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Westat – Forms Preparation with Acrobat – Day 1 – Oct. 5, 2009

Forms, Data Collection, and Databases – Introduction
Data Tables
Data Fields
Data  Records
Record Number
Querying, Sorting, Publishing data and records.
The Atomic Principles rule
Data must be divided into its smallest atomic parts.
Example
Name  Professor Raymond J. Kimball
Salutation – Mr., Ms., Prof.
FName
LName
MI
Address 12 S. Summit Ave., Gaithersburg, MD, 20817, USA
Street
Apt. #
City
State
Zip or Territory
Country
Data with special formats
Text – alpha and numeric
Numbers – numeric characters only
Email – a@b.com
1 letter
@ sign
Dot Separator
2 or 3 letter domain
SSN
Telephone Number – US
Zip code



Dynamic Forms on the web.
The Client-Server Model

           Client Computer										Server
--Production										Storage, Display, Communication
--Consumption										“Dynamic” Data Manipulation;
												“Dynamic” Web Sites
 (
Form
Production
)
 (
3 .
Download Form
) (
 2.
 
Upload Form to Server (FTP).  Store on Server-Side Web Site
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 (
 
4.  
Send Completed Form Data (
Name/Value Pair
).   
5.
  Store 
in
 Server Database  
)


The Name/Value Pair
Name – Name of the data field on the server where the data will be stored.
Value – The data sent to the server
 (
Record
FName
Lname
Address
City
0
Ray
Kimball
12  S. Summit Ave
Gaithersburg
1
Ann
Johnson
12  S. Summit Ave.
Gaithersburg
2
Ed
Palaszynski
12  S. Summit Ave.
Gaithersburg
) (
Form Field Name
Value
FName
Ray
LName
Kimball
Address
12 S. Summit Ave
City
Gaithersburg
State
MD
Zip
20817
Email
rk@mc.edu
)

Conventions:
The “Field Name”
Keep the Name of the field short
No spaces
Acronyms and abbreviations OK – as long as you, the server administrator, and other database users understand the abbreviations and what they stand for
FName
The “Value”
Test the value for accuracy both “Client-side” and “Server-Side
Client-side – JavaScript
Server-side – Whichever “Web Applications” language is being used to munch and crunch the data
Acrobat’s Assistances
Acrobat.com


Acrobat Introduction – Why Acrobat?  Why LiveCycle?       History         “Fitness for the Intended Use”

	Software
	Word
	HTML/XHTML
	Acrobat
	LiveCycle

	Introduction
	Circa 1993 

	1991
	1993
	1993

	Intended Use
	“Flattens” the World
Word Processing
Uniform Productivity
“The World Is Flat”
	Changes the World Locate Computer Docs;
World Wide Web
Internet
Uniform Resource Locators
	“Raiders of the Lost Arc”
Digital Doc. Storage:
Life Insurance; 
Tax Forms
	Digital Forms Production
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	Owner
	Microsoft
	Adobe buys Dreamweaver – 2006 – 80% of Web  Market
	Adobe
	Adobe Buys
 LiveCycle

	Versatility for Digital Forms?
	“The Authoring Program”
	Communicate/store data; 
XML Databases
	Adobe struggles to adapt Acrobat for Web – Limited Functionality
	Acrobat 8: Adobe introduces LiveCycle for Digital/Accessible Forms


Introduction of the WWW – impact on Acrobat
Introduction of 508 Web Accessibility rules in 2001 – impact on Acrobat
Acrobat 5,6,7
Acrobat 8
Acrobat 9
LiveCycle
Acrobat Workspace
Document Pane
Navigation Pane – multi-‘page documents with “bookmarks” or Table of contents
Main Menu – View > Menu
If you lose or inadvertently close the Menu – F9 to retrieve it (Mac – Shift + Command + M)
Toolbars – View > Toolbars
Select Object tool
Preverences – Edit > Preferences
Views
Page Magnification
Page Layout – View > Page Display > Single Page Continuous
Singe Page
Single Page Continuous
Two-up Continuous
Display Pages Toolbar – View > Toolbars > More Tools – More Tools Dialog Box
Main View
Form Editing View – To add and edit form fields.
Task I – Creating a well-formed Form in an Authoring Tool.
Ch. 3 – Form design
Ch. 4 – Creating Form Designs.
MS Office -  Word, Excel, PowerPoint, Publisher, 
InDesign
Quark
We’ll concentrate on Word
Remember to use MS Word boxes to enhance Acrobat “auto field detection” recognition of checkboxes and radio buttons.
Task II – Converting the “Authoring Tool form” to a PDF:
Special Considerations:
Tagging – Efficiently tagging the form and reducing “touch-ups” in Acrobat.
Do the tagging in the Authoring document
Use Office 2007 products for the special tagging and XML features included there.
Forms Textbook, p. 42.  Acrobat>Forms Wizard > 
Auto Form field recognition in Acrobat
Tabbing Order
Touch-Up Text Tool – Change “Principle Investigator” to “Principal Investigator”
Principal = “primary, main”
Principle = “rules, law, dogma, ethics”


Toolbars
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Preferences – Edit > Preferences > Document
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