RRE@m O

3. Move the cursor to the spot that the button will be added. While going to that area a blue
rectangle will appear. Position the cursor where the submit button will be added.

Detailed time schedule] Detailed tim
Statement of educational objecmes of rhe
program (must show applicability to alcohol and
drug abuse counselors or gambling counselors)

Detailed pmgmm outlm Detiled program outlind

Tnstructor’s presentation / speaker’s resume Sample of Certificate of completion
Required fee:  $150.00

4. Click and drag to draw a rectangular button area on the form. The button will be given the
default name Buttonl.

Print Name and Title
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5. Right click on the button and select Properties from the drop-down menu.

_d Properties... I

Move Up in Tab Order

and Title Rename Field...

Add New Field

cut

Copy

Delete

6. The Button Properties box will appear. Note: the button number will depend on how many
buttons have been made in the document.

m
4]
o
L

General Appearance Position Options Actions

Mame: IButtcnS

Tooltip: I

Cormmon Properties
Form Field- | Visible " []Read Only

Orientation: 0~ degrees Required
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7. Click on the General tab, if it is not selected by default.

Appearance Position Options Actions

Name: IButlon 5

Tooltip: I

Commeon Properties

Form Field: | Visible w (] Read Only
Orientation: | 0 ~ | degrees Required
[] Locked Close

8. In the Name type input box rename ButtonX to “"Submit Form Button”.

Button Properties

General Appearance Position Options Actions

| Mame: NSubmil Form Button I

Tooltip: IClick to Submit Form

Common Properties

Form Field: | Visible ~ [] Read Only
Orientation: |0~ | degrees Required
[_[Eeckes] Close

9. In the Tooltip in the input type box enter the instructions “Click to Submit Form”.
Button Properties

General Appearance Position Options Actions

Name: ISubmil Form Button |

Tooltip: IClick to Submit Form
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LABELING THE SUBMIT BUTTON

Now creating a label for the Submit Form Button needs to be done. The button on the fillable

form document will appear blank to all users, only those using screen or document readers will
know what the button is. Making the document inaccessible to visual users. To make sure that
all users know what kind of button it is follow these steps:

1. Go to “"Option” tab.

2. Find the “Icon and Label” section of the Options tab.

General Appearance Positiol Actions

Layout: [ElelRelil v

Behavior:

I Icon and Label

State:

Up

O Locked

~

Advanced...

Label: {

Icon:

Choose Icon...

Clear

Close

3. Find the Label input type box. Type the Label of the Submit Form Button as Submit Form.

Icon and Label
State:

Up

Label: ISubmit Button

Icon:

Choose Icon...

Clear

Now the button will have the label Submit Form on it for the visual users.
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CREATE A SUBMIT ACTION FOR BUTTON

The button has been created, given a label and name now it is time have it be able to submit
the form. To do this the button needs to be given an action, so that the form knows that when
this button is selected this action will be performed in this case the submit a form action. Follow
these steps to ensure that submitting of the form will be accomplished:

1. Go to the “Actions” tab in Button Properties.

Add an Action

Select Trigger:

Select Action:

Actions

General Appearance Position Options

Mouse Up v

Execute a menu item

Play a sound

Play Media (Acrobat 5 Compatible)

Play Media (Acrobat 6 and Later Compatible)
Read an article

Reset a form

Run a JavaScript

Set layer visibility

Show/hide a field

2. Locate the “Select Action” section of the "Add an Action” panel of the Actions tab and
select the “"Submit a form” option.

General Appearance Position Optionsl Ac\iOHSI

Add an Action

Select Trigger:

Mouse Up v

Select Action:

Execute a menu item

Actions

Play a sound

Play Media (Acrobat 5 Compatible)

Play Media (Acrobat 6 and Later Compatible)
Read an article

Reset a form

Run a JavaScript

Set layer visibility

Show/hide a field

3. Click on the “Add” button.

Add an Action

Select Trigger:

General Appearance Position Options Actions

Mouse Up v

Select Action:  [ElUsIlER{eli] -

Add..
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4,

5.

6.

The Submit Form Selections box will appear.

Submit Form Selections X

Enter a URL for this link:

| mailto:StateWeb@it.nv.gov

Export Format
@ FDF Include:
Field data
[J Comments
[JIncremental changes to the PDF

O HTML
O XFDF Include:

Field data
Comments

O PDF The complete document

Field Selection

® All fields

O Only these... Select fields...

Date Options

[ Convert dates to standard format

Dates are submitted in
D:YYYYMMDD format instead of
passing the user typed values
through unchanged.

Enter the URL or email address where the form data should be sent upon submission in

“Enter a URL for this link:” input type box.

Submit Form Selections X

Enter a URL for this link:

Il mailto:StateWeb@it.nv.gov

V|I

Export Format
@ FDF Include:
Field data
[J Comments
[J Incremental changes to the PDF

OHTML
O XFDF Include:

Field data
Comments

O PDF The complete document

Field Selection

@ Al fields

O Only these... Select fields...

Date Options

[ Convert dates to standard format

Dates are submitted in
D:YYYYMMDD format instead of
passing the user typed values
through unchanged.

Click on the Ok button. It’ll go back to the Button Properties box in the Action tab.
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7.

8.
9.

Find the Actions section of the Action tab. It'll show what action will be taken in this case
the Submit a form action will be applied when the mouse is click up.

Actions

= Mouse Up

Submit a form

Locked

Up

Down Edit

Delete

Click on Close button.

Close out of the Prepare Form tool by click the Close button.

IZE

pre

e [Co

CENTER

- |®

ra

DISTRIBUTE
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10. View the final version of the Submit Form button by clicking on the Submit Form button

that was created.

SIGNATURE OF LICENSEE EFFECTIVE DATE

AUTHORIZED BY:

Signature of Facility Owner or Owner Representative

Print Name and Title
Submit Form

11. A send Email Box will appear.

Send Using

O Use Webmail

Select

[ Remember my choice

Continue

@® Default email application (Microsoft Outlook)

Cancel
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12. Leave Send Using on “Default email application”, check the check box for "Remember my
choice and click Continue.”

Send Using

@® Default email application (Microsoft Outlook)

O Use Webmail

Select

/

4] Remember my choice

Continue Cancel

13. Now an email in the default email application will appear.

Data from FillableDocParRem (1) - Message (Plain... P Search

File Message  Insert  Options ~ FormatText ~ Review  Help  Acrobat
B - @ B I U 2 A o om - - B B £ Editor | -
> To StateWeb
Send C
Subject Data from FillableDocParRem (1)
1| FillsbleDocParRem (1) datafdf
w | 330 bytes

The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 o later can process this data by importing it back into the blank form or
creating a spreadsheet from several data files. See Help in Adobe Acrobat Professional 7 o later for more details.

14. Make sure that the email address that appears in the To field is valid. Else it will not work
and will not be sent correctly.

Data from FillableDocParRem (1) - Message (Plain... earct

File  Message Insert  Options  FormatText  Review Help  Acrobat
B« B I U ¥ i- - &% | W B £ Edior | -
> To StateWeb
-
Send [¢
Subject  Datafrom EillableRosarRem (1)

7o) FillableDocParRem (1)_datafdf _,

| 330 bytes

The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 or later can process this data by importing it back into the blank form or
creating a spreadsheet from several data files. See Help in Adobe Acrobat Professional 7 or later for more details.

The email will be sent to the address that was typed into the
“Enter a URL for this link” (Step 5 of this procedure) input type box in Adobe Acrobat.
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15. Subject line will be the File name of the document, and the form will be attached to the
email.

Data from FillableDocParRem (1) - Message (Plain... P search

File  Message Insert  Options  FormatText  Review Help  Acrobat

- B I U Z A i- - & | B £ dior | e
> To StateWeb

Send c

-3
Subject [l Data from EilableDosParRem (1)

7o) FillableDocParRem (1)_data.fdf

w | 330 bytes

The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 or later can process this data by importing it back into the blank form or
creating a spreadsheet from several data files. See Help in Adobe Acrobat Professional 7 or later for more details.

16. Then click the Send button

Data from FillableDocParRem (1) - Message (Plain... P Ssearch

File  Message Insert  Options  FormatText  Review Help  Acrobat

Q- B I U Z A B - & | P_- B (& Editor | +ee

> To StateWeb

ubject Dt from FilghlePosParRsm (1)

1| FillableDoc!
| 330 bytes

m (1) datafdf

 The attached file contains data that was entered into a form. It is not the form itself.

The recipient of this data file should save it locally with a unique name. Adobe Acrobat Professional 7 or later can process this data by importing it back into the blank form or
creating a spreadsheet from several data files. See Help in Adobe Acrobat Professional 7 or later for more details.

This form will appear in the email address that it was instructed to. Double check to see if it
worked.

Now a Submit Form button has been added to the form document. Allowing the users to submit
the entered information of the form data to be sent to the specified destination.

Page 51



CREATE A RESET FORM BUTTON

Providing a reset button error prevention before submitting document. Reset button gives users
the ability to clear the form and start over if corrections are needed. It helps prevent errors

by allowing users to easily undo field entries. While still in the Prepare Form tool follow these
instructions:

1. Locate the Prepare Form tools and select the “"Add a” option to create a button.

© ® 1 bl k@M O @ - B F a8 ¢
RS THHOEHAMRB|zBREE@m 20

2. Click and drag to draw a rectangular button area on the form. The button will be given the
default name Buttonx (depending on how many buttons you’ve added).

3. Move the cursor to the spot that the button will be added. While going to that area a blue
rectangle will appear. Position the cursor where the submit button will be added.

4. Right click on the button and select Properties.

S
~

I Properties...
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5. The Button Properties box will appear. Make sure you are in the General tab.

Appearance Position Options Actions

Name: ’Reset a Form Button

Tooltip: ’CIick to Reset Form

6. In the Name type input box rename Button2 to Reset a Form Button and in the Tooltip
field type “Click to Reset form”.

Button Properties x

General Appearance Position Options Actions

Name: IReset a Form Button EEEE——

Tooltip: |CIiCk to Reset Forml —

LABELING THE RESET FORM BUTTON

Now creating a label for the Reset Form Button needs to be done. The button on the fillable
form document will appear blank to all users, only those using screen or document readers will
know what the button is, making the document inaccessible to visual users. To make sure that
all users know what kind of button it is follow these steps:

1. Go to “"Option” tab.

General Appearance Positio ctions

Layout: | Label only 2 Advanced...

Behavior: | Invert ¥

Icon and Label

State:

Up Label: |Reset Form

Icon: Choose Icon...

Clear

[J Locked Close
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2.

Now the button will have the label Reset Form on it for the visual users.

Enter “"Reset Form” in the Label input type box in the “Icon and Label” section of the

Options tab.

Button Properties

General Appearance Position Options Actions

Behavior: | Invert ¥

Icon and Label

State:

Layout: | Label only 2 Advanced...

Icon:

[ Locked

Choose Icon...

Clear

Close

CREATE A RESET ACTION FOR BUTTON

The button has been created, given a label and name, and now it is time have it be able to
reset the form. To do this the button needs to be given an action, so that the form knows that
when this button is selected this action will be performed in this case the reset a form action.
Follow these steps to ensure that resetting of the form will be accomplished:Go to the “Actions”

tab in Button Properties.

1.

Click the Actions tab and under the Add an Action section, click on the Select Action drop-
down menu and choose “Reset a form” from the options list.

Button Properties
General Appearance Position Optionsf Actions

Add an Action

Select Trigger:  Mouse Up v

I Select Action: | Submit a form

~

Play a sound

Play Media (Acrobat 5 Compatible)

Play Media (Acrobat 6 and Later Compatible)
Read an article

Reset a form

Run a JavaScript

Set layer visibility

Show/hide a field

Submit a form

Actions
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2. Click on the “Add” button.

Add an Action
Select Trigger: v

Select Action: | Reseta form ”

Add...

3. The Reset a Form dialog box will appear. In the “Select Fields to Reset” section there is a
checkbox with different form fields that are on the document. Note: Leave all the form
fields check marked. Doing so will ensure that when the form is reset all those
fields will have the previous data entered erased, then click OK.

Reset a Form X

Select Fields to Reset

%] Telephone Number A Select All
[ Street Address
Signature of Licensee Deselect All

[ Signature of Facility Owner or Owner
M Print Name and Title

M Personal E-Mail

Number of Beds

& Name of New Facility

License Number

M Lecensee Name \
Home Street Address

£ Home Phone

Fax Number v
| € >
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4,

It'll return to the Actions tab in the Button Properties. Find the Actions section. When

Mouse is Up the action Reset a Form will be activated
Button Properties

General Appearance Position Options Actions

Add an Action

Select Trigger: | Mouse Up ~

Select Action: | Resetaform

Actions

. Then click the Close Button.

Add..

| = Mouse Up

Reseta form

T ﬁ e
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5. Now back to the form document. Close out of the Prepare Form tool.

CENTER @

—
CHCIR—
2
IZE DISTRIBUTE
. rh'¢
!
ire = @

6. View the final version of the Reset Form button.

STATE OF NEVADA
BOARD OF EXAMINERS
FOR LONG TERM CARE ADMINISTRATOR! e
3157 N. Rainbow Boulevard, No. 313

Las Vegas, Nevada 89108
Phone: 702-486-5445 Fax: 702-486-5439
E-mail: beltca@beltca.nv.gov
Website: http:/beltca.nv.gov

CHANGE/ADDITION OF FACILITY

*Add some information to any of the form fields. Click on the Reset Form button to see if it
erases the data. If it does the action works. *

Now a Reset Form button has been added to the form document. Allowing the users to reset the
entered information of the form data to be sent to the specified destination.

STATE OF NEVADA

-_ 0
GOVERNOR'S TECHNOLOGY OFFICE
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