ADDING BUTTONS TO A FORM
The most common button functions for a form are Print, Reset, Save, and Submit.  For this exercise, we will use the file named picnic_exercise.doc.  Convert this file to pdf format.  Add some form controls so you can experiment with sending and receiving the form via email.  You will add these four buttons, centered in a row at the bottom.
Before you add buttons or any other form controls, you must have your forms toolbar available. ((See the handout on toolbars.)  The toolbar can be floating or docked.
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The first button we will create is the Print button.  Click the Button tool (which is labeled--very misleadingly--OK) and with the crosshair draw a button somewhere on the form OR simply doubleclick somewhere.  (You can easily change the button’s size and position later.)  With either method, the Button Properties dialog box will appear. 

· On the General tab, in the Name box, type print—or just accept the default.  (For other controls, the naming is more important.)
· On the Appearance tab, accept the defaults for now.  You can change the formatting later.
· On the Options tab, in the Label box, type Print Form. 

· On the Actions tab, click Add and then select File > Print.
Click “The Hand” on the main toolbar so you can preview your button’s action.  Click your button.  If you see the Print dialog box, your button will work.  Cancel.

Re-size your button with the usual double-headed re-size arrows (visible when you place the pointer over a handle).  

Move your button by placing the pointer on the box until you see the arrow, then click, hold, and drag.  You can also cut the button and paste it—but it won’t go where you want it to, so get used to dragging it or moving it with the directional arrows.
To edit your button, doubleclick it or rightclick it and select Properties.  You may want to make the text smaller.
To create the other three buttons on the form, you can repeat all of these steps for each button or just copy the button, paste it, move it.  Or you can rightclick it and select Place Multiple Fields. To align your controls in a straight row or column, select those you want in a row or a column (Control+click) and rightclick.  Select Align and one of the commands.  When you copy a button, you will need to change the label and the action for each additional button.
Here’s a summary of the Action commands for these four buttons:

· For a Print button, click Add.  Select File>Print.

· For a Save button, click Add.  Select File>Save Copy.  In Adobe Reader, the customer can save only a blank form unless you give him the rights to save the data, so it’s important to click Advanced | Enable Usage Rights in Adobe Reader. This works only in Acrobat 8.
· For a Reset button, under Execute a Menu Item, select Reset a Form.  Click Add.  You will need to identify the fields you want cleared with this command.  (The default is all fields.)
· For a Submit button, under Execute a Menu Item, select Submit a Form.  Click Add.  You will need to enter additional information—covered below. 


In the first box, you will specify the email address of the person who will collect the data.  This address should be prefaced by the command mailto: followed by the address, with no spaces.  





At this point, you will want the collector to receive the complete document.





This action will work only if the customer is using his own email program; therefore, if the customer is in a lab, he will have to save the file to the desktop and email it as an attachment through a webmail account.  You might want to include some directions for your customers.








Button








1\classes\acrobat\buttons.doc

Page 1 of 2

