REVIEWING THE STEPS IN CREATING 
AN INTERACTIVE FORM FROM A STATIC FORM
1.   Create a container (folder) for the files related to this process.  If you plan to upload to a web-hosting server, you should put these files into a descriptively named folder in your website folder inside the My Web Sites folder inside the My Documents folder.
2. Open the static form in its original application and save it to the container.  For example, most static forms are created in Word, so open the form in Word.  (OR scan a hardcopy of the form into pdf format.  Scanning should be a last resort and is not recommended.)

3. Evaluate the static form’s possibilities as an interactive form.  Consider its layout and appearance.  Plan your new form.  Identify the fields of the data to be collected.  Decide which types of controls would best assist the customer and the collector.  
4. Make any necessary changes in the form and save it.  (This step emphasizes the main reason that scanning is not your best choice:  Major changes to a document must be made in the original application.)
5. Convert the Word file into a pdf file.  Save it in the container.
6. Run the form field recognition process.

7. Modify the recognized controls and their properties as needed.  Add other controls as needed.  Save.
8. Add a Submit button and any other buttons as needed.  Save.
9. Enable the customer to save data in a copy of the form.  Save.
10. Create the dataset file to contain the responses.  Save.
11. Upload the form and all related files to your web-hosting server.

12. When customers submit their responses and their emails are in your inbox, save each attachment in the container (using a naming process that makes sense to you).
13. If your form requires a signature for verification and/or must be filed as hardcopy, you can just print out the forms.  (Later, you can set up a digital signature for this step.)

14. If you want to manipulate the customers’ data, open the dataset file and add the responses. You can sort and group here.  For more complex procedures, export the data into a csv file and then into an Excel file (and then into an Access file) as desired.  
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