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PDF Forms Using Acrobat and LiveCycle Designer Bible is written for a cross-platform audience. Users
of Microsoft Windows XP Professional or Home Edition, Windows Vista Professional and Home
Editions, Tablet PC Edition, and Apple Macintosh computers running OS X v10.2.8, 10.3, 10.5
and later will find references to these operating systems.

About This Book

This book is like having two books in one. The first half of the book is devoted to working with
Adobe Acrobat on both Windows and the Macintosh. The second half of the book is devoted
entirely to LiveCycle Designer ES, which is a Windows-only program. In Chapter 20 we provide
some guidance for using LiveCycle Designer ES on an Intel Macintosh computer using virtual
desktop software, the Windows operating system, and the Windows version of Acrobat Pro.

Most of the chapters in the first part of the book include screenshots from Acrobat running under
Windows. The user interface is closely matched between Windows and the Macintosh; therefore,
Macintosh users will find the same options in dialog boxes and menu commands as found in the
screenshots taken on a Windows machine. Where significant differences occur, you'll find addi-
tional screenshots taken on a Macintosh to distinguish the differences.

With the exception of Chapter 20, the second half of the book shows screen shots take on
Windows only. Because LiveCycle Designer ES is a Windows application, you'll fine no images
taken on the Macintosh.

How to read this book

This book is designed for the novice forms author as well as intermediate and advanced users of
Acrobat Standard, Acrobat Pro, Acrobat Pro Extended, and Adobe LiveCycle Designer ES. We cre-
ated a publication that’s like having two books in one. Because LiveCycle Designer ES ships with
Acrobat for Windows users, we broke the book up to cover in the first half all you need to know
about PDF forms using Acrobat Standard or one of the Pro applications. The second part of the
book is for Windows-only users who want to know how to create dynamic forms using Adobe
LiveCycle Designer ES.

To begin with, you need to think about what application you have access to. If you're a Windows
user you need to decide what application you want to work with — either Acrobat or LiveCycle
Designer ES. If you're a Macintosh user and you want to create dynamic forms using LiveCycle
Designer ES, your first stop should be Chapter 20 where we talk about how you can install
LiveCycle Designer ES on an Intel Mac.
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If PDF forms are of interest to you then Chapters 1 through 19 are where you want to spend your
time reading pages related to Acrobat forms. If you're interest is in LiveCycle Designer you’'ll want
to look at Chapter 3 where we talk about forms standards that apply to all forms authors, and then
move on to Chapter 21 where we begin talking about LiveCycle Designer.

Although we made our best effort to develop this work to read in a nonlinear fashion, there are
some basics that all forms authors need to know respective to the programs. You'll find some of the
essentials for Acrobat forms in Chapters 1 through 5. For LiveCycle Designer, you'll find the basics
covered in Chapters 21 through 25.

We made an effort to support key concepts liberally with exercises through most of the chapters.
This design affords you an opportunity to jump into a chapter, step through an exercise and get
right to the point where you can apply what you learn to a real world form creation task. Included
in the chapters you'll find many Cross-Ref icons that refer you to other chapters where you can
find information to amplify a concept or description of a program feature.

Throughout several chapters related to working with Acrobat Forms we included URL resources
where you can learn some more information. You can go beyond the material in this book for more
in-depth learning on specific topics like using JavaScript or creating accessible forms.

For readers interested in LiveCycle Designer, we know that using this program is not easy. It takes
some hard work and dedicated study to become proficient with the program. In Chapter 35 we
provide some recommendations for learning more and we included URL links to a wealth of
resources.

You will find exercises in most of the chapters, and we loaded up the CD-ROM with sample files
that correspond to almost every series of steps. In some chapters we provide you with sample files
in different stages to help you follow steps in a chapter. We included PDF documents for all sam-
ple files so the Acrobat users can see the results of the files we created in LiveCycle Designer. We
recommend looking over the example files to see the results of various editing jobs. Each file
related to the exercises is contained in folders respective to the chapters. Therefore, you can easily
find a chapter that describes steps to create a form from a given chapter folder on the CD-ROM.

Icons

The use of icons throughout the book offers you an at-a-glance hint of what content is being
addressed. You can jump to this text to get extra information, be warned of a potential problem, or
amplify the concept being addressed in the text. In this book you'll find icons for the following:

I A Caution icon alerts you to a potential problem in using Acrobat or LiveCycle

e % Designer, any tools or menus, or any supporting application that may be the origi-
nation of a document to be converted to PDF. Pay close attention to these caution messages to
avoid potential problems.

=1 The Cross-Ref icon indicates a cross-reference to another area in the book where
< ==i=% more information can be found on a topic. It is almost impossible to walk you
through creating a form for a given purpose in a linear fashion because there may be many
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interrelated features. Covering all aspects of a single feature in a contiguous section of the book
just doesn’t work. Therefore, some common features for a command, a tool, an action, or task
may be spread out and discussed in different chapters. When the information is divided between
different sections of the book, you'll find a Cross-Ref icon that cross-references the current
passage to another part of the book covering related information.

T A Note icon signifies a message that may add more clarity to a text passage or help
% you deal with a feature more effectively.

¥ This icon directs you to related material on the CD-ROM.
I Tips are handy shortcuts. They help you to more quickly produce results or work

et through a series of steps to complete a task. Some tips provide information that
may not be documented in the Help files accompanying Acrobat Professional.

The book’s contents

This book is about creating forms using Adobe Acrobat Standard (on Windows), Adobe Acrobat Pro
on Windows and the Macintosh, Adobe Acrobat Pro Extended on Windows, and Adobe LiveCycle
Designer ES on Windows. All the content related to Acrobat Forms in Chapters 1 through 19 in the
book applies to Acrobat Standard, unless you see a reference that a specific section applies only to
Acrobat Pro or Pro Extended. Acrobat Pro features are clearly marked throughout the book so you
know when Acrobat Standard doesn’t support a particular feature. In many instances we refer to
Acrobat Pro to include both Pro and Pro Extended. When a feature is unique to Acrobat Pro
Extended (and there are few of these), you'll find a specific mention of this difference.

Just about everything you need to know to create PDF and XML forms is contained in this book.
This book is not about using the many different features of Acrobat and all the options you have
available for PDF creation. We stick to working with forms tools and converting documents most
often used to create forms designs.

To simplify your journey through working with the two programs covered in this book, we broke
up the chapters into nine separate parts. A total of 35 chapters address Acrobat and LiveCycle
Designer features best used by forms authors. The nine parts include the following:

Part I: Getting Familiar with Forms. To start off, we begin with taking a tour of Acrobat Forms
in Chapter 1. This chapter gets you involved in creating a form before we explain anything else
about authoring forms in Acrobat. By the time you finish this chapter you can create forms for a
number of purposes for your company. In Chapters 2 through 4 we cover information that should
be of interest to all forms authors. We cover designing forms, following standards, and show exam-
ples of what we consider to be good form designs and some not so good form designs.

Part II: Using Acrobat Forms Tools and Properties. You have a number of different tools in
Acrobat designed for creating forms and you have a variety of file formats that can be used to cre-
ate PDF forms. In Chapter 5 we start this part discussing simple office forms, the purpose for these
kinds of forms, and easy methods you can employ to create the forms. In Chapter 6 we talk about
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converting paper forms to electronic forms using Acrobat’s built-in scanning and Optical Character
Recognition (OCR) features. Tables are a fundamental design element in many forms and we
devoted two chapters in the book to creating tables on forms. The first chapter appears in this part
where we talk about creating tables in Acrobat. To finish up this part we cover the vast number of
forms properties you can assign to all the field types.

Part III: Preparing Forms for Deployment. After you complete a form in Acrobat, you'll want to
add some additional edits to prepare a form for distribution. This part relates to many of the things
you'll want to handle before you actually deploy a form. In Chapter 10 we talk about adding spe-
cial features to a PDF form for Adobe Reader users. In Chapter 11 we talk about making forms
accessible to meet U.S. government standards for document accessibility. We move on to Chapter
12 where we talk about adding security to forms and using digital signatures. We finish up this
part talking about some of the benefits for using forms with PDF Portfolios and creating forms with
layers.

Part IV: Managing Form Data. When you've prepared your forms and are ready to distribute the
form to recipients, you'll want to learn some of the ways you can handle the form data when forms
are returned to you. In Chapter 14 we talk about distributing forms and collecting data from recip-
ients. In Chapter 15 we talk about calculating field data.

Part V: Working with JavaScript. We often refer to many forms created in LiveCycle Designer as
dynamic forms where the form recipient interacts with a form and the form is modified according
to user input. These dynamic characteristics of a form can be applied to Acrobat Forms through
the use of JavaScript. We realize many novice users may be unskilled at writing scripts so we begin
this part with an introduction to JavaScript that any user can understand. In Chapter 17 we extend
the knowledge from Chapter 16 and provide a number of code examples with two lines of
JavaScript code that any user can comprehend. In Chapter 18 we move on to more advanced
JavaScripting and in Chapter 19 we finish up the chapters related to Acrobat Forms by covering
more in-depth JavaScripts designed to work only with Acrobat.

Part VI: Getting Started with LiveCycle Designer. This section begins the part of the book
devoted to LiveCycle Designer. In Chapter 20 we talk about how Macintosh users can install
LiveCycle Designer on Intel Macs. In Chapter 21 we put the Mac to rest and for the remainder of
the book we stick to working with LiveCycle Designer on Windows. Chapter 21 is an introduction
to LiveCycle Designer and Chapter 22 gives you an in-depth look at the Designer workspace.

Part VII: Creating XML Forms. This part covers some essentials related to designing forms in
LiveCycle Designer from new blank pages, converting Word and Excel documents to Designer
forms, using PDF Backgrounds, and creating Designer templates. The chapter is designed to take
you on a tour of forms development in Designer before we look in-depth at all the assets you have
for adding objects to a form. We add the definitions for the many different objects and objects
properties in Chapters 24 and 25.



