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Course objectives:
e Create interactive forms

Use forms in Adobe Reader
Use PDF Actions
Digital Signatures

This course does not cover LiveCycle.

Staff Training (Bookings only)
Phone (07) 3365 2666

Email
Web

staffdev@uqg.edu.au

http://www.uqg.edu.au/staffdevelopment

Staff may contact their trainer with enquiries and
feedback related to training content.

Please contact Staff Development for booking enquiries

or your local I.T. Support for general technical enquiries.

Manage form fields and properties

Student Training and Support
Phone 33464312

Email
Web

askus@library.uqg.edu.au

http://www.library.ug.edu.au/library-
services/training

Library services provide the student I.T. Helpdesk service
in the UQ Library. They can assist with general enquiries
and IT support. This includes computing help and training
for UQ students in: Study Management Applications like
my.UQ and Learn.UQ (Blackboard), Microsoft Office and
I.T. fundamentals like file management, printing and
laptop setup.
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The University of Queensland Library


http://www.library.uq.edu.au/
http://creativecommons.org/licenses/by-nc/3.0/au/

THE UNIVERSITY
UQ Library OF QUEENSLAND
Staff and Student I.T. Training AUSTRALIA

Table of Contents

OVBIVIBW ...t e 3
CrEALING FOIMNS ...ttt 3
EXErciSe 1. Creall @ fONM.. ... i i ittt 3
CUSTOMISING FOIMMIS ...ttt s 4
Exercise 2.  Remove fOrm fieldS. .. ... e 4
Exercise 3. Add fOrM fIEldS........oeuiiiiiiiiiiiiiiiiee e 5
Exercise 4.  Modify fieldS and Properties ............eeeeeeeeieiieeiiiiiiiiiiiiie e 6
Exercise 5. Save and ClOSE fOIM .......uiuiiiiiiiiiiiiiiiti et baeasennenne 8
Exercise 6.  Open and edit fOrM ... ..o 8
Exercise 7. Create interactive DUIIONS .........cooiiiiii e e e e 9
EXErcise 8.  PreVIEW @ fOIM.......ouiiiiiiiiiiiiiiietii e 11
Y=ot 1§ Y= Vg o I o f0] (=T 0! 1 [ o IR 12
Exercise 9.  ReStCtiNg USEr ACHIVILIES .....uvvuuiiii e 12
1o Lol ale Jr=Ta Lo O =T 4 113/ T ISP 14
Exercise 10. Create a digital SIgNATUIE .........oii i e e e 14
Distribute and Collate FOIMS.........ooi ittt eeeeaeaaneees 22
Exercise 11. Reader EXtended PDF............ e 22
Exercise 12. Distribute, complete and track fOrmMS..........ccooeeviiiiiiiii e 23
Exercise 13. Export form results for analysis.............iiiiiiiiiiiiiii e 27
LAY LY T o T I 28
Exercise 14. Reviewing PDF dOCUMENIS.......cciiiiiiiiiiiiie e 28

20f31 Adobe Acrobat Pro X: Essentials



THE UNIVERSITY
UQ Library OF QUEENSLAND
Staff and Student I.T. Training AUSTRALIA

:’!E Prior to commencing training, it is recommended staff open Microsoft Outlook to make
use of their email client during the session.

Overview
Open Adobe Acrobat DC from desktop

1. Click Windows icon in taskbar

2. Select Adobe Acrobat DC icon 3

Adobe Acrobat
DC

Creating Forms
You can create a form by converting an existing electronic document. Acrobat will detect fields in

the document and add interactive forms fields to the form. The placement of automatic form fields
may need to be examined to ensure accuracy.

Create a form

1. Click on Prepare Form from the Tools
Toolbar Prepare Form

Exercise 1.

Open | -

Select a file or scan a document to begin

Click on Select afile

e 1Y
BB
Select Adobe Word Form.docx
4. Select Adobe Word Form.docx = AdobeReviewFile.pdf 08-Apr-142:40PM  Adobe Acrobat D..
@ AdobeWordForms.docx 08-Apr-1412:36 PM  Microsoft Word D...

=L TermsofService.pdf 08-Apr-1412:08 PM  Adobe Acrobat D...

Click on Open
Click on Start

Please wait, reading Adobe PDF

A message box will display to indicate progress.

30f31 Adobe Acrobat Pro X: Forms
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Adobe Acrobat

If your form is in a table with no borders Acrobat may not (@ oo rorm e snmotations were detecte

be able to recognise spaces for form fields. Add cells
borders to assist with the automatic conversion process

If your document is recognised as a form, fields will be automatically added to the file and you enter Form Editing
Mode

The Forms Tasks panel will open to the top (Y - ® (=21 » @

CLASS REGISTRATION FORM

Your form will be displayed with some form fields already
in place, although some modifications may be required. Class Title =

Date

ﬂm4 = " am pm

Venue I

Customising Forms

The form toolbar opens at the top of the screen whilst Form Editing is active. Form fields
available for use include:

Text Field Lets the user enter text responses
Check Box Provides yes or no choices
Radio Button Allows users to select one item from a selection

List of options to choose from. Can be set to allow multiple

List Box , .

items using CTRL button
Dropdown Allows user to choose an item or enter a response
Button Initiates an action such as submitting a form

Digital Signature  Uses a digital signature to sign a PDF

ERE=EEEE

Barcode Encodes data that people type into a form
Exercise 2. Remove form fields
1. Click on Investors in Education field Alpheius Global Enterprises
Investors in Education
2. Press delete i investors in Ecucationl
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3. Repeat for Time field

Time

. . . . . Properties..,
4. Right click on Class Registration Form field

Cut

5. Select delete ' Copy
Delete

Form Field Properties

. . . . Yedfidd bus B
The properties displayed when working with form T —————
fields will vary between field types but the following Y —
are examples of the types you could see: ol T
General — Name, Tooltip, Common Properties
Appearance — Borders and colours, Text size
Options — Alignment, default value, character limit
Actions — Set triggers and actions
Format — Various formatting categories to control how Common Propertes
text appears e.g. number, percentage, dates and time Form Fitd, | Visbie - [ Reed Oy
Validate — allow validation of entries to prevent O . [ [ Requiees
incorrect data being entered e.g. number range
Calculate — Use field to perform simple calculations lLocked 5
Exercise 3. Add form fields
1) Add a Radio form field
. . . Radio Button Choice: Li)
1. Click the Radio field button @ on the
toolbar [Time Ay
Click to add form field beside “am” Group Mame:
Change choice name to Time AM Group3 v
. Required field All Properties
Click Add Another Button A
Add Ancther %Jgttcn
5. Click to add form field beside “pm” ‘ ‘
. . Dm
6. Change choice name to Time PM _ -
Radio Button Choice: (@)
Ensure radio buttons belong to the same group.
o _ ITime P
7. Click in document to close properties box
Group Mame:
Group3] -

2) Add a Dropdown list field
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9.

Delete the Venue field

1]
Select the Add drop down list button
on the toolbar

Click and drag to add form field beside
“Venue”

Change Field Name to Venue
Click All Properties

Choose the Options tab

Select the Item field:

e Type eZone 1 — Click the Add button

e Type eZone 2 — Click the Add button

e Type eZone 3 — Click the Add button

e Type Meeting room — Click the Add button

e Type Choose a venue — Click the Add button

Select Meeting room — Click the Up button
to move entry to the top

Select Choose a venue

Doing this makes it the default choice

10. Click the Up button to move entry to the top
11. Click the Close button

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

10 enter a venue.

4

Dropdown3

Field MName:

|\-’enue|

[T] Required field All Properties

Dropdown Properties

General Appearance Position Options Actions Format Vi

Item: |Chooseavenue Add

Export Value: |

ftem Lit: Delete

Meeting Room
Ezone 1
Ezone 2
Ezone 3

Exercise 4.

1) Edit Date field

To create a date field you place a text field and
change the format to recognise dates.

1.
2.

Double click the Date field
Check Required box on General tab

Neme: ~ [Date

Tooltip: [Date

Common Properties

Form Field: | Visible v CIRefTORy
Orientation: |0 v degrees FAReqied
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6.

Select the Format tab
Choose Date format
Custom format
Enter: dd/mm/yy

Entering yyyy will force user to enter the full year as part of a
date entry

7.

Click Close

Required fields will display in red in “edit form “ mode.

2) Editing field properties

1.

o gk wD

Double click the field next to Member
Number

Go to the Options tab

Clear Scroll long text

Clear Check spelling

Check Comb of and use 8 characters
Click on Close

3) Preview form fields

1. Click on Preview button to see live form as

users

2. Click Edit button to return to form editing

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

Test Field Properties ﬂ
General Appearance Position Options Actions Format Validate Calculate

Select format category: | Date v

Date Options

mmmm d, yyyy -
m/d/yy hiMM g

midfyyyy hiMM it

m/dfyy HH:MM

m/d/yyyy HH:MM

Custom

w

del/mm/yy]

Membership Number l

Text Field Properties

General Appearance Position Options  Actions  Format

Alignment: | Left ~

Default Value:

Field is used for file selection

rd

Multi-line

Scroll long text

Allow Rich Text Formatting

0 characters

Limit of

Comb of ,3|7 characters
Preview X
Edit X
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Exercise 5.

Save and close form

=

Click on File in menu bar

N

Select Save As

3. Specify a location and filename
"Adobe Word Form.pdf”

4. Click on Save

Click on File

Select Close

= AdobeWordFormes.pdf - Adabe Acrobat Pro DC
M edit View Window Help

= open.. Ctrl+0
f_hé Create
Save Ctrl+$
Save As... Shift+Ctrl+S
Fie name: | Adube Ward Form. gl
Save o5 type: | Adobe POF Files (*.pdf)
"L Adobe Word Form.pdf - Adobe Acrobat Pro DC
Edit View Window Help
b Open... Ctrl+0
f_?} Create 3
Save As... Shift+Ctrl+5
Sawve as Other
Export To
Attach to Email...
Close Ctri+W

Exercise 6.

Open and edit form

1) Access edit forms mode

1. Click on File in menu bar

2. Select Open

3. Navigate to Adobe Word Form.PDF
4. Click on Open

Your file is presented in fill-in form mode.

5. Select Prepare Form on the tools pane

This will activate form editing mode

MNarne

= Adobe Word Forms.pdf

il

CLASS REGISTRATION FORM

Search Tools...

Protect
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2) Add Signature field

1. Delete the undefined field beside Signature

Click on the Digital Signature @ button

3. Click and drag to add form field beside
Signature

4. Double click on signature field
5. Gotto Signed tab
6. Select Mark as read-only

When the signature is added to the form, nothing can be
changed

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

Signature

Digital Signature Properties

General Appearance Position Actions Signed

(O Nothing happens when signed

The following option is compatible only with Acrobat

All fields v

Exercise 7.

Create interactive buttons

1) New button to Print

1. Select the Add a ‘print’ or ‘clear’

button on the toolbar

Click and drag to draw a button field
Change the Field Name to Print
Click All Properties

Choose the Options tab

In the Icon and Label section click in
the Label area

7. Enter Print as the label

Select the Actions tab
Choose Mouse UP for Select Trigger

10. Choose Execute a menu item for
Select Action

11. Click the Add... button

12. Select File > Print... from list
13. Click on OK
14. Click on Close

Buttonl
Field Name:
‘Print
Required field All Properties
Button Properties I

General Appearance Position Options  Actions

Layout: |Label only “ Advanced...

Behavior: | Invert ~

lcon and Label

State:

=)

[ General | Appearance | Options | Actions |

Add an Action

Select Action: | Execute @ menu tem -]

Menu ltem
File> Close
File» Properties...

File> Exit
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2) New button to Submit
1. Selectthe Add a ‘print’ or ‘clear’ or other
kind of button button on the toolbar
Click and drag to draw a button field
Change the Field Name to Submit
Click All Properties

Choose the Options tab

In the Icon and Label section click in the
Label area

7. Enter Submit as the label

Select the Actions tab

Choose Mouse Down for Select Trigger
10. Choose Submit a form for Select Action
11. Click the Add... button
12. In the Enter a URL for this link type

mailto:’name@domain.com’

13. Select PDF The complete document

The email address link on the button is the email address you
want the results mailed to

14. Click OK

The selected action will appear in the Actions section

15. Click Close
The Submit button will appear

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

Field Mame:
b |Submiﬂ
Required field All Preperties
Button?|
Button Properti [ = ]
General | App Positi Options  Actions
Layout: | Label only v | Advanced..
Behavior: | Invert v
Icon and Label
State:
Up Label: \swmu{
con: Choose Icon...
Clear
[Locked [ Close |

Diates are submisted in
CEYYYYMM -
a e s pasting the bt

:::::::

LDese

10 of 31

Adobe Acrobat Pro X: Forms



THE UNIVERSITY
UQ Library OF QUEENSLAND
Staff and Student I.T. Training AUSTRALIA

Exercise 8. Preview a form

1. On the toolbar at the top of Acrobat
find and press the Preview button Preview X

Your editing options will ‘grey out’ and the preview
button will turn into an Edit button.

Hover over the submit button and a tooltip for sending Submit
the data to the designated email address will appear. Er———

The form has become active even in Preview mode

2. Click the Edit button to return to Edit Edit ><
mode

1‘.‘ Mare A

‘_l:%- Convert to E-Sign Form

3. Click More in the tools panel

4. Select Clear Form
This should also be done before the form is distributed
Show Tab Mumbers

5. Click on Save
E‘ Highlight Existing Fields

]_T_'Q Clear Form
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Security and Protection

Exercise 9. Restricting user activities

G0 Edit View Window Help

= open.. Ctrl+0
E?’ Create 3

. . Save As.. Shift+Ctrl+5
1. Click File menu Save 3z Other ,
Export To »

2. Choose Properties

@ Attach to Email...

Close Ctrl+W

Properties... Ctrl+D

Document Properties

Description | Security | Fonts I Initial View | Custom I Advanced

Decument Security

The document's Security Method restricts what can be done te the document. To rer
restrictions, set the Security Method to Mo Security.

Can be Opened by:  Acrobat compatibility information unavailable

Document Restrictions Summary

Printing:  Allowed

3. Select the Security tab Changing the Document:  Allowed

Document Assembly:  Allowed

Content Copying:  Allowed

Content Copying for Accessibility:  Allowed

Page Extraction:  Allowed

Commenting:  Allowed

Filling of form fields:  Allowed

Signing:  Allowed

Creation of Template Pages:  Allowed

Desr_nptlon| Security |Fonts | Initial Vlewl Custom | Advanced

Document Security

4. Click the drop down arrow next to Security

The document's Security Method restricts what can be done to the document. To remaowe

M et h (0] d restrictions, set the Security Method to No Security.
. Security Method: [NU Security v]
5. Choose Password Security No Securty

Can be Opened by:  EEEUGIL R
Certificate Security k

6. Go to the Permissions area. Place a tick in
Restrict editing and printing

Permissions

. i Restrict editing and printing of the document. A password wi
7. Enter the following settings
. Change Permissions Password: *1
Change permissions password a

Printing allowed None Printing Allowed: | Nene
Change a.”owed None Changes Allowed: | None

Clear Enable copying if necessary

Check Enable Text Access
. | Enabl fi der devices for the visuall
C||Ck on OK nable text access for screen reader devices for the visually

[] Enable copying of text, images, and other content
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Permissions disclaimer
8. Click on OK

Confirm password
9. Re-enter the password a
10. Click on OK

Permissions aren't officially set until the file is saved.

11. Click on OK

12. Save as Adobe Word Form 2.pdf
13. Press ctrl+w
14. Open Adobe Word Form 2.pdf

THE UNIVERSITY
OF QUEENSLAND

AUSTRALIA

Adobe Acrobat - - -

. However, not all third-party preducts fully support and respect these settings.

| Do not show this message again

All Adobe products enforce the restrictions set by the Permissions Password.

Recipients using such third-party products might be able to bypass some of the |
restrictions you have set,

Adcbe Acrobat - Confirm Permissions Password — Ié
Please confirm the Permissions Password. Be sure to make a note of the password.,
I % Youwill need it to change these settings in the future.

Adobe Acrobat

Note: If a Document Open Password is set, the Permissions Password will alsc open
the document and bypass the security settings.

Permissions Password: |’|

The security restrictions will not apply until document is closed

Check Security

15. Check title bar for (Secured)
16. Click the File menu
17. Choose Properties

18. Select the Security tab to check
Document Restrictions

Notice most restrictions are now Not Allowed

19. Click on OK

Repeat protection with the following settings
Change permissions password a
Printing allowed None

Change allowed Fill in Forms

Clear Enable copying if necessary
Check Enable Text Access

Click on OK

! % document. You will be able to continue to change security settings until you
close the document.
| Do not show this message again L\\)

Security settings will not be applied to the decument until you save the

D) B X

Description Securdy Fonts  Initial View Custom  Advanced

ity Methed restricts what can be deme to the dos
it bhe Secunity Method to No Securdy.

Security Methad: | Passward Scurity

Cambe Opened by Acrobat 7.0 and later

&l canberts of the document are encrypled and sessch egines gannch
metadats,

Decument Rstrictions Summary
Prasting. Nt Allowed
Changing the Decument:  Not Allowed
Documant Assemibly:  Not Allowed
Coetent Copying:  Not Allwed
Content Copying for Accessibiley:  Allcwed
Page Larsctions Mot Allowed

Cemmenting: Mot Allowed

13 of 31

Adobe Acrobat Pro X: Forms



THE UNIVERSITY
UQ Library OF QUEENSLAND
Staff and Student I.T. Training AUSTRALIA

Signing and Certifying

There are two ways of electronically signing a pdf. Signing and Certifying. Signing a pdf means
that you agree with the contents e.g. a contract. Certifying a document means that the
document can be verified as having come from you. The processes involved in signing and
certifying pdf’s are the same.

Signing and certifying a pdf file allows for a verifiable way of proving a document in its current form
up to that point.

The ability to sign or certify a pdf requires the creation of a digital ID and a Certificate.

There are 4 steps involved in comprehensively signing and certifying PDF documentation.
1. Create a digital ID
2. Create a certificate from that 1D
3. Send certificate, to colleagues, for importing to recognise you as a trusted identity

(The presence of a trusted identity allows acrobat to verify the identify the signer of a PDF document)
4. Sign a document and send

Exercise 10. Create a digital signature

1) Create a digital ID
A digital ID is collection of data that electronically identifies a person. This data is embedded in a
signed document to identify the signer.

Digital Signatures

Page Display

Creation & Appeasanca

Click Edit > Preferences...

- Control options for signature
= Set the appesrance of signaty)

2. Select the Signatures category

3. Click More... button under S
Identities & Trusted Certificates

Mentities & Trusted Certificetes
+ Create and manage identities For signing
= Manage credentials used to trust documents

J} Security Settings

. .. , Digital ID aF
Click Digital ID’s 'gital IDs Ti|AddD | ¥ Usage
Directory Servers

Click on Add ID Time Stamp Servers
Adobe LiveCycle Rights |
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6. Select A new digital ID | want to
create now

7. Click on Next

8. Select New PKCS#12 digital ID file

Digital ID is preferable as a cross-platform industry
standard

9. Click on Next

10. Complete as much information as
required

11. Click on Next

12. Accept default storage location and
file name

Password needs to be supplied every time you sign a
document and must be at least 6 characters long

For training purposes the password ‘abcdef’ is
acceptable but please note this is not a good idea in
real life.

13. Click on Finish

You will be returned to the Security Settings dialog
box and your digital ID is created and stored

14. Close the Security Settings box

THE UNIVERSITY
OF QUEENSLAND

AUSTRALIA

Add Digital ID : T ]

Add or create a digital ID te sign and encrypt documents,
digital ID is sent to others so that they can verify your sign

() My existing digital ID from:
@ A file
A roaming digital ID accessed via a server

A device connected to this computer

@ A new digital ID I want to create now

Add Digital ID o oumrmen uum

Where would you like to store your self-signed digital ID?
@ New PKCS#12 digital ID file
Creates a new password protected digital 1D file that |
This commen digital ID file format is supported by m
including major web browsers. PKC5212 files have a .

() Windows Certificate Store

Your digital ID will be stored in the Windows Certificz
to other Windows applications. The digital ID will be

Add Digital ID

Enter your identity information to be used when generating the self-signed certificate,

Mame (e.g. John Smith): |Luka Gaiter
Organizational Unit: |LARS
Organization Name: |UQ Library

Email Address: ||uke@mine.:om

Country/Region: | AU - AUSTRALIA
1024-bit RSA

Digital Signatures and Data Encryption

Key Algorithm:

Use digital ID for:

Add Digital ID

==

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents, You should make a note of the file location
50 that you can copy this file for backup o other purposes. You can later change options for this
file using the Security Seftings dialog.

File Name:

[AUsers [ ] Security\David.pfx Browse..
Password:

r |
I e

Confirm Password:

| Cancel

¥ AddID /" Usage Options - Lycmiﬁcate Details (=¥ Export (¥ Refresh (@) RemovelD

Mame

Luke Gaiter <luke@mine.com>

Issuer Storage Mechanism

Luke Gaiter <|luke@mine.com> Digital ID File
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Exercise 11. Digitally sign a document

Open Terms of Service.pdf 2

certificates b4 ‘

Search in the Tools panel for Certificates PR
% Certificates
Select Certificates

4. Click Digitally Sign from the Certificates (% Digitally Sign | [ Time Stamp
menu at the top of your document

5. Click on OK
Click and drag to add signature location

Adobe Acrobat

I."'_"‘-.‘ Using your mouse, click and drag to draw the area where you would like the
' signature to appear. Once you finish dragging out the desired area, you will be
taken to the next step of the signing process.

Sign Document X

Sign As: Luke Gaiter (Luke Gaiter) 2021.06.30 ~

Issued by: Luke Gaiter More Details

Appearance; | Stendard Ted

Digitally signed
LUke by Luke Gaiter
. Date: 2016.06.30
Galter 15:09:01 +10'00"

7. Select adigital ID
8. Enter the appropriate password
9. Click Sign DlLock Document s Signing

Click Review to see if document content
may affect signing

Enter (EFUﬁ(EtEEaSSWDrd and click the 'Sign' butten
= ILI Cancel

Review...

- R — —_—

L] Save As -
Savein: Adobe Acrobat Pro X Forms - F @
T Name . Date modified Type
L & Adobe Werd Forms.pdf 8/04/14 1145 AM  PDF File
Recent Places ) Ayobe Word FormsExtended.pdf S/04/1411:53AM  PDFFile
m & Adobe Ward FormsSigned.pdf BU/14T4LAM  PDFFile
: “ H ] Terms of Servicepdf 8/04/141200PM  PDF Fil
10. Add filename “Terms of Service smeettemeer -
H ”
Signed.pdf
Libraries
11. Click on Save "
Computer
w
L < m »
Network
Fle name TemsbiServiceSigned pdl - Save
Saveastype: | Adobe PDF Fies "pd) - [ Cancal |

Digitally signed by Luke

H Gaiter
12. Digital signature appears on the document Luke Gaiter Date: 2016.06.30
15:11:53 +10'00"

16 of 31 Adobe Acrobat Pro X: Forms



THE UNIVERSITY
UQ Library OF QUEENSLAND

Staff and Student I.T. Training AUSTRALIA

A banner will display after digital signature is placed @ Signed and all signatures are valid.

@ Signature is VALID, signed by David <ssimsil S n miom =,

- The Document has not been medified since this signature was applied.
- The document is signed by the current user.

Clicking the signature also shows if the signature is valid

17 of 31 Adobe Acrobat Pro X: Forms
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2) Create a certificate
Once you have created a digital ID you can then create a certificate that contains the digital ID
information. The certificate can be sent to others, who then imports it into their copy of Acrobat as

a trusted identity.

Spelling

Tracker

Click Edit > Preferences... Trust Manager

Select the Signatures category Units & Guides v
Select More... under Identities &
Trusted Certificates
Identities & Trusted Certificates
= Create and manage identities for signing i

= Manage credentials used to trust documents

. .. s
Click Dlgltal ID’s Fo|AddiD ¥ Usage Options = [ B Certificate Details (o Export ¥ Refresh () Remove D
Se|eCt ID Name Issuer Storage Mechanism

Luke Gaiter <luke@mine.com> Luke Gaiter <luke@mine.com> Digital ID File
Click Export button

Data Exchange File - Export 0_ &

You have chosen te export the following data:

My Certificate(s)

Certificates are exported to allow the recipients to validate signatures created
by you and to encrypt documents for you. Exporting your certificate does not

Se|eCt Save the data tO a flle export your private key.
. Export Options
CIICk On NeXt Select whether you want to save the data to a file or share it via email:

() Email the data to someone

(@ Savethe data to a file

9. Specify a name and location for the file
The file is saved in an Acrobat FDF format

10. Click on Save

File name: Cert Exchange ol fdf I,\\, - Save

Save as type: [Acmbat FDF Data Exchange (" fdf) v] [ Cancel ]

@ . § Save operation complete.

Save message appeal’s il Data Type: My Contact and Certification Information
Filename: C:\Users sogpmsssmy Desktop\Adobe Forms\CertExchangeDavid.fdf
11. Click on OK

12. Repeat step 6 and select Email the
data to someone.
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Send Certificate

To.. Fiona Stroud { S5 . e N

e Send the certificate as an attachment =
to recipients who need to verify your cong Ce..
signature Bec.

e This will have to be imported by Subject | AdobeID Certfficate
recipient to recognise your signed sttached || CertExchanaeDavid.tdf (1 KB

documents as a trusted identity

3) Trusted ldentities

When you receive a certificate from another person you must import the certificate into Acrobat as
a trusted identity. This will allow Acrobat to recognise signed or certified documents from the
person whose certificate you have imported. This can be done from the attachment received or via

Acrobat Pro.

Spelling
Tracker
Click Edit > Preferences...
Trust Manager
Select the Signatures category Units & Guides y
Select More... under Identities &
Trusted Certificates
|dentities & Trusted Certificates
= Create and manage identities for signing Mare
= Manage credentials used to trust documents
a
. L. a Degali0s Tt 9 fmport 5 fipot | Comitcate Ovta (33 R
4. Click on Trusted Certificates... R ﬁ:..'t’“" -
Click on Import e S
M
Thes dealog will ¥ select comtacts You can sho set the

trust for any certificates associated with the contacts being imported.

Centacty

Hame Eman

[ Beowne . J

Navigate to where the certificate is stored Semch..
6. Click Browse Cutiens
This list desplays the certificates associated with the currently selected contact.
Subject bsuer Expires Detads ...
Trust .
Help t Caneel
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7. Select the ID file to import
8. Click on Open

You are returned to Choose Contacts to Import dialog
box

9. Choose Import

Presented with an Import Complete dialog box
10. Choose OK

Returned to Manage Trusted Identities dialog box. You
will need to specify what the new trusted identity can do.

11. Click Edit Trust

12. Tick Use this certificate as a trusted
root box

13. Tick Certified documents box

You should NOT tick the dynamic content, embedded
Java script and privileged system operations check
boxes. Doing so would potentially allow validation of
documents that may change after they have been signed.

14. Click OK to return to Edit Contacts

15. Close Digital ID and Trusted
Certificate Settings

16. Click OK to complete

4) Sign document

17. Open Terms of Service.pdf

18. Search in the Tools panel for
Certificates

19. Select Certificates

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

7L Locate Cersficate file

W + Adehe Forma

Coganizs = Norws foder

¢ ot

B Desitos § G o mremrr R s
B Downlzeds

1 Recent Pisces

Gl Usraries

3 Documants
o M

o Pctures

H Videos

" Compute
AL W SOE 241
O S (Viseefle] (H)
8 Librsey Heeme Drive (1)
8 Lishase (1)
5 Masic Bon 1M
[ —

Import details:

Importing Contact 'David' succeeded.

1 certificate(s) imported and added to 'David'.

) Cigtal 0 snd Trusind Corficats Semngs
= Ol et W inpon S Bpon | TP CouficneDeti € Romene
Towsted Contficates Hase i Cofione hover
Lttt AgSege Cemfrention Sun Lttt Rect Coteatin Acth
Liirunt Rt Cenfication Ausho... Litanst Root Cartification hath 3014,
166w wm
Listhtertein 4 @
P — Tt ot 51
LTS s

[mpart Contae Sentings ———
Cermihane Detiels
e Dwad Ll
bparr: Do < -

Usage:  Sige Iramacton, Encrypt document
Eparationn  MeUR 1S 1RLALE PM
Tant | Pokey Reitartiens

A cedificats ured to tgn o document et efher be designated se  Brud snchor oo
b v 10 4 bt anchodt i Grdfes for gnatire valdation 10 sucosed. Bevocation

Eeckioai ook SE L Abcs f s et

[ ¥ Usethe cericate o winssied sosi ]

W pgnature valdhSon sucoreds, trust bhes cerddeate fon

l ¥ Censfied decuments ]

Drynamec contant
rmbeided bigh privilege bafrpt

Privilaged fyem cpenstions (netwirking, printing, file
sccesy, wle )

—I
-

certificates X

£5’p Certificates
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20. Click Digitally Sign from the Digitally Si
Certificates menu at the top of your E}ﬁ' ~igraly sign
document

. Adobe Acrobat __
21. Click on OK — —

P

. . . I ‘-.I Using your mouse, click and drag to draw the area where you would like the
22. Click and drag to add Slgnature location V' signature to appear. Once you finish dragging out the desired area, you will be
taken to the next step of the signing process.

Sign Document X

Sign As: Luke Gaiter (Luke Gaiter) 2021.06.30 ~

Issued by: Luke Gaiter More Details

Appearance: | Standard Tet v

Digitally signed
23. Select a digital ID Luke G
Date: 2016.06.30

24. Enter the appropriate password Gaiter 150001 1000

25. CIICk Slgn [JLock Document After Signing

Click Review to see if document content
may affect signing Review...

Enter certificate password and click the 'Sign’ button

ki ILI Cancd

T Save As — e
Savein: |, Adobe Acrobat Pro X Foms - @k e m-
e Name ° Date modified Type
=5 2] Adobe Word Forms.peif 8/04/141145AM  PDF File
RecentPlaces i 4 obe Word FormsExtended.pdf 8/04/14 1153 AM  PDFFile
- =] Adebe Word FormsSigned.pdf 8/04/14 9:41 AM PDF File
. “ . 2] Terms of Senvice.pf B/04/141203PM  PDF Fil
26. Add filename “Terms of Service = | "
H ” —
Signed.pdf =
Libraries
27. Click on Save N
Computer
“
L] < 0 »
Netwerk
File name: Termsbf Service Signed pf - Save
Saveastype: [Adobe PDF Fles ('pd) - [ caned ]

Digitally signed by Luke
28. Digital signature appears on the Luke Gaiter &

d Date: 2016.06.30
ocument 15:11:53 +10'00'
A banner will display after digital signature is placed @ e

Signature Validation Status -

Clicking the signature also shows if the signature is valid @ Signature s VAL, signesl by Do < simi ey iy

- The Document has not been modified since this signature was applied.
- The decument is signed by the current user,
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Distribute and Collate Forms

THE UNIVERSITY
OF QUEENSLAND

AUSTRALIA

There are 3 main steps in dealing with Acrobat forms successfully

1) Distribute — send form to recipients

2) Respond — complete PDF form via Adobe Acrobat or Adobe Reader

3) Collate — collect and track responses

Exercise 12.

Reader Extended PDF

Without a copy of Acrobat Pro, ordinarily it is not possible to save filled in form information.
However, it is possible to extend this functionality to people with a copy of Acrobat Reader 8 or

later by saving the form as a reader extended PDF

[E) Edit View Window Help

Open Adobe Word Form.pdf
Click Edit PDF from the Tools pane
Enter password

File > Save As Other> Reader
Extended PDF > Enable More
Tools (includes form fill-in &
save)....

P w bR

Enable usage rights in Adobe Reader opens
5. Click Save Now

6. Save as Adobe Word Form
Extended.pdf

7. Click File > Properties to see what
restrictions have been added

Click on Ok
Click File > Close

B Open... Ctrl+0O

E?} Create 3

Save Ctrl+S
Save As... Shift+Ctrl+5
Save as Other 4
Export Ta

Reduced Size PDF... |
Attach tg  Certified PDF.. |

Reader Extended PDF H

Revert
Of - )

Close Enable Commenting & Measuring...
Ar Enable Mare Tools (includes form fill-in & save)...

Propertie
Press-Ready PDF (PDF/%) |

—
inable Usage Rights in Adobe Reader ) )]

The following features will become available for this document when opened in
the free Adobe Reader.

- Save form data (for a fillable PDF form only)

- Commenting and drawing mark-up toals

- Sign an existing signature field

- Digitally sign the document anywhere on the page (not available for XML
forms; only supported in Adobe Reader 8.0 or later)

Note: Once Reader Enabled, certain functions, such as editing document
content or inserting and deleting pages, will be restricted.

Document Restrictions Summary
Printing:  Allowed
Changing the Document:  Not Allowed *
Document Aszembly:  Not Allowed *
Content Copying: Allowed
Content Copying for Accessibility: Allowed
Page Extraction: Allowed
Commenting:  Allowed
Filling of form fields:  Allowed
Signing:  Allowed
Creation of Template Pages: Mot Allowed *
* This document restricts some Acrobat features to allow for extended features in Adobe

Reader. To create a copy of the document that is not restricted (and has no extended features
in Adobe Reader), choose File > Save a Copy.
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Exercise 13. Distribute, complete and track forms

1) Distribute via email

Open Adobe Word Form.pdf

2. Select Prepare Form on the Tools @ Prepare Form
pane
3. Click Distribute in the bottom right of
the window Distribute...
You may be prompted to save your form prior to
distributing
Distribute Form >

How would you like to distribute the form?

Email
« . ® Distribute, collect data using Email and Adobe Acrobat DC
Select “Email
. . Internal Server
5. Click on Continue ° B Distribute, collect data using SharePaint or Network Folder
Distribute Form
Select “Send it using Adobe Acrobat” e T e o

C|ICk on NeXt (®) Send using Adobe Acrobat DC

() Save a local copy and manually send it later

very Method:  Manually collect responses in my email inbox

Enter the recipients addresses To..
Ensure the box “Collect name and
emall from reCIpIentS to prOVIde ject: |P|easecompletetheformAdobeWord Form practice version 1_distriby
Opt|ma| traCkIng" |S CheCked Ssage: & C\Users\ s Adobe Forms\Adobe Wo...  Reset di
H invited t lete the f "Adobe Word Fi ti ion 1_distributed.
10. Click on Send - Adobe Acrobator Adobe Readerto il nthisform. |+

ck the attachment to open the form in Acrobat or Adobe Reader. When you are finisk
bmit to return your data to the form author.
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Forms > Digtobuted > Adobe Word Form practice versson 1_responsas

7. View Responses

Your form has been dully distributed will be bined into a)
file.

Adobe Forms\Adobe Word Form
s.pdf (Edit fils locatson)

Response File Location:
Tracker dialogue box opens when form has been sent Oistributed On:
successfully. It also allows the sender to see if recipients
have responded to a form

ion 1_respo

1:02:44 PM using emadl attachment

"'J Cpen Original Form

E’ Responses

11. Close Tracker box M P

Recipients Not Responded:

Total Recipients:

'?P Email All Recipiants é. Add Reciments

o ..'il Email Reopients Whe Haven't Respondad
Email Recipient Name Responded  Last Response Date/ Time
2) Respond to aform request
A Recipient will receive an email with the form as an Fri 28/03/2014 3:03 PM
attachment. David Miles
Please complete the form Adobe Word Form
1. Go to email inbox "
Message |l= Adobe Word Form practice version 1_distributed.pdf (L2
2. Open email attachment
Recipients open the form with instructions to complete the Please fill out the following form. When finished,
form and use the submit button click Submit Form to return the completed form.
When distributed, Acrobat scans the form and if no submit
button is found a submit button appears at the top right of the Highlight Existing Fields Submit Form
form
. o 3 SSTTHINNE . =
3. Complete All form fields e ——-r—
. . . . nhe | Daid < = |@
Complete the signature field last as adding it can make the [&'s ]
document read-only. If a required field is empty you will be et

Degitalty dornad by Dirvidd

locked out and unable to submit or make any other changes

4. Add Digital Signature ‘ David= : v

e Click Signature field e
e Select Signature at Sign As

Lk Document After Ssgning &
e Enter password
e Click on Sign Canc
5. Save file as Adobe Word
FO r m_Dl Stl’l b Uted_SI g ned ) pdf File name: Adobe Word Forms _distributed_bigned pdf - Save
Save as type: Adobe POF Files {*pdf) v] [ Cancel

6. Click on Save
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Send Form

@ ™

CLASS REGETRATION FORM Subject: Submitting Completed Form
e ——
E— " Attachmen Adobe Word Form_distributed.pdf
]
7. Click on Submit button e From:
Dialogue box opens to confirm response and return details Email Address:
Full Name:

[P |

[ Remember me

Select Email Client o]

Please indicate the option which best describes how you send
mail.

@ Desktop Email Application

Choose this option if you currently use an email application such

Indicate how you would like to send the response as Microsoft Outlook, Eudora, or Mail.

8. C|ICk on OK () Internet Email

Choose this option if you currently use an Internet email service
such as Yahoo or Microsoft Hotmail. You will then need to save
your ferm and return it manually to f.stroud@ug.edu.au using
your Internet email service.

[] Don't show again

oK l [ Cancel

Qutgoing Message Notification =

" A B An email message with "Adobe Word Form_distributed.pdf” attached has been

=" sent from your default email account. If your account is not configured to send
email automatically, it will be stored in the outbox folder. You will have to
manually send it from your email account.

A message box will pop up to acknowledge response has
been sent. Check message has gone as you may need to

send it manually. .
Don't show again

3) Track Responses from recipients

Date: Today
1. Go to email inbox 1] Submitting Completed Form
Instructions to add this form to a response file:
Fri 28/03/2014 3:20 PM
David Miles
Submitting Completed Form
To David Miles
2- Open emall and attaChment Message || Adobe Word Form practice version 1_distributed.pdf (148 KE}

Instructions to add this form to a response file:
1. Double-click the attachment.
2. Acrobat will prompt you to select a response file.
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Add Completed Form to Response File ‘ u

This file is a completed form and will be added to a response file.
@ Add to an Existing Response File
3- Choose a response flle “Adobe Word Form practice version 1_responses.pdf «
Adobe should find the original file if you are the one who sent = et
it out originally f Browse...
o) [

Welcome to your form response file

You may be presented with a welcome screen Update: Check for new responses

4. Cllck on Get Started Filter: Show only those responses that match your criteria

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

Archive: Move responses into a new archive resporke file

Add: Add new responses to the response file

Responses are shown in a table style layout. SRR RS
E David Miles 4,/04/2014 1:00:54 PM How to create a f

[l Update
N Filter
F-! Export -

=1 .
g Archive -

6

M " Delete

Response file gives several options for managing responses

Update can only be used on server based forms
Add is used for email based forms

4) View and manipulate responses

Filter Settings

1. Click on Filter
i ) Match the following:

2. Select class title field

3. Enter “forms” Class Title

4. Click on - Clear All contains

5. Click on Done form|

6. Click Tracker link
The tracker will allow you to view other details from Adobe Word
responses and contact recipients who haven't yet Forms_responses.pdf

responded. More details available at Tracker

7. Close Tracker Dialogue box
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Exercise 14. Export form results for analysis

1. Click on Export in responses file
Export all...
2. Select Export all ...

Export selected...

ik

CSV format is default and can be easily read by

Microsoft Excel File name: obe Word Form practice version 1_responses.cev =

3. Choose destination Saveastype:  |CSV (Comma delimied) (" csv) -
4. Click Save

A message appears to indicate success

5. Press CTRL +W to close response file

You may be prompted to save responses.pdf

Adcbe Acrobat M t- L

The data in the file "Adobe Word Forms_distributed_signed (2).pdf" has already
been added to the response file,

.

If you accidentally try to add a response more than once
a message will display.
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Reviewing PDF’s
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Exercise 15.

Reviewing PDF documents

1) Send invite for review

> wnh e

5. Fill out details before clicking on

6.

Open AdobeReviewFile.pdf
Open the Tools Panel

Click Send for Comments

Select Send for Comments by Email

Complete
Click Next

Eile Edit Yiew Windc

Home Tools

Send for Comments

@ Send for Comments by Email

Identity Setup X
Please enter your identity information so that other review
participants will recognize your invitation.
Identity

Login Mame:  uglgaite

Narme: |Luke

Title:  [Mr

Company: |UQ

Department: |LARS

Email Address: |Iuke@mine.com‘

Complete Cancel

Getting Started: Initiating an Email-Based Review

Adobe Acrobat DC lets you send PDF files by email for
back.

» Recipients of the file are told how to review it and hi
» Anyone with Adobe Acrobat 6 or Adobe Reader 7, o

Specify a PDF file to Send by Email for Review:

AdobeReviewFile.pdf
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Invite Reviewers
7. Enter email addresses of reCipient for Enter an email address for each person whom you would

review Address Book mickey.mouse@disney.com

8. Click on Next

Preview Invitation
Subject

[Please jein the review of AdcbeReviewfile.paf

A sample review email is displayed M ————————————
[[¥ou aee wveed 1o revew the document: Adobe i Yo
|17, co later. v review thin document.

9. Click on Send Invitation

Cancel | < Previows Send intaticn |

2) Respond to areview request

A Recipient will receive an email with the PDF file as an
attachment.

- Please join the review of AdobeReviewFile.pdf

1. Go to email inbox

Fiona Stroud

2. Open email message and attachment Please join the review of AdobeReviewFile.pdf

To University Of Queensland Library

Message =] AdobeReviewFile. pdf (409 KE)

Adobe Acrobat

A message box may display.

H . You have already saved comments for this review in another file. You can use
3' CIICk on OK ‘ . the Review Tracker to locate that file.

. . . _= Click Merge Comments to merge all of the comments you just
The review document will open and a message banner will kﬂ%

display to click Merge comments after editing

received into the tracked PDF file you sent for email-based review.

-

To
T T
? & &

4. Open Comments panel

5. Use Annotations to add comments

VO
¢ B8

NN

Merge Comments ‘

6. Click on Merge Comments in banner

Merge Comments onto Master P‘DFi
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Adcbe Acrobat
e

‘-"_'\.I Any comments that were in the file have been successfully placed on
"W AdobeReviewFileMerged.pdf.

A message box will confirm successful merge

[T Do not show this message again

3) Track reviewers
File Edit View Windc

Home  Tools

Open AdobeReviewFile.pdf
Open the Tools Panel

Click Send for Comments
Select Track Comments

Send for Comments

A

t@ Tracker
[§y Latest Updates
=g Reviews
=] [5 Sent
[& Joined
B ,ﬁ, Ferms

Tracker window opens with details of each reviewer ] Dtnbuted

=) Received
5. Click on AdobeReviewFile under the —
Sent Reviews

6. Click on View Comments to see merged = =

Beviess > Sanl > AdobeRevmwFile

comments in PDF file
/) Wlew Comments

: 201 d\Adube
File Location: ‘BErohot Pro X Forma EXerCises AGADEARVIERFIlE 00T
Status: Aetive
Sent: B/04/14 15:06:04 PM using email attachment
(8 Reviewers
,101 Email all Aeviewers i Add Reviewer:
Email Reviewer Name Title Type
Intistor
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Search Comments...
2 V-|E-
7. Click on Options button Expand Al

8. Select Create Comment Summary Collapse Al

Print with Comment Summary...

Create Comment Summary...

T

Create Comment Summary

Choose a Layout

() Decument and comments with connector lines on separate pages

() Decument and comments with connector lines on single pages

©) Comments only

Ll

@ Decument and comments with sequence numbers on separate pages

Popes Sz i

i Font Size: (7 Small @ Medium ) Large
9. Click on Create Content Summary T G

Pages containing no comments

Poges w0

lCreataCommantSummary] [ Cancel I

Summary of Comments on AdobeReviewFileMerged.pdf

Page: 1

= Number: 1 Author: uglstrou  Subject: Polygon  Dete: 8/04/14 15:39:46 PM

= Number: 2 Author: uglstrou  Subject: Polygon  Dete: 8/04/14 15:23:11 PM

& Number: 3 Auithor: uglstrots ibject: Confidential 154054 PM

C Number: 4 Author: ugltrou  Subject: Oval Dete: 8/04/14 16:03.29 PM
The document summary will be created for printing or P ——
saving ftsbers  auhor uggama o v 0414 153953 650

7| Number. 7 Auther: us Subject: Inserted Text Date 8/04/14 15:22:36 PM

Investors in Education
[T Number: 8 Author: uglstrou  Subject: Highlight Dete: 8/04/14 15:23:54 PM
1 |Nurnber: 9 Auither: ue Sul Underiine Date: 8/04/14 152241 PM

[]Number: 10 Auithor. ugfstrou__Subject: Inserted Text Date: 8/04/14 15400 P
originally

" Number: 11 Auther. uglstrou Subject Polygon _ Date: 8,04/14 160249 PM
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