
CSN Workshop/November 2014                         Carla Castellaw (909) 652-6821 

Creating Adobe PDF Fillable Forms: The Basics 

Preparing the Original File 

Before you convert a Word or Excel file into a PDF fillable form, edit the form carefully. 

• Allow enough room for the fields that you will add to the form. 
• Underscore where you want a fillable text field to appear on the form. 
• Plan where you want radio buttons, dropdown menus, and read-only fields that you update 

from semester to semester.  

Opening the File in Adobe Acrobat X Pro 

1. Open Adobe Acrobat X Pro 
2. Under Getting Started select Create PDF Form or Online Form. 
3. In the new window, Create or Edit Form, select Use an Existing File and click on Next. 
4. Browse for the file and click on Next. 

Fields 

Adobe Acrobat automatically converts underscored blanks into fillable text fields.  You may need to add 
additional fields to complete the form.  To do so, go to Tasks and Add New Field.  Common field choices 
include 

• Text Fields for free response answers.  They can be formatted for single or multi lines. 
• Radio Buttons for responses that require one right answer. 
• Dropdown Menus, a space-efficient way to display multiple responses. 

Multiple fields can be aligned by selecting the fields, right clicking on the highlighted fields, and choosing 
the desired alignment. 

Properties 

The properties of each type of field can be modified. Select the field and right click to see the field 
property options. 

1. Rename the field if needed.  The tooltip is the word that pops up when the reader mouses over 
the field.  For the form to be ADA compliant, a meaningful word should be used for the tooltip. 
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2. When changing the appearance of your form, be sure to select a font and font size that is 
compatible to the font type and font size on the original form. 

 

3. Depending on your needs, you can limit the field to a single line or multi lines. If you select 
Multi-line, the field will scroll if it runs out of space for the words. 

 

4.  To test the field properties, click on Preview and type information into the fields. Then click on 
Edit and adjust the field properties as needed. 
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Tab Order 

When filling out a form, recipients should be able to tab from field to field in chronological order. In the 
Fields pane located in the bottom right hand corner of the screen, you can check the tab order of the 
fields. To change the tab order, click and drag the field names in the Fields pane. Another way to change 
the field tab order is to use the Tab Order dropdown menu.   

 

Saving a Fillable Form 

Saving three different copies of the form will save you time!   

Before you create a form in Adobe Acrobat X Pro, save the 

1. Original File (Note: Original fillable forms can be created from Word or Excel files.) 

After you create the form in Adobe Acrobat X Pro, save it as a 

2. PDF which you can reopen in Adobe Acrobat X Pro to edit the form fields.  (See “Opening  the 
File in Adobe Acrobat X Pro” on page 1 of this handout for details.) 

3. Reader Extended PDF which allows recipients to save the information typed into the form fields. 

WARNING: Once you save a file as a Reader Extended PDF, you can no longer edit the form fields in that 
file. 
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Saving a Reader Extended Version of your Form 

1.  Under Tasks, Click on Close Form Editing. 
 

 
 

 
2. Go to File→Save As→Reader Extended PDF→Enable Additional Features 

 

 

 

3. Click on Save Now. Rename your file to differentiate it from the PDF version of the file. 

Platform Quirks 

An Adobe Acrobat form works best on a PC.  Forms filled out by Mac users in Mac Preview and sent to 
PC users appear blank. PC users will need to click on the fields to see the information in the fields.  To 
avoid this problem, Mac users should fill out the form in Adobe Reader instead of Mac Preview.  


