CREATING OTHER CONTROLS:  RADIO BUTTONS, CHECKBOXES, AND DROP-DOWN MENUS  

Open a pdf document.  Locate your Forms toolbar. (See the handouts on toolbars and on creating textboxes.)  The procedures to Create, Select, Delete/Copy, Re-Size, Move, and Align are similar to those for texboxes. 
RADIO BUTTONS (OPTION BUTTONS)
Configure
There are multiple tabs in the Radio Button properties dialog box.  We will work with the first three tabs.  The options in the first two, General and Appearance, are similar to those for textboxes. On the General tab, however, you must give the same name to all the options for a group of radio buttons.
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CHECKBOXES
Configure


APPEARANCE TAB
You might want to experiment with a border.

DROP-DOWN MENU (COMBO BOX)
Configure



















FORMAT TAB





You can specify the way you want the data to be entered.  This is not a good idea unless you give the customer an example!





The Custom option provides the opportunity to specify even more formats.





OPTIONS TAB�Note that the Export Value is Yes.








You will note that this control has additional tabs.








OPTIONS TAB





Type each item in the box and click Add.  It will appear in the Item List.  





If you click Sort Items, the list will be alphabetized. You can also change the order manually.  Perhaps your instruction could be included as the top item:  Select one.





There is no need to check spelling unless you allow the customer to enter custom text—not recommended.














OPTIONS TAB





Although most people are comfortable with the circle and dot for radio buttons, the button style can be changed 





The Export Value is very important for Radio Buttons.  Because all the options in the group have the same name, each option must have a different export value.  That’s the way the program knows to allow only one response, and to report one instead of several.  If each option had a different name, multiple selections would be possible.  Give each option in a group a different export value corresponding to its topic.
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