UNDERSTANDING THE CHARACTERISTICS 
OF INTERACTIVE FORMS
DEFINING “INTERACTIVE FORM”
Form - A document designed to collect information from a large number of people.  The data in a form can usually be entered into the fields of a database.  A form is frequently organized in a table structure.  An interactive form allows the user to respond to the prompts by typing directly on the form.   
SELECTING THE MODE OF COLLECTION
The information from most organizations’ forms is collected in modes 1-2.  These forms are static.  In modes 3-7, the forms are interactive (dymanic).  The data from such forms can be collected, used, and stored in a variety of ways.  
	M
	CREATOR
	CUSTOMER
	COLLECTOR

	1
	Hands/Mails form
	Write, sign, mail/fax
	Deciphers and types . . .

	2
	Posts form on website
	Print, write, sign, mail/fax
	Deciphers and types . . .

	3
	Posts form on website
	Type, print, sign, mail/fax
	Re-types . . .

	4
	Posts form on website
	Type, email
	Receives by email; copies and pastes.

	5
	Posts form on website
	Type, submit on website
	Receives by email in text format; copies and pastes.

	6
	Posts form on website
	Type, submit on website
	Receives by email in Excel format; converts to database.

	7
	Posts form on website
	Type, submit on website
	Uses information that has been automatically routed to a database.


CHOOSING THE APPLICATION
Interactive forms can be created in several applications.  Examples:
  
· Word document (.doc) and Word template (.dot)

· Excel document (.xls) and Excel template (.xlt)

· Access (.mdb)

· Acrobat (.pdf)
· Any html editor, i.e., FrontPage, DreamWeaver (.htm/.html)

The choice of application will vary with the creator’s personal preference and familiarity with an application. Until Acrobat 8, if the creator wanted the customer to be able to save his completed form with the data, the program of choice was usually Word.  A customer using the free Adobe Reader could not save the data in a pdf form.  Now Acrobat 8 allows the creator to enable the customer to save the data.  (See handout.)  

Although forms can now be created in Acrobat or its companion application LiveCycle Designer, many people find it easier to create the “base” form in Word (or Excel) and add the controls in Acrobat.  The down side to this choice is that any significant revision in a pdf form must first be made in the original application and that document is then converted into pdf.  Minor changes can be made in Acrobat.
Most existing forms (certainly in my school district) have been created as static forms in Word.  It is sometimes more practical to change these static Word forms into interactive pdf forms than to start from scratch.  Unfortunately, the layout of some existing forms is not appropriate for conversion into pdf, particularly if the data will be collected for use in a spreadsheet or database.  For example, if the original form had one line for the customer’s name, without separation into two possible fields for first and last names, there could be a problem.
PLANNING
Step 1


The first step in creating a form is to determine what information you want to collect from a large number of people.  Information in an interactive form is usually collected several different times.  (Otherwise, why go to the trouble of creating a great form?) The collected data should fit easily into the fields of a database.  
Step 2

The second step is to design the way you want the form to look.  This is best done with pencil and paper!  (Most forms look better and are more readable when designed in a table format.  Think database.  Think table.)

These two frequently omitted steps are extremely important in creating an effective form.
And Office 2007 adds to the extensions!
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