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1.1 Understanding Forms
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Open 01 FORM
Sample

Take a look of those forms
FORM 1 / FORM 2 / FORM 3




Creating E-Forms in
Microsoft Word




Open

02 CREATING TABLE




Personal Information

Surname: Name:
Date of Birth: Age:
Gender: Female Male

Address:

JANRN
~
Try to use table to

create your e-form
o /




6 steps

Step 1: Show the Developer tab (Refer 1.5-p5)

Step 2: Save Form document as template (.docx format) (Refer 1.3-p3)
Step 3: Add content to the form (Refer 1.6, 1.7 - p5 to p18)

Step 4: Set or change properties for content controls (Refer 1.6, 1.7)
Step 5: Add instructional text to the form (Refer 1.7)

Step 6: Add protection to a form (Refer 1.8-p18)
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Create Content
Control Form




Create Legacy
Controls Form




Saving Only
the Form

Data

Word Options

v' Office button
v' Word Options
v" Advanced

Popular
Display
Proofing
Save

Customize

Add-Ins

Trust Center

Resources

Save

] Prompt before saving Normal template (i

"] Always create backup copy

] Copy remotely stored files onto your computer, and update the remote file when saving
Allow background saves

Preserve fidelity when sharing this document: ] Documentt v

| Save smart tags as XML properties in Web pages

[Z Save form data as delimited text file

Embed linguistic data
Embed smart tags

|

OK Cancel

N —

1

3
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Printing
Only the
Form Data

v Office button / File tab
v' Word Options
v' Advanced

v' When Printing This
Document section

v' Mark the Print Only the
Data from a Form check
box.
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Creating User Forms
in Microsoft Excel




Create a Macro -
VBA




Explanation

Sub Test01() * Sub means starting your procedure
Msgbox(“Hello”) * Test01() is the name of this procedure
End Sub MsgBox() is a dialog box in Excel VBA you can use

to inform the users of your program

* End sub means ending your procedure
Sub Test01()

Inputbox(“Please input your age.”)

End Sub * Inputbox()

* Displays a prompt in a dialog box, waits for the
user to input text or click a button, and then

returns a string containing the contents of the text
box.




Building
your own
User Form

Design layout

First Name :

surname

Department :

|_ Manager
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r N
a Microsoft Visual Basic for Applications - Bookl - [ThisWorkbook (Code)] EI@

m File Edit Wiew Inset Format Debug Run  Tools Add-Ins  Window Help -3 X

B-d 4 aBs 90 » o HEFY > @

Project - VBAProject X [Geners) <] [Declrations) <]
Step 1: = . ;
. 1 sheet2 (Sheet2) Al —
Sheet3 (Sheet3)
. «ﬁ'] ThisWorkbook i
( n | S u a Properties - ThisWorkbook x|
IThis‘Wnrkbnnk Workbook ]

Alphabetic | Cateqgorized

Basic Editor

Enable Developer Tab

AccuracyVersion 4]
AutoUpdateFrequency |0
ChangeHistoryDuration |0
CheckCompatibility False
ConflictResolution 1 - xlUserResolution
Date 1904 False
DisplayDrawingObjects | -4104 - xIDisplayShapes | _
DisplayInkComments True r
DoMotPromptForConvert |False

Developer tab

EnableAutoRecover True
CO d e g rou p EncryptionProvider
Falze
Falze
Falze L

HighlightChangesOnScree|False
InactivelistBorderVisible |True
IsAddin False
KeepChangeHistory True
ListChangesOnMewsSheet |Falze
Password F——

PersonalViewlistSettings | True -
PersonalViewPrintSettings True - = .

Visual Basic command
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' Microsoft Visual Basic for .
ég File Edit View Insert Farmat Debug Run Tools Add-Ins Window Help

EE~HA| % & @ a9 >nnM®’|§3€§9
Project - VBAProject

El-8 VBAProject (Book1)
. B3 Microsoft Excel Objects
. ) Sheetl (Sheet1)

UserForm1

|| X
X

4 Thisworkbook
=53 Forms

b UserForm1

E@ VBAProject (FUNCRESXLAM) || - - [ CommandButton1

Understanding
the VB Editor

o [07 Microsoft Excel Objects || - - -

é‘....@l\ﬂodules ...... ~l ol

------- # RibbonX_Code

enwronment broperties - Commandauttoni ||| | ol

I(Jommand Buttonl CommandButton ;I

Alphabetic | Categorized |

(Name) CommandButtonl
Accelerator
AutoSize False
. . BackColor [] &Hs000000F&
AVO I d D O U B L E_C I I C k BackStyle 1 - fmBackStyleOpaque
Cancel False Controls I
Caption CommandButtonl
. ControlTipText |TA abl W
Pro perties Defau Faise P P
Enabled True ﬂ ™
Font Tahoma
N a m e ForeColor B a+s00000128
Height 18

HelpContextID 0

Caption e —

MouseIcon (Mone)

MousePointer 0 - fmMousePointerDefault
Picture (None)

PicturePosition 7 - fmPicturePositionAboveCenter
TabIndex 5

TabStop True

Tag

TakeFocusOnClick True Immediate
Top 78

Visible True

Width 78

WordWrap False
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File open :
01 Types of interactive PDF Form
Fields



'@ C3-Types of mter;chvﬂm Fields.pdf - Adobe Acrobat Pro
File Edit View Document Comments Forms Tools Advanced Window Help ®

.ibj Create ~ @ Combine ~ &] Collaborate ~ ﬁ Secure ~ / Sign ~
EJ B E [j @ e * 1 EF EE S:_? Q | ‘IB!@StartFormwizard...
|

@ Forms ~ E Multimedia + * ¢ Comment ~

" Add or Edit Fields...
(¢ Distribute Form...
| @ Track Forms...

Types of interactive PDF Form Fields

A PDF form created with Adobe Acrobat X1 Pro’s forms editing tools can contain the following types of fields:

Text field
Allows the user to type in text, such as name, address, or phone number.
Name: Surname:
Address :




£ C3-Types of interactive PDF Form Fields.pdf - Adobe Acrobat Pro = @] = |
File Edit Wiew Document Cormrments  Forms Tools  Advanced  Window  Help ®
‘jj Create ~ @ Combine - @ Collaborate ~ ﬁ Secure ~ f Sign - Forms = E Multimedia - :} Comment -
Cy W N AN e
OB &8 7 k) § (88 o5 - G| g Fnd X
[ ]
p
Add or Edit Form Fields 25
Tyg| e
Currently there are no form fields in this PDF. Do you want Acrobat to detect
& Pol WY form fields for you?
Text

N

Address :




£ C3-Types of interactive PDF Form Fields.pdf - Adobe Acrobat Pro = @] = |
File Edit Wiew Document Cormrments  Forms Tools  Advanced  Window  Help ®
‘jj Create ~ @ Combine - @ Collaborate ~ ﬁ Secure ~ f Sign - Forms = E Multimedia - :} Comment -
[y oAl = . A
OB AL % /7 kO KO8 o - 5[] Fnd -
[ |
’
Adobe Acrobat ﬁ
Tyr — . :
W% Before recognizing form fields, Acrobat needs to save the changes you made.
AFRPDM k. * 4
Text

N

Address :

EM . 1) O 12:35 PM I"'I
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C3-mhve_l’m Fields.pdf - Adobe Acrobat Pro AL:! ’ ‘ S5 |

File Edit Miew Document Comments Forms Tools Advanced Window Help ®

Savein: |, 03 Adobe

(= Name Date modified
"‘j i C3-Datal-import 3/2/20151:24 PM Adobe Ac
RecentPlaces w3 pata2-import 3/2/20151:25PM  Adobe Ac

-]i

Desktop

Libraries

< |

File name: Form test01

Save as type: [Adobe PDF Files (*pdf)
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4

ﬁ Create Eﬁ Combine - &}_] Collaborate - lﬂ] Secure = ﬂ Sign - Forms - E Multimedia - /_];’ Comment =

OBBOM o 17 k" K OO 0% - (A .
L

-

Adobe Acrobat

TyE . _ .
r 1 Mo new form field annotations were detected.
A FPOI

Text

N

Address :

Finalize the document
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Form tesOLpaAdobe RGBS Pro. Lo e

File Edit WView Document Ceornments Forms Teeols  Advanced Window  Help ®

Ll | |5zl Keep tool selected 7| Edit Layout —‘; Distribute Form H

E Please fill cut the following form. If you are a form author, choose Distribute Form in the
Forms menu to send it to your recipients.

Combo box

Allows the user either choose an item from a pop-up menu or type in a
value.

Color :

8.27x11.69in 1 1







/~ Adobe Acrobat Pro J -

File Edit View Document Comments Forms Tools Advanced Window Help

_er Create ~ ;:;; Combine ~ %:_l Collaborate ~ J‘J Secure v / Sign ~ EI Forms ~ B Multimedia ~ * ¢ Comment ~

m g Th % Start Form Wizard... Iim d

Add or Edit Fields...

[¢J Distribute Form...
& Track Forms...




~ Adobe Acrobat Pro - r - =) X4

jr‘ Create ~ ;:; Combine ~ 4[ Collaborate ~ ‘.} Secure v 17// Sign ~ E‘ Forms ~ B Multimedia ~ ) Comment ~

[ ] Y| Create or Edit Form &l \ Find -

PDF Form

@ Use an existing file
(PDF, Word, Excel or other file type)

(") Scan a paper form

(") Create a PDF form from scratch

Online Form Using Adobe FormsCentral

) Create or edit a form using the online application
FormsCentral.adobe.com




~ Adobe Acrobat Pro - r - =) X4

jr‘ Create ~ ;:; Combine ~ 4[ Collaborate ~ ‘.} Secure v 17// Sign ~ E‘ Forms ~ B Multimedia ~ ) Comment ~

[ ] Y| Create or Edit Form &l \ Find -

Locate the document to convert:
Use the current document

@ Import a file from file system

|

< Previous ] [ Next > l [ Cancel
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~ Adobe Acrobat Pro r - =) X4

-er Create ~ EE“* Combine ~ 4[ Collaborate ~ J Secure v / Sign ~ u Forms ~ B Multimedia ~ ) Comment ~

Q’ 0 Th 100% |« Find x>

Converting to Adobe PDF. Please wait... 12 %

Cancel




-j 02a Word form convert to P_I_)F.p-df - Adobe Acrobat Pro | = 2

*

R Il ¥ ©

q Welcome to Form Editing Mede o 0 0 ‘ i ‘.P Distribute Form E

Your PDF Form "02a Word form convert to PDF.pdf" has been created.

g Lo B

During creation, Acrobat may have missed some fields or created
extranecus fields,

=H_| Pagel
Eorm Nep.r Field on thetu:u:ull::lartn add more fields and right-click on the form to
edit or delete fields.

L
Name |
IT] Age | [tale] P e

Date of Birth Location

.1
E

Please validate the fields and field names en your form. You can click Add _
|

m

Female s I
) ! : Employes Mame

Phone no Employee Name: ploy E e

Location I sageR ChickenR

Fawvorite Prin 2

Best Pizza Td)|

PepperoniRe Legend: 1 = Field Mame, 2 = Field

CheeseRowl
BeefRowl [ Don't show again
Mushrooms|F
SausageRo
ChickenRowl

2. What type of wehiclke do you drive?

___ I
- E s [ EE ERCCE L




Form test01.pdf - Adobe Actobat Pro__ - . | O

File Edit WView Document Ceornments Forms Teeols  Advanced Window  Help ®

@ Create ~ @ Combine - @ Collaborate - ﬁ Secure - / Sign - Farms - i‘ Multimedia - [;5‘\ Comment -

E Start Form Wizard...
=" Add or Edit Fields...

“Gotiosteromm... | — [HighfghtFiekis"

@ Track Forms...

Types of interactive PDF Form Fields

A PDF form created with Adobe Acrobat X1 Pro's forms editing tools can contain the following types of fields:

Text field
Allows the user to type in text, such as name, address, or phone number.
Mame: sSurname ;
Address :
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File

Edit

Distribute For_h

\fieg

How do you want to collect responses from your recipients?

pmment ~

Automatically download & organize responses with Acrobat.com

Automatically download & organize responses with Acrobat.com

Manually collect responses in my email inbox
Automatically collect responses on my own internal server

Distribute

= Send a secure link to your form that anyone, or only your recipients,
can access anytime during form completion.

Respond
» Recipients can use Adobe Acrobat or Adobe Reader to fill in the form.

» Responses are encrypted on return.

Collect

» Acrobat stores responses on your hard drive as they are returned and
notifies you.

» Track which recipients have responded and when they responded.

Learn more about Acrobat.com

Remember my choice

-

[ Next >

1255PM | |

5/4/2016



%) Form testO1.p| Distribute Form 1 . 2|

= = —
b 3

How do you want to collect responses from your recipients?
omment v

[ Manually collect responses in my email inbox

An email attachment allows you to:

& 1 l Distribute
Q[& = Send your form as an attachment using Acrobat or your mail client.

Respond
» Recipients can use Adobe Acrobat or Adobe Reader to fill in the form.

» Responses are returned to your mailbox.

Texl
Collect
» Acrobat copies each response into a master response file as they are
returned.
1
|

Remember my choice

I Help_ [ Next >

= 1255eM |
=n | = &. 4 5/4/2016 |

-




'@ Form test01.pg clobs fovolat Dua
Fl- Etat el Distribute Form 1

!..
I
¥

S T

omment v

How do you want to distribute your form?
(1 Send it automatically using Adobe Acrobat

@) Save a local copy and manually send it later

Specify where to save the file

IC:\Users\User\Documents\Ol Eform Ex\03 Adobe\Form test01_distributed.pdf

Tey
Send automatically requires a working email application on this computer. To
send the form via a web-based email account, use the manual send option (you
can then send the form at anytime).
|
I Note: your license limits forms distribution and/or suggestion

Check the EULA for details

o 1256PM | |
S5/4/2016 |

[ < Previous ] [ Next >
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Form .testOi.pt-i-f‘:Adobe m Pro = 2 |

File Edit Miew Document Comments Forms Tools Advanced Window Help x

@ Create ~

T T —— s
. e —_— g

: T e eomment ¥

This information identifies you to all reviewers:

Email Address (required field):

Name (required field):

T]l Title:
AR |

Te) Organization Name:

|
Q The above information is stored in Acrobat Identity Preferences.

-

[ < Previous ] ’ Next >

— . 1256PM | |
Oy 3 '&. = O 2 Soapos




| Form test01.pdf - Adobempm = 2 |
File Edit e - : = Lol coa ®

| Distribute Form
ﬁ create = e — .‘_—

- Tme—

pmment ~

D a = Delivery Method:  Manually collect responses in my email inbox (manually send)

Collect name & email from recipients to provide optimal tracking

| Help
e e ™

-

[ < Previous ] [ Finish




Distribution file for sending
Response file for tracking



) Response file

TR
=| Form test01_responses.pdf - Adobe Acrobat Pro

File Edit View Document Comments Forms Tools Advanced Window Help

DE O EE oD e

N g 5 -]
Welcome to your form response file
Update: Check for new responses

Filter: Show only those responses that match your criteria

Export: Create a spreadsheet file that you can open in another application

GET STARTED
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Export ~
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"I Delete
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File Edit Miew Document Comments Forms Tools Advanced Window Help ®

n E LN -\ ' = 49'4 Modify ~ Search

B Undate B

, ) Please select the returned forms to include in the responses file:
‘:;— Filter

Fomm File | AddFile...
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File Edit Miew Document Comments Forms Tools Advanced Window Help ®
n E - | -\ ' = 9'4 Modify ~ Search Nl -

0 response

B Undate B

, ) Please select the returned forms to include in the responses file:
‘:;— Filter

Form File | AddFile.. |
C3-Datal-import.pdf
E,' Archive ~ C3-Data2-import.pdf | Remove

5 A
Il Detets

F(: Export ~
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| [ cancel




Form test0l_responses.pdf - Adobe Acrobat Pro | = 2% |

File Edit Wiew Document Cormrments  Forms Tools  Advanced  Window  Help ®
HE | - ' —u 9' Madify ~ Search M-

0 response

| From

N Filter

F-i_ Export - Adobe Acrobat

= p—
=1 Archive - 5% Thefields in the file "C3-Datal -import.pdf” do not exactly match the fields in
WY thetemnplate in the specified responses file. Do you really want to add the form
to the responses file?

[ Don't ask again for this responses file
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EEE- ' H 9" Modify = Search |-

E Update |-|55 Different Fields

N Filter = anonymous user 5/4/2016 1:01:39 PM

Export ~
Archive =

Add
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" Delete

Tt o s sal v TS P il




Form tesﬂ]l_respcnses.pdme f'u:rc:bat Pro B = ——— E@g
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EEE- ' H 9" Modify = Search |-

E Update
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Export ~
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Export all...
Export selected...
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Savein: [l Desktop
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