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Hello and welcome to Creating Acrobat Forms for Legal Professionals , an eSeminar.
My name is Mark Middleton and I am a Legal Accounts Specialist at Adobe. I want to thank you for joining us. 
With me today is Rick Borstein, Adobe’s Business Development Manager for the legal market.
Rick and I have had the opportunity to meet with many of you over the years. Early on, most folks were interested primarily in filling out PDF forms. Now, we’re hearing from more and more law firms and courts that want to go beyond the basics with forms and automate for data collection.
That’s why we’ve put together this eSeminar for you to show you some advanced features of Acrobat for creating  and collecting data from forms. 
The purpose of today’s event is to make you more aware of form features in Acrobat in the brief time that we have, so you can dive deeper in the future.
Let’s get started.
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Open the Note to view the slide narrative
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Adobe’s MissionAdobe’s Mission
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Adobe Mission: 
To revolutionize how the 
world engages with ideas 

and information
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I’m sure you’ve had your fill of lofty mission statements from vendors, and you are probably wondering . . . 
What could possibly be the connection between PDF Forms and Adobe’s Mission  “to revolutionize the way the world engages with ideas and information. “ ?
Well, if you think about it, forms are actively completed by clients and partners. 
When you send out a form, you are asking the recipient to engage in your business process, to give you information that you need to start a process of some kind.
Even better, your business partners don’t need to buy anything to be part of your form workflow.
Acrobat lets you extend these business processes to your clients and partners who only have the free Adobe Reader. 
You– as a purchaser and user of Acrobat– have PDF super powers. You can “turn on” the ability for an Adobe Reader user to save form data locally and participate in form data collection workflows.
So, yes, I think that is pretty revolutionary, especially when compared to collecting data on paper and retyping it.
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What we’ll cover . . .

 Background Slides

 PDF Form Creation from . . .
 Microsoft Word

 Scanner (paper)

 Templates

 Form Data Collection
 Reader Enablement

 Dynamic Forms
 Adjust to data
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Let me take just a moment to go through the structure of today’s presentation.�	[ Click for Build ]
We’ll start with a few slides with some useful background on creating PDF forms. �	[ Click for Build ]
After that, the bulk of our time with you today will be spent showing you specific features and capabilities of Acrobat forms. You’ll learn how to create PDF forms from
Microsoft Word
From paper. You’ll need a scanner for that
From Adobe templates. We supply about 35 professionally designed templates�	[ Click for Build ]
Next, we’ll present a round trip data collection workflow. We’ll show you how to extend forms to free Reader users so they can fill in – and save– data in a form. Al the form data will route back to us automatically. We’ll even take the form data and export it back to a spreadsheet for further analysis.�	[ Click for Build ]
Finally, we’ll discuss dynamic forms creation. These are forms that dynamically adjust to the data we place in them. For example, a field that expands to fit the text.
Before we get dive deeper, we need to ask you a few questions. Rick is going to take you through a brief poll.
Rick?
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We’re going to cover a lot of ground!

It’s OK.

If you tried to remember it all 
your brain would explode.
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Thanks for sharing that information with us. That will help guide our presentation today.
Before we get going though, I’ll be the first to admit we’re going to cover a lot today and at a pretty fast clip.
And, you may not remember everything we’re going to discuss today.
Trust me, it’s going to be OK.�Build
In fact, if you tried to remember it all, your brain would explode.
Since I don’t want any blood on my hands . . .�� NEXT SLIDE
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Because we care . . .

Visit Rick’s Acrolaw Blog
[ Your brain will thank you! ]

www.adobe.com/go/acrolaw

Instructive Articles
Lots of screen shots

Video Feature Demonstrations
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I suggest you visit Rick’s Blog.
There you’ll find over 75 articles on the legal application of Acrobat including step-by-step how-to guides and movies.
Go to www.adobe.com/go/acrolaw to check it out.
You can even subscribe to it by email and get new articles delivered to your inbox.
And, of course, this presentation as well as other background material is available for you to download.
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The New Acrobat 9 Family

Acrobat 9
Pro Extended

Legal professionals that 
want to deliver the richest, most 

engaging PDF documents 
anytime, anywhere.

New: $699
Upgrade: $229 c

c From Acrobat 6, 7 or 8 Pro

Acrobat 9
Pro

Legal professionals who need to 
accelerate review, work with 

documents in volume, or need  
legal-specific features

New: $449
Upgrade: $159 b

b From Acrobat 6 , 7 or 8 
Standard or Pro

Acrobat 9
Standard 

An affordable tool for legal 
professionals who need to reliably 
create and distribute documents 

and forms.

New: $299
Upgrade: $99 a

a From Acrobat 6, 7 or 8
Standard

Communicate and collaborate more easily and securely with 
Adobe PDF
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With this release, we’ve changed the Acrobat 9 family lineup. And, there is some important news regarding forms capability.
Starting from right to left . . .
Acrobat Standard remains our entry level offering for creating and distributing documents with PDF.  In this release we’ve also added simple form creation.�- Increasingly we’re seeing more and more uses of Acrobat for ad-hoc form creation and we felt is was important in this release to offer forms across the entire product line.�- We’ve also greatly simplified the forms authoring process.
Acrobat Pro remains the work horse for legal professionals working with PDF.  �- It includes legal-specific features, such as Bates Numbering and Redaction, and a number of other tools for enabling review and document production workflows.�- Acrobat Pro also includes LiveCycle Designer ES version 8.1. If you want to design advanced forms, you may wish to work with Acrobat Professional.
Acrobat Pro Extended contains all the features of Acrobat Pro and is the ultimate toolset when working with PDF.  Pro Extended allows you to convert and manipulate 3D models inside of PDF, work with interactive GIS– Geographic Information Systems– maps, and create narrated training using Adobe Presenter, a plug-in for PowerPoint..
Rick . . .
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History and Definitions 

 Form Milestones

 Acrobat 3 Form Plug-in: 1997

 Acrobat 4: 1999

 AcroForms built in

 Acrobat 7: January 2005

 LiveCycle Designer | XML Form

 Acrobat 9, June 2008

 Simplified forms authoring 

 Form Tracking

 Definitions
 AcroForms

 Acrobat 9 Standard (Pro 8)

 Designer Forms

 Adobe Professional (Designer)

 Limitations
 Acrobat cannot edit Designer 

Forms

 Designer can import AcroForms

7

LiveCycle Designer

Forms History
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Acrobat has offered support for forms for well over ten years.
In 1997, Adobe offered a plug-in to Acrobat that offered form fields for the first time. The original Acrobat form functionality meant that you could take an existing document and lay form fields on top. You can still do that today. 
Forms functionality has certainly improved over the years, but customers wanted some new capabilities:
To be able to design forms from scratch. 
Advanced capabilities such as dynamic form elements
XML-based workflows for working with enterprise data
Thus, one of the biggest changes made in Acrobat-land occurred with the release of Acrobat 7. 
Acrobat 7 included Adobe LiveCycle Designer, a standalone WYSIWIG form design tool. 
Designer is $349 if you buy it separately. 
LiveCycle Designer runs only on the Windows platform and is included with Acrobat Pro and Pro Extended.
We continue to develop form features.
In Acrobat 9, we moved basic forms authoring into Acrobat Standard.
We also simplified the forms authoring process and added a Forms Tracker so you can track who returned your form and when.
		[ Build ] 
Today, we’ll be creating forms using two different methods, so we’d like to define these two workflows.
If we use Acrobat itself to create a form by laying fields on top of a document, we call that an AcroForm. You can create an AcroForm in Acrobat 9 Standard and up.
		[ Build ] 
If we use LiveCycle Designer to create the form, we call that a Designer form. 
You can build great forms using either method, but if you want advanced, dynamic functionality, you’ll want to use Designer.
		[ Build]
Something to keep in mind is that Acrobat cannot edit a Designer form. 
However, can import an existing AcroForm as a starting point. 
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Design Considerations

 Who are you trying to do?

 What information do 
I need to collect?

 What information 
should I provide?

 How will I collect the forms?

 How often will my form change?

 What user-input is essential and 
what information can be 
optional?

 Which form fields could benefit 
from information formatting?
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There are many factors that affect how you will design your form. Let’s take a look.
	[ build ]
What process is the form created to automate? Is the form only for you, for example to record answers to a phone interview? Or, do you intend to distribute the form to clients, colleagues or partners and later collect and analyze the data?
	[ build ]
What information do you need to collect? Do you expect that the folks filling out your form will have all the information easily at their fingertips, or will they need to look it up? 
	[ build ]
Will your audience be able to figure out your form? Will you need to include instructions on the form itself?
	[ build ]
How will my clients and partners return forms to me? Do I want to automate data collection or am I satisfied with handling the process manually?
	[ build ]
If your form changes often, you might want to consider using Adobe LiveCycle Designer. Authoring forms using Acrobat is a two-step process. Create the form background– perhaps in Word, then convert and add fields on top.
	[ build ]
Do you need all of the information returned to you or just some of it? We can designate some fields as required for submission.
	[ build ]
Finally, do you need to ensure that data is properly formatted? For example, phone numbers, email addresses and so on?
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Five Phases of Forms
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1

2

3

4

Centrally Manage Forms

Print, fill by 
hand,and mail or fax

Fill electronically, 
validate, print, and 
mail or fax

Pre-fill, validate, save 
file locally, sign 
&  submit 
electronically

Use dynamic pre-fill 
form or wizard 
interface, validate, 
save file locally, sign, 
submit, and manage 
process

5

Use dynamic pre-fill 
form or wizard 
interface, validate, 
save file locally, sign 
and submit
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What do you need to do with forms? That’s going to vary depending on your goals.�	[ build ]
One of the first uses of Acrobat forms was Fill and Print. That’s Phase 1. We put a an existing paper form on the web, people filled it out, printed it and sent it back to us. That saved us money because we didn’t have to mail out paper forms to each reciepient.�	[ build ]
In Phase 2, forms have fillable fields with validation and formatting. That ensures cleaner data when sent back to us by mail or fax.�	[ build ]
In Phase 3, we have the same intelligent form, but the data is submitted to us electronically. This step is made possible by Reader-enabling a form using the full Acrobat product. That means, I can– on a form by form basis– allow a user of the free Adobe Reader to save data in the form. We’ll show you a Wizard we have for distributing forms that makes this process easy.�	[ build ]
Phases 4 and 5 integrate existing data the form. For example, a form could look up information from a database to populate user information.  �	[ build ]
Adobe offers a variety of server-based tools to allow enterprises to integrate forms with their HR systems, databases, ERP systems and so on. For example, Adobe LiveCycle ES solutions can talk to enterprise systems, manage form approval cycles and more.

Today we’re sticking to form design up through Phase III – create, validate and collect electronically.��Next, Rick will dive a bit deeper into Acroforms and Designer Forms.
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Acrobat Forms, Designer Forms and Collecting Data

When to use 
AcroForms

 Existing Paper or 
Electronic Forms

 Advanced 
Interactivity not 
needed

 You want to get up 
to speed fast and 
you already are 
comfortable using 
Acrobat

When to use 
Designer Forms

 Original paper 
forms do not exist

 Forms need 
frequent updating

 Advanced 
Interactivity

 XML-based 
workflows

 Steeper learning 
curve

Using Form Data 
Collection

 Ad hoc workflows 
with less than 500 
recipients

 Recipients using 
Adobe Reader 8
or higher

 Collect via:

 Email

 Network folder

 Acrobat.com

 SharePoint
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Presentation Notes
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Thanks, Mark. As Mark mentioned earlier, you can create forms two ways. Either AcroForms created right in Acrobat or Designer Forms created in LiveCycle Designer, which is part of Acrobat Pro and Pro Extended. What’s the right choice for you? Let’s look into that . . .  [ build ]
AcroForms are probably easier to understand for the average person, but either method will require some investment of time to learn how to use the tool.
AcroForms work best when you have an existing form document, perhaps in Word or WordPerfect. After your convert the word processing file to PDF, you’ll use Acrobat to lay form fields on top. It can be a challenge to update these forms, because you need to change both the original document and the PDF form version, too. [ build ]
Adobe LiveCycle Designer is a separate WYSIWIG form design application included with Acrobat Professional on Windows.
When you use Designer, you do not need to use a separate application to create the underlying form first. Designer can create the entire form for you. The full editing capability comes in handy when you need to frequently update forms.
Adobe Designer can create complex, interactive forms that are not possible in Acrobat Professional itself. We’ll take a look at these kind of forms shortly. 
Finally, if you need to interface with enterprise applications, Designer’ XML-base forms workflow and data connectivity has many advantages. And, of course, it is the primary design tool used for Adobe’s server-based forms routing and workflow tools in the LiveCycle family.
Designer definitely has a stepper learning curve, if only because it is so powerful. The primary audience for this product is enterprise forms developers, probably not the average attorney.[ build ]
Form Data Collection was introduced in Acrobat 8 and enhanced in Acrobat 9.
Have you ever wanted to send out a survey or other form and collect the results?
This is a difficult process manually and requires a lot of re-keying. In Acrobat, we can automate this process without the help of anyone in the IT department. [ build ]
The built-in Form Data Collection feature is best for collecting forms from less than 500 people. I need to put an asterisk there for a couple of reasons. 
Firstly, Adobe’s end user license agreement limits that to 500 users per form – or – 500 returned forms. If you think you will exceed those limits, Adobe offers other licensing options. Secondly, Acrobat’s form data collection is intended for ad hoc workflows. When I hear that a firm wants to exceed 500 users, it usually means that forms are being used in an automated process. We have server tools in our LiveCycle family that offer routing, workflow and assembly. If you want more information on that, let us know.
In order to complete a form and return it using Acrobat’s form data collection, users will need to be using at least Adobe Reader 8.
Finally, just how will recipients get send forms back to you?
Email is an option. You send a form out to ten people, and they return it via email.
If you are collecting forms from your colleagues inside your firewall, you could use a network folder to collect the data.
For solos and small firms with limited IT infrastructure, you could use our free Acrobat.com service to store the data.
Finally, if you use Microsoft SharePoint, you could use a SharePoint folder to store the data. Since many firms use SharePoint for extranets, this allows you securely extend form collection to clients and partners.
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Acrobat 9 
Legal Forms
Demonstration
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Ok, enough taking about all this new stuff.
Let’s show the new features.
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Forms Resources

Web

 AcrobatUsers.com
 User Community

http://www.acrobatusers.com/

 Stephan Cameron’s LiveCycle 
Designer Blog

Books (Amazon Links)
 Acrobat 9 Books at Amazon (list)

 Acrobat 9 Classroom in a Book

 Adobe Acrobat 9 PDF Bible
by Ted Padova

 Creating Dynamic Forms with Adobe 
LiveCycle Designer
by J.P. Terry

Legal Market Resources
 Rick Borstein’s Acrolaw Blog

 http://www.adobe.com/go/acrolaw

 Opt-in for Legal Events

 https://www.regonline.com/AcroLaw
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There are a variety of additional resources where you can learn more about Acrobat Forms.
On the Web, you should definitely visit the acrobatusers.com site.
There you’ll find articles, archived eSeminars, demo movies and more on the topic of forms.
If you want a geeky look into Designer forms, Adobe’s Stephan Cameron has a well-trafficked blog you should visit.
There are many books available on Acrobat 9 and most of them cover forms.
Here’s a link to the complete list on Amazon.com, but you can find pretty much all of these titles available at any bookseller.
Adobe’s Classroom in a Book covers forms and other functionality available in Acrobat.
I always recommend Ted Padova’s PDF Bible. His Acrobat 9 version should ship in November, 2008.
For those interested in dynamic forms, JP Terry has a book available on LiveCycle Designer.
We have several legal-market resources available.
Firstly, my blog. There are tons of articles on the legal application of Acrobat.
I’ve also posted these slides and other background information for you.
If you are interested in legal-specific events, you can opt-in and receive notifications from Mark.
We do live seminars around the US and Canada as well as eSeminars like this one. 
Click that link and you won’t miss the opportunity to see the Mark and Rick show when we are in your neck of the woods.
We hope you enjoyed today’s presentation and that you learned something that will help you take better advantage of PDF forms.
Now, we will open up our Q&A pod for questions.
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