CREATING TEXT FIELD CONTROLS  
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Open a pdf document.  Locate your Forms toolbar. (See handout on toolbars.)  Decide if you want a docked or floating toolbar.  Become familiar with the specified tools.
Note:  Many of the comments on this handout also apply to other controls and will not be duplicated on those handouts for these controls.

TEXTBOX
Create
Click the textboox tool.  Doubleclick anywhere on the page OR drag a box anywhere on the page.  (The size and location can easily be changed later.)  
Select
When you click in a box, it will turn red.  If you select multiple objects, the current one will be red; the others will be blue.  Shift | First/Last for contiguous objects, Control |Click for non-contiguous objects.  If you click the arrow on the toolbar, you can use the “marquee” selection process.
Delete/Copy

If selected, the control can be deleted or copied.
Re-Size
Note the “handles” on the box.  You can re-size the box by placing the pointer over a handle until you see the double-headed arrow; click and drag.
Move
Place the pointer anywhere in the box until you see a black arrow (not the usual four-headed arrow); click and drag OR use the directional arrows.
Align
You can align multiple objects in a row a column with the align command.   Select the objects and rightclick.  
Note the other options on this menu.
Configure
There are multiple tabs in the Text Field (textbox) properties dialog box.  We will work with the first three tabs for textboxes.
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GENERAL TAB





If you plan to place the collected data in a spreadsheet/database, you will need to name each field to correlate with the type of data collected, so that someone can interpret the data.  As a guideline, avoid spaces in field names; just underscores.





What you type in the Tooltip box will appear when the customer places the mouse pointer on the textbox.





APPEARANCE TAB





By default, there is no line around your textbox; in some cases, you will need to include a line.








If your default font size is Auto, change it to 12 or 10.  If your textbox is too tall, then the font size for entered data will be too large—thereby reducing the text that can be typed into a limited space.





OPTIONS TAB





If you design a large text area for comments, you want the customer to be able to type multiple lines in that box.  Check Multi-line.





If you have Check spelling selected, this will cause problems on name fields.  How irritating this would be for your customers!  You will probably want to de-select this option on most fields.
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