ables are part of many PDF forms. Tables are commonly set up

with columns and rows having a header at the top that describes

the content for each column and two or more rows of data following
the header.

You find tables in a variety of forms. You might have a job application form
where tables are used for work and education history. You see many tables
in point of sale purchase forms where you find columns of descriptions,
quantity, price, and totals across each row. In other forms, you see tables
that make data entry and exporting data intuitive and easy for form fillers.

Tables can be as small as a few rows of data following a header or many
pages of data all within a tabular format. In Acrobat, you need to design a
table for the maximum anticipated rows of data that a form recipient is likely
to use on your form. In LiveCycle Designer, you can create dynamic forms
that spawn new rows based on user input or data flowing into a form.

In this chapter, we talk exclusively about creating and editing tables in
Acrobat. If you want to know more about dynamic tables created in
LiveCycle Designer, see Chapter 28.

Creating Tables in PDF Forms

Creating tables

When designing tables, you should use a table feature in an authoring applica-
tion. Programs like Microsoft Word and Adobe InDesign both have table fea-
tures that support formatting tables, such as adding columns and rows, adding
headers, and alternating fills for cells according to rows; Figure 8.1 shows an
example of such a table. Authoring programs like Word and InDesign also
allow you to format text within cells and perform many more formatting tasks.
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FIGURE 8.1

This table contains rows with alternating fills. With the calculations added to this form and the column of
combo box fields, this form isn’t a good candidate for using auto field detection.

GFS-P0-202

PRODUCT ORDER REQUISITION

POF FORMS USING ACROBAT & LIVECTCLE DESIGNER BIBLE

Company
Address
City State Zip
ATIN
Emalil
# DATE ITEM DESCRIPTION EACH QUANTITY ITEM TOTAL
1. |12/07/08 | Tape ~ | Bonds Investing ~| $49.95 2 99.90
| 2 [120708 | Book ~ | Playing the Market ~| $29.95 3 89.85
3. 112/07/08 | Video | Global Annual Investment Fest v | $149.95 2 299.90
4. |12/07/08 | Tips | Orange Juice v | $19.95 1 19.95
5. = - - 0.00
I T
Method of payment Shipping =t
acct [lcc CK C.0.D. Il Overnight 2-day Standard
CreditCardNumber [ | exp. [ |
Official Use only Processed by Shipped by
Date [ 'wd
Approved Yes  No

www.globalfinacialservices.com
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If you have to get the data from a table in a PDF form out to an authoring program, Acrobat recog-
nizes the structure of a table and can easily export data to a spreadsheet application. If you use
other authoring programs and use tables and indents, you might find more challenges when
attempting to export data. As a general rule, try to use table features in programs to design your
original forms that have tables.

After you convert your original authoring application documents to PDF, you can add fields in
Acrobat to populate the forms with form field objects. Tables often require you to avoid using auto
field detection when you open a form containing a table in Form Editing Mode. You might get
away with populating a table that has no calculation fields such as a job application form; but
when you have calculations to perform on a form, you most often are best served by adding fields
manually.

Knowing when to use auto field detection and when to avoid it is helpful when you create PDF
forms containing tables.
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Auto-detecting fields in tables

You can always open a file in Form Editing Mode, populate the form, check over the fields, and
delete fields that you feel are better designed by adding field objects manually on a form. This
method works if fields are recognized for areas where you don’t need some special properties such
as calculation formulas for the fields.

Regardless of whether you use auto field detection or open a form and decide to manually add
form fields, you'll want to know some standards in regard to adding fields in a table where auto
field detection isn’t your best solution. The forms that you should plan on manually populate
with field objects contain fields such as:

B Calculation formulas: If you have to write JavaScripts to calculate row totals, discounts,
sales tax, shipping costs, and grand total fields, then you'll want to use hierarchical names
in a table, as explained in Chapter 7. Using auto field detection won’t help you when
hierarchical names are needed.

B Radio buttons and/or check box columns: If you have several columns containing radio
buttons and check boxes, using hierarchical names will speed up your form editing by
ten to one over using auto field detection and using independent field names.

B Combo box and list box fields: You might choose to auto-detect fields on a form as a
partial solution when adding combo box and list box fields; however, the combo boxes
and list boxes should be created manually. If you have long lists of options for each
combo/list box, you're better off creating one field for each column/row manually and
then placing multiple fields that duplicate the responses while changing field names for
the remaining columns/rows. If you rely totally on auto field detection, you'll have to edit
properties for each of these field types on the table.

B Duplicating text fields: This issue is not related exclusively to forms with tables. If you
have a block of text fields that need to be replicated on a form, it’s best to use hierarchical
field names especially when populating several forms with the same types of fields. For
example, suppose you have identifying information for one block of fields and another
group of fields designed for emergency contact information. The fields are identical in the
two blocks but they need separate field names for each block. You can easily copy one
block, change the parent names, and paste the changed name fields back to your form.
Using auto field detection requires you to set properties on each field separately.

B  When auto field detection doesn’t detect fields: Quite obviously as explained in
Chapter 5, some form designs are not auto field detection-friendly. If Acrobat cannot
detect fields on a form, then you need to add fields manually. With many different forms,
Acrobat may recognize fields in many areas outside a table. If you find this to be true
with some of your forms, you may only need to add the table fields to complete your
form editing.
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GROSSREF:

Creating tables by auto-detecting fields

For forms that don’t meet the criteria for low-optimum results when using auto field detection, you
can open the form in Acrobat and choose Forms=>Add or Edit Fields. If the fields can be detected
on the form, you're prompted in a dialog box to permit Acrobat to use auto field detection as
described in Chapter 5.

To see the results of creating a form with a table where auto field detection is used, follow these steps.

! To follow the steps, use the globalEmploymentApplicationRaw.pdf in the Chapter08
folder on the book’s CD-ROM.

STEPS: Using Auto Field Detection with Tables

1. Open a form containing a table in Acrobat. In our example, we use the globalEmploy-
mentApplicationRaw.pdf document found in the Chapter08 folder on the book’s CD-ROM.

2. Choose Forms=> Add or Edit Fields. Acrobat prompts you in a dialog box for auto-
detecting fields on the form. Click Yes, and the form opens in Form Editing Mode popu-
lated with fields, as shown in Figure 8.2.

3. Examine the form. In this example, the table in the Education area of the form was suc-
cessfully populated with field objects. Acrobat did not pick up the Yes/No boxes/radio
button fields needed to complete the form because no geometric shapes were added to
the form design.

4. Save the form. The form needs some editing. Before proceeding, save the file by choos-
ing File= Save As to rewrite the file with a new filename.

The form in Figure 8.2 is a good candidate for using auto-detection of fields. The form requires no
calculation fields, only a few radio button/check boxes need to be added, and the form has no
combo/list boxes. With a few edits, we can finalize this form and distribute it.

Adding fields to a table

Partial auto-detection of fields is most common with many forms and especially on forms with
tables. That is to say, you let Acrobat detect fields, and some fields are missed when using auto
field detection. You can expect to modify a form with manual edits using the Form tools in Form
Editing Mode.
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When you open the form in Form Editing Mode, you see the table in the Education area populated

with fields.

GLOBAL

financial
3 st park avenue
a n 7
Date
APPLICATION SUMMARY s
Last Name First Social Security No.
Street Ad Home Phon
""1 ’1
City State g How Long at Present Address?
E-Mail Wages Expecte
femail|
Position Applying For 8 Were you previously employed by this Department
| Yes,Date (9 No
List any relatives or friends working for Name Relationshi
this organization [E==
I L
In case of accident noti Phon
No. of Years | Did You | Diploma or
EDUCATION i : B
Name and Location of School Course of Study Completed | Graduate | Degree
HIGH Yes
SCHOOL JHiGH scHooL | Course of StudyHIGH SCHOQ | No o ompleted Diploma or Deg
No
i T 1 T 1
TRADE OR =
BUSINESS SCHOOL Course of StudyTRADE OR BL | No of Years Completed N Diploma or DegreeYes.
o
T T T T 1
COLLEGE OR Yes
UNIVERSITY ‘ Course of StudyCOLLEGE OR (| No o ompleted Diploma or Deg
No
GRADUATE Yes
SCHOOL 4
No
Afditional Education

Auto field detection didn't
pick up the check box fields

For the form in Figure 8.2, we need to add some radio button or check box fields for the Yes/No
responses. To see how this form would be edited in Form Editing Mode, follow these steps.

STEPS: Editing a Table with Auto-detected Fields

1.

Open a form with a table where you need to add more fields after Acrobat has auto-

detected fields. In our example, we use the form shown in Figure 8.2.

2.

Zoom in to the target area on the form where you want to add fields. Click the Zoom

In tool several times to zoom into the area where you want to add fields.
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Form Editing Mode doesn’t provide you with a Zoom tool in the Form Editing Mode
“ toolbar. To access the Zoom tool, press Ctrl/8+spacebar on your keyboard.

Click+drag a marquee in the area you want to increase the magnification.

3.

= ‘y,‘ 7‘?&- L3R
recorded for the field.

5.

6.

Add a radio button field. The Yes/No responses can be either radio button or check box
fields. We'll use radio buttons to easily create mutually exclusive fields. In Form Editing
Mode, click the Radio Button tool in the toolbar. Make certain the Keep tool selected in
the toolbar check box is not checked. Doing so won’t open the mini Properties window
where you can choose the Radio Group Name.

Click the loaded cursor in the first row where you want the radio button to appear. Don’t
worry about the size of the field for now. We'll take care of sizing fields after adding all
the radio button fields.

Name the fields. In the mini Properties window, name the field. In our example, the first
two radio buttons are used for Yes/No responses for graduating high school. We named
our first radio button field highSchool. Type a field name, and press Enter.

When naming fields, you don’t have to press Enter. You can click a tool in the tool-
bar or click outside the field, and the name you last typed for the field name is

Add another radio button. Click the Radio Button tool again, and click below the first
field. By default, the second radio button is added to the same Radio Group Name. Type
No in the Button Value text box, as shown in Figure 8.3.

When creating a mutually exclusive set of radio buttons you can also click the Add
another button to group check box to add another radio button field.

Add an additional Radio Group Name. Click the Radio Button tool again, and click the
loaded cursor in position to add another field. In our example, the next row asks about
receiving a trade or business diploma. We typed a new name for the field and called it
businessDiploma. Then we added a second radio button to this group and set the Button
Value to No. By default, Acrobat adds the name of the last group you identified when the
last radio button was created.

Add all the fields needed for the form. In our example, we need two more groups of
radio buttons. We named the next two groups college and graduateSchool, as shown in
Figure 8.4. We changed the Button Value for the second radio button in each group to
No and left the default value Yes for the first button in each group.

Resize an anchor field. In our example, the radio button sizes are too large. We want to
reduce the size of each field. To do so, click the top radio button, press the Shift key, and
drag one of the corner handles inward to size the field down. We'll use this field as an
anchor field and size the remaining radio buttons to the same size. If the field is not posi-
tioned carefully within the area where you want the field to appear, click with the Select
Object tool and drag it into position. This field will be used for alignment and positioning
of the remaining radio button fields.
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Type No for the Button Value for the second radio button field.

Did You | Diploma or
Graduate | Degree

-

F1 Required field Show All Properties

N 0 Button Value:

[No

Yes Add another button to group

Diploma or DegreeY!

FIGURE 8.4

All the radio buttons are added to the form.

Did You | Diploma or
Graduate | Degree

jloma or Degreeles Mo

Yes

sloma or DegreeYes Mo_4

No
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9. Resize all the radio buttons. Drag the Select Object tool through the fields you want to
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resize. Open a context menu after selecting the fields, and choose Set Fields to Same
Sizew> Both (for both height and width), as shown in Figure 8.5.

FIGURE 8.5

Size the fields to the same size as the anchor field shown with handles on the field
rectangle.

Did You | Diploma or
Graduate | Degree

Yes @ = 1
Properties... Ctrl+1

Rename Field...

N 0 Set as Reguired Field
=4 Add New Field 3
Y es Cut Chrl+X
Copy Ctrl+C
Delete
N 0 Select All Ctrl+A
Align, Distribute or Center r
Height Set Fields to Same Size
Width Place Multiple Fields...
Both [ Show Tab Numbers

Duplicate...
N 0 Gnd Ctrl+U

Use Current Properties as Mew Defaults

No (3

10. Align the fields. With the fields selected and the handles appearing on the top anchor

11.

field, open a context menu and choose Align, Distribute, or Center= Align Left.

Distribute fields. Click the bottom field with the Select Object tool, press Shift, and drag
down (or up) to vertically place the field in proper position. You should have the top and
bottom fields in the right position on the form. Drag the Select Object tool through the
fields, and choose Align, Distribute, or Center= Distribute Vertically. The fields should
nicely fit into position, as shown in Figure 8.6.
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After sizing, aligning, and distributing the fields, they fall into the proper position on the

form.

Did You | Diploma or
Graduate | Degree
Yes {&=

Jloma or DegreeYes No

No h%h‘;-(

Yes e
No &=
Yes =

-
NO c@\
Yes f=m
"

sloma or DegreeYes No_4|
No 9;3"‘?'3?

The appearance of the radio buttons doesn’t match the design of the form in Figure 8.6. We’ll hold
off for now on changing Appearance Properties and cover the options you have for appearances in
Chapter 9. At this point, you should have an idea for some of the kinds of edits you need to make

on forms where auto field detection doesn’t pick up all fields in a table.

Notice that we first added the fields to our form and didn’t worry about sizing and alignment. You
could add fields with a guideline in place and snap fields to a guideline as discussed in Chapter 7.
You could size them by sizing a field to the correct size and then choosing Use Current Properties
as New Defaults. All subsequent radio buttons fields would then be created at the same size.
However, you still need to use the context menu command to Distribute the fields. If you try to
visually position fields in vertical or horizontal alignment, you'll rarely get it right the first time.
Because we had to visit a context menu command for distributing fields, we found it just as easy
to size and align fields using the menu commands.
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FIGURE 8.7

Adding fields manually to tables

When creating tables on forms, you not only have to decide what tables work with auto field detec-
tion, but also what’s the easiest way to populate a table. If you read the preceding section, you should
have an idea for the complexity of making edits to prepare a single column of fields in a table.

Modifying fields created with auto field detection can sometimes take more time than starting from
scratch and adding all fields manually. If you have to edit a few columns, you may as well populate
the entire form manually and make edits to all columns and rows. Creating fields manually can some-
times take less time by populating the entire form than using auto-detection for partial field creation.

Creating tables with radio buttons and check boxes

Figure 8.7 shows a table with several columns and rows. This type of form is just as easy to create
manually as it is by letting Acrobat auto-detect fields. If we open the form in Form Editing Mode
and use auto field detection, Acrobat misses the first column. The Meeting Days column is
designed for a Combo box so this column needs to be created manually. The remaining six col-
umns are designed for check box fields. If Acrobat adds fields via auto field detection, the fields
won’t be mutually exclusive for the Yes/No columns following the Meeting Days columns.
Therefore the last six columns will be unusable. The only usable fields we end up with after auto
field detection are the second, third, and fourth columns where we won’t need to rename fields.

A table such as this one is created more easily using manual methods than using auto field detection.

@ GLOBAL
financial

Global Financial Services

Broker Regional Chapters - International
Territory Date

Territory VP VP Email

o [ o
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Adding the first row of fields

The first order of business for populating the form shown in Figure 8.7 is to add a row of fields in
the top row. When you choose Add or Edit Fields, be certain to click No when prompted for auto-
detecting fields.

After entering Form Editing Mode, add fields and set the properties appropriately for each field.
The Meeting Days column is designed as a combo box with options for days of the week. The last
five columns do not need to be populated. We'll just add one check box field for the first column
where Yes/No responses are needed. The first two Yes/No columns appear under the Meet Monthly
heading. The No column under this heading is intentionally left empty. The form, with the fields
added to the top row, appears in Figure 8.8.

FIGURE 8.8

Fields needed to populate the table are added in the first row. The last five columns are left empty
intentionally.

3\ ‘@ W7 We added the first row of fields and two fields at the bottom of the form to the
Ut B &E globalBrokerChaptersFirst.pdf file found in the Chapter08 folder on the book’s
CD-ROM. You can use the file to follow steps in this chapter.

Adding the first columns of fields

Beginning with the column heading Location and ending with the column heading Monthly
Meetings, we can use the Place Multiple Fields command to populate the rows below the first row.
The Yes/No columns under the Meet Monthly heading need some special treatment that we’ll use
later to populate the last five columns, but we'll use the first Yes field under this heading.

To populate the first six columns, follow these steps.

STEPS: Manually Populating Rows in a Table

1. Select the fields to be populated. Click the Select Object tool, and draw a marquee
around the fields in the first row. All fields on the form in the table are selected.

2. Open the Create Multiple Copies of Fields dialog box. Open a context menu and
choose Place Multiple Fields to open the Create Multiple Copies of Fields dialog box.
There are ten rows on our form. Type 10 in the Copy selected fields down text box, as
shown in Figure 8.9, and click OK to populate all rows with the first five fields.

OTE T When you use Place Multiple Fields, Acrobat doesn’t count the first field you cre-
ARG ated on a form. Inasmuch as you might think Acrobat is copying the first field and
pasting nine copies for a column of ten rows, Acrobat is actually replacing the first field and giv-
ing it a hierarchical name. Therefore, you need to type the total columns/rows on your form in
the Number of Fields text box in the Create Multiple Copies of Fields dialog box.
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FIGURE 8.9

Type 10 in the Copy selected fields down text box to add a total of ten fields for each
column.

Create Multiple Copies of Fields ==

Number of Fields

Copy selected fields down IlU = times
Copy selected fields across |1 * times

Move the bottom row to fit within the last row in the table. Click the Select Object
tool, and drag through the bottom row of fields to select them. Drag the fields to the cor-
rect position in the bottom row.

Distribute the fields. You must distribute fields individually for each column. Select the
first column of fields, and open a context menu. Choose Align, Distribute, or Center =
Distribute & Distribute Vertically, as shown in Figure 8.10. Repeat these steps for the
remaining five columns.

FIGURE 8.10

Select the first column of fields and distribute them.

‘ Total |
Align Left

Align Right
Align Top

Properties. cull

L = = Rename Field... Align Bottom
| D | oo equiredficd Align Vertically

I [EEEEE | Add NewField »|  Align Horizontally
Cut Ctr+X || Distribute Vertically Iy
Copy Ctrl+C Distribute Herizentally
Delete Center Vertically
Select All CtA | Center Horzontally
Align, Distribute or Center Both
Set Fields to Same Size = —

Place Multiple Fields...
Show Tab Numbers
location Duplicate... - | members.9

Grid Cirl+U
RESEre:etDRM

Use Current Properties as New Defaults

Save the file. The fields added thus far are shown in Figure 8.11. You can use the saved
file to follow additional steps later in this chapter.
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FIGURE 8.11

The first six columns of fields are populated in all ten rows.

i

E

i

=

The first five columns are set up for the form. For the remaining columns, we have to use some
different methods for the check box fields and use a little shortcut to easily populate the rest of
the form.

Using Place Multiple Fields with Radio Buttons
and Check Boxes
hen you use the Create Multiple Fields command, all fields you want to duplicate need to

have unique field names. If you try to duplicate fields with the same name, Acrobat opens a
dialog box informing you that you cannot create multiple copies from the selected fields.

Adobe Acrobat

(%@ Cannot creste multiple copies of this selection. One or more fields in the
&) selection have duplicates in this form.

When you create radio buttons and check boxes designed to be mutually exclusive fields, you must
use the same field name and choose different export values in the field Options Properties dialog
box. Having fields with different names and different export values ensures that when one field is
clicked in a common row of fields with the same field name, all other fields having the same field
name are turned off as the target field is turned on.

The dilemma facing you is that you must use the same field names, but Acrobat won’t let you place
multiple fields if you do use the same field names. The way you get around the problem is to create
one column (or row) of fields using the Place Multiple Fields command, duplicate the fields, and
change the export value in the duplicated fields.
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Adding mutually exclusive fields to a table

In Figure 8.10, we created ten fields for the first five columns and one field for the Monthly Meeting
Yes column. This field is a check box field with an export value of Yes. Our next task to complete
this form is to add the remaining check box fields to the form for the last five columns.
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To get a better understanding of how to add radio button/check box fields to a table, follow
these steps.

STEPS: Adding Mutually Exclusive Check Boxes to a Table

1.

Open a form with a table in Acrobat designed for several columns of check boxes
used for mutually exclusive choices. For this example, we continue with the form
shown in Figure 8.11. This form has one column of check boxes formatted for our use.

Duplicate a column. Click the Select Object tool, and drag through the column of check
box fields to select them. Press Ctrl/88+Shift, and duplicate the fields by dragging to the
next column. Using the Shift key constrains the movement so your vertical alignment
remains intact.

Change the Export value. Open a context menu on the selected fields, and choose
Properties. Be careful not to deselect any of the fields. When the Check Box Properties
dialog box opens, click the Options tab. Note that when you have multiple check box or
radio buttons selected and you open the Properties dialog box, you can change the
Export Value for all the selected fields. Type No in the Export Value text box as shown in
Figure 8.12. Click Close after editing the Export Value.

FIGURE 8.12

Select a column of check box fields, and open the Options tab in the Check Box
Properties dialog box. Change the Export Value, and you can apply a new export value
to all the selected fields.

Check Box Properties

| General | Appearance‘ Options ‘Act\cms‘

Check Box Style:
| Export Value: INo |

[F] Check box is checked by default

Check boxes should be used to
create lists of iterns where zero or
more itermns can be selected at
once. To make a list of iterns where
only one item can be selected, use
radio button fields.
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4. Save the form. Click File= Save to update your edits. This step is critical at this point.
From here we're going to make some temporary changes, and we’ll want to revert our file
to this saved version.

5. Open the Fields panel. If you're not in Form Editing Mode, choose Forms=>Add or Edit
Fields. Be certain the Fields panel is open, and open the Sort pull-down menu. From the
menu options, choose Alphabetic Order.

6. Select the field parent name you want to edit. Scroll the Fields panel to locate the
monthly field. The parent name for the check box fields is monthly. We need to change
this name, and all the child names nested below the parent name will change too. Open a
context menu on the parent name, and choose Rename Field, as shown in Figure 8.13.

FIGURE 8.13

Select the parent name you want to edit, and choose Rename Field from a context menu.
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7. Type a new name for the parent name. When you choose Rename Field, the name for
the field in the Fields panel becomes highlighted and ready to accept new text. In our
example, we type xxx for the new parent name, as shown in Figure 8.14. This is a bogus
name that we’ll use temporarily.

8. Copy the fields with the new parent name. Drag the Select Object tool through all
fields having the same root name. You should see both the Yes and No check box fields
appearing with new parent/child names. When selected, choose Edit=> Copy.

9. Select Edit= Undo. At this point, the copied fields on the clipboard have the parent
name xxx. It does us no good to paste the same names on a form. We cannot change
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parent names in the Fields panel for a partial list of names. Therefore, we need to undo
the renaming the fields to return the first column back to the original field names—
Monthly—while keeping the clipboard names at xxx.

10. Paste the fields on the clipboard into your form. Choose Edit= Paste (or press Ctrl/
3+V) to paste the fields in the document. By default, the Select Object tool is active.
Click one of the selected fields, and drag them to position on the form.

FIGURE 8.14

Type a new name for the parent name in the Fields panel, and all children nested below
the parent likewise change names.
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11. Edit the parent name. The fields are pasted with xxx as the parent name. In the Fields
panel again, choose Alphabetic from the Sort pull-down menu and locate the xxx field’s
parent name. Open a context menu, and rename the parent. In our example, we renamed
the field Guest Speakers.

12. Add another group of fields. The xxx fields are still on your clipboard. Press Ctrl/88+V
to paste another group, and rename the fields in the Fields panel. We named our third
group of fields Workshops, as shown in Figure 8.15.

13. Save the final form. Choose File Save As, and rewrite the form to optimize it.

The first time you follow the steps outlined here, it may seem a little lengthy and cumbersome.
However, after you perform these steps a few times and can rely on memory to complete them,
you'll find populating tables with mutually exclusive fields to be efficient and much faster than try-
ing to edit field names and properties after Acrobat has recognized them with auto field detection.

Copying and pasting non-table data

Changing parent names and pasting fields back to a form is not something you need to reserve for
columns and rows in tables. Even some of the simplest forms can take advantage of creating fields
quickly and efficiently using similar methods you use for tables.
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After you've pasted all three sets of columns, the form contains mutually exclusive check box fields.

workshops.0#0 h TeritoryVP [ [ |
workshaps.0#1
workshops.7#1
workshops1#0
workshops.2#0
workshaps.281
workshops.30
workshops3#1
workshaps.420
workshops.4#1
workshops 640
workshops.6#1
workshaps.720
workshops.80
workshops.9#0
workshaps.8%1
workshops.9#1
T regionalOfficed
vpEmail

VPEmal [ e ]

For example, in the form in Figure 8.16, we have a block of fields set up for employee identification,
including name, address, phone, email, and so on. Some of the fields require special formatting,
such as the state combo box field, the zip code field, and the phone number field.

FIGURE 8.16

This form has two sections with virtually identical fields. You can easily copy and paste fields in this type of form.

GLOBAL
financial

CUSTOMER ID FORM SetornlT
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Below the employee ID section is another section for emergency contact information. The emer-
gency contact fields are identical to the employee ID fields. On this form, you can easily format all
the fields in the first section and then copy and paste the fields for the emergency contact fields. To
see how easy it is to perform the task, follow these steps.

Wy To follow the steps here, you can use the globalCreditApp.pdf form in the
% Chapter08 folder on the book’s CD-ROM.

STEPS: Copying and Pasting Fields with Hierarchical Names

1.
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Open a file that requires setting up two identical blocks of fields. In our example, we
use the globalCreditApp.pdf form on the CD-ROM.

Open the form in Form Editing Mode. Choose Forms=> Add or Edit Fields.

Rename the parent name for the employee ID fields. Choose Alphabetic from the Sort
pull-down menu, and click the employee parent name as shown in Figure 8.17. If you
click again on the parent name, the name is highlighted and ready to accept new text.
Type emergency for the parent name.

Select the renamed fields. Drag the Select Object tool through the emergency fields, and
press Ctrl/8+C to copy the fields to the clipboard.

FIGURE 8.17

Click once on a parent name, and click again to highlight the text. Type a new name to
change the parent name and all children names assigned to the parent.

B Feds

1] employee. address
1T employee.city
IT] employee.email
IT] employee first
1T employee.last
IT] employee.phone
Iz employee.state
1] employeezip
employeeData
IE] employeeData.dept
1T employeeData.eval
1T employeeData.hire
[T employeeData.supervisor
(e8] import
(oK resetForms0
(o8] resetForma#1
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5. Choose Edit= Undo. The employee fields return to the default parent names when you
opened the file while the fields on the clipboard remain with the emergency parent name.

6. Paste the fields. You don’t need to open the fields panel and change names on this form,
so you can use either Form Editing Mode or Viewer mode and paste the fields. If using
Viewer mode, click the Select Object tool and then press Ctrl/38+V. The final result is
shown in Figure 8.18.

FIGURE 8.18

You can paste the fields on the clipboard while in Viewer mode.

GLOBAL

CUSTOMER ID FORM

Converting Tables to Application
Documents

At best, a table exported to another format requires lots of revision if you need it re-edited in an
authoring application. A Microsoft Word file, Excel file, or Adobe InDesign file converted to PDF
won't get converted back to the authoring program with the original look and design elements cre-
ated in the native application document as a completely editable table. Still, you can obtain some
interesting results when exporting PDFs as tables for purposes of redesigning forms and using
tables for other layout uses.
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The primary thing to keep in mind is that you have two completely different types of data to work
with when exporting PDF files to other file formats. You have the background design that com-
prises one form of data, and you have the form fields (if populated) with another set of data. In
their original state, you cannot export both background data and form data together in another file
format.

You can flatten form fields to eliminate the field objects while retaining any data contained in form
fields and then export the layout and the data together to another format. After you flatten the
form fields, however, you lose all field attributes, and the document is no longer a PDF form.

= For more information on flattening fields, see Chapter 13.
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If you're concerned with the data only, then exporting table data is perhaps the most successful
thing you can do regarding table data exports. Fortunately, Acrobat provides some impressive
options for exporting table data.

Exporting tables to Microsoft Excel

In terms of background design, exporting to Microsoft Excel format sends data to individual cells
without retaining any design elements. Only the text is exported when you select background text
and export to a spreadsheet.

To export a background layout to Excel, select text on a form with the Select tool. If you want the
entire form exported in addition to any tables on the form, press Ctrl/8+A to select all text. With the
text selected, open a context menu and choose Open Table in Spreadsheet, as shown in Figure 8.19.

As you might expect, data are exported to a spreadsheet with data appearing in individual cells. As
you can see in Figure 8.20, this type of file is fairly useless for redesign purposes when the data
appears in a Microsoft Excel spreadsheet.

When it comes to table exports to spreadsheets, the only real use you'll find worthwhile is when
exporting field data.

I For information related to exporting field data, see “Exporting Table Data” later in
¥ this chapter.
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FIGURE 8.19

Select text with the Select tool,

and from a context menu, choose Open Table in Spreadsheet.

financial
3o o
588 L] Copy Ctrl+C
[#2 Copy As Table
APPLICATION SUMMARY |Al save As Table...
e k3] Open Tablein s
e
T Select All Ctrl+A
= Deselect All Shift+Ctrl+ A
Ay Replace Text (Comment]
o Highlight Text (Comment)
Add Note to Text (Comment)
Underline Text (Comment)
EDUCATIO ‘Name and Loc Diploma or
Cross Out Text (Comment) L]
e
BcHooL
Add Bookmark Ctrl+B
TRADE O
BUSINEES SCHOOL. Create Link
BOLLEGE R
LhvraTy) Look Up "CA"
. [ e
EcHooL
]
[ rmmeieasin
BPECIAL EHLLE
‘COMMENTS T
Aaazonal comments
Rpproved oo

FIGURE 8.20

Data are exported to a spreadsheet as text only and without any design elements.

I A | B c D E
1 [NAMICMARINE" SUPPDynamic Marine Supply 555 §) innaker!CA93003 800-555-1234 "
2 |DYLYhttp://www.dynamicMarine.com "
3 APPLICATION SUMMARY Date
4 |Last Name First Middle Social Security No.
5 Street Adress Home Phone
6 |City State Zip How Long at Present Ad
7 |E-Mail Wages Expected
& Position Applying For Were you previously Department
9 |Listany relatives or friends working for this organization Name Relationship
10
1
12 In case of accident notify Phone
13 EDUCATION Name and Location of School Course of Study No. of Years Completed Did You Gradu:
14 HIGH SCHOOL Yes No
15 TRADE OR BUSINESS SCHOOL Yes No
16 COLLEGE OR UNIVERSITY Yes No
17 GRADUATE SCHOOL Yes No
18 Additional Education
19 SPECIAL SKILLS
20 COMMENTS Additional Skills
21 Additional Comments
22 Approved: Reviewed:
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FIGURE 8.21

Exporting tables to Microsoft Word

When editing a form design for forms containing tables, you’ll find tables exported to Microsoft
Word a better solution than exporting to Microsoft Excel. Word can retain formatting from PDF
exports much better than Excel, and you have several options for getting PDF content into Word.

Using the Export command

Open a PDF file in Acrobat, and choose File @ Export=> Word Document. When the Save As dialog
box opens, click the Settings button; the Save As DOC Settings dialog box opens, as shown in
Figure 8.21. In this dialog box, you have some options choices.

Choose Files> Export=> Word Document, and click the Settings button in the Save As dialog box to open
the Save As DOC Settings dialog box.

Save As DOC Settings

Layout Settings

() Retain Flowing Text @) Retain Page Layout

Tag quality Settings

[F]:Regenerate tags to optimize layout if the document is already tagged:

Comments Settings

[¥] Include Comments

Image Settings
[¥]Include Images
Output Format @ JPG ) PNG
Use Colorspace:
[] Change Resolution

Downsample Te: | 150 dpi

0K ] [Rstoragefaultsl l Cancel
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If you want to retain the original format of the form design, choose the Retain Page Layout radio
button. Other options appear for tags, comments, and image settings. Make your choices, and click
OK. Word does a nice job in converting the PDF content back to a Word .doc file. Not all designs
will work for you, but you might get away with copying and pasting tables to new layouts. In
Figure 8.22, the tables look fine as converted and are editable in Word.
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The form exported to Microsoft Word.

licatio ow [C Mode] - Microsoft Word i
(a7 be
"5/ Home  inset  Pagelayout  References  Mailings  Review | View [ Developer  Adddns  Acrobat @
'g'u ] Ruler | Document Map q ' ) OnePage | E New Window | 1] View Side by Side % .
- | Gridlines | Thumbnails =29 [0 Two Pages | = Arrange All | L] Synchronous Screlling %
Print |Full Screen Web  Outline Draft Zoom  100% Switch | Macros
Layout | Reading Layout [ Message Bar =] Page Width | =] Split 14 Reset Window Position | windows ~ -
Document Views Showy/Hide Zoom Window Macros
H9-0O0 > 1@ -
‘‘‘‘‘‘‘ R RN RN - - R A
R L RERELE Employment Application
Date
APPLICATION SUMMARY
Lot Narme, Frst Wi Socil Securty No
Swoat Adress Home Phone
City St Zp How Long at Present Address?
BT Wages Expecied
Postion Appiying For you previously Depriment
Yes, Date (s) No
SPECIAL SKILLS |
A ease ofaccident noty Fhene
Did You
EDUCATION Name and Location of School i i i Graguat | Diplomaor
Study Completed & Degree
HIGH SCHOOL es No
TRADEGR
BUSINESS SCHOOL EEl
COLLEGEOR
UNIVERSITY s
GRADUATE
Fooi Yes No
Additional Education
COMMENTS Additional Skills
Using Copy as Table

Another option you have for exports to Word is to use a context menu command to copy a back-
ground design as a table and paste the copied content into Word. When exporting to Excel, we
used the Open Table in Spreadsheet command from a context menu. When exporting to Word,
use the Select tool to select text and open a context menu on the selected text. From the menu
options shown earlier (refer to Figure 8.19), choose Copy as Table.

After the data are copied to the clipboard, open Word and press Ctrl/88+V to paste the clipboard
contents. The result you get is text pasted as a table. You won't get any graphic elements when
copying a table and pasting into Word. What you wind up with is simply text added to a table.

Ideally, you should return to an original document that was converted to PDF to make any design
changes on forms. The methods discussed here are intended for those who need to at least get part
of the data in a design application for forms where you don’t have the original files that were con-
verted to PDF. In a pinch, you can rescue some parts of a form. However, you should plan of
doing lots of revision work when you get to either Excel or Word.

203



m Using Acrobat Forms Tools and Properties

Exporting Table Data

Whereas Microsoft Word is best used for exporting PDF content to an authoring application, when
it comes to field data, Microsoft Excel is the program to use. You can export field data to a spread-
sheet from one form or many forms having the same data fields.

In Acrobat, choose Forms®> Manage Form Datat> Merge Data Files into Spreadsheet. Note that this
command is available only in Viewer mode. When you select the command, the Export Data From
Multiple Forms dialog box opens, as shown in Figure 8.23.

Click the Add button, and locate files on your hard drive to import. Select the files, and click
Select; the files are listed in the Files to Export Data From list, as shown in Figure 8.23.

FIGURE 8.23

Choose Forms=> Manage Form Data=> Merge Data Files into Spreadsheet to open the Export Data From
Multiple Forms dialog box.

Export Data From Multiple Forms

Please add files that you wish to export data from

Add Files Files to Export Data From

Jjose.pdf

emily.pdf
annie.pdf

Include most recent list of files to export data from

Data files you add should be from the same form. Data files do not
need to be added in any specific order,

After adding files to the list, click the Export button; Acrobat aggregates the data and opens a
spreadsheet in Microsoft Excel. In Excel, you can sort columns and rows, add new columns and

rows, and delete any unwanted columns and rows.
o . ¥ You have many more options for handling form data. For more on managing
SROSS'REE
= %MM& Acrobat forms data, see Chapter 15. For more on managing LiveCycle Designer
data, see Chapters 31 through 34.
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Summary

You can use auto field detection with tables; however, in many instances tables can be
populated with field objects more efficiently using manual methods for adding field
objects.

When manually creating fields on a table, you can use the Place Multiple Fields com-
mand only when applying it to fields all having unique field names. The command
doesn’t work when attempting to create multiple fields having the same name.

When creating radio buttons, you can set Export Values at the time the radio button is
created in the mini Properties window.

You can edit a parent name for a row or column of fields, copy the fields, undo the edits,
and paste a column or row on a form.

Fields can be aligned and sized to an anchor field via a context menu command.

After placing multiple fields, select a row or column of fields with the Select Object tool
and choose the Distribute (Vertically or Horizontally) command to space the fields equi-
distant from each other.

The Distribute command works only when distributing single columns or rows. If you
distribute multiple columns or rows, the fields are distributed in a cascaded arrangement.

You can export table design content to Microsoft Excel as a table. In Excel, the data are
placed in individual cells and are not well suited for redesigning a form.

You can export any PDF file to Microsoft Word format while retaining the layout of the
form. Microsoft Word recognizes tables and enables you to edit the tables in Word.

You can export form data from a single PDF form or multiple PDF forms directly to a
spreadsheet.
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