CreaƟng a Fillable Form
Using Adobe Acrobat Pro
One feature of Adobe Acrobat Pro is the ability to take an exisƟng form created using Word or similar
soŌware, and turn it into a fillable form. This allows the form to be sent out and responded to via email.
This resource will demonstrate how to turn a form created in Word into an Adobe Fillable Form that can
sent out via email.

To get started:
Open Adobe Acrobat Pro from your list of programs and select “Create Form” from the task list.

Select “From ExisƟng Document” and click “Next”.

Browse to the locaƟon the original document is saved
and click “ConƟnue”
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It may take a liƩle bit for the document to process, but once it completes, Adobe will have recognized possible
fields and labeled them. In the case that the labels are incorrect, use the “Edit Fields” in the Task menu.
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When you are ready to distribute
your newly created form, select
“Distribute” from the lists of tasks.

Choose how you would like to distribute the form.
Adobe gives you 2 opƟons. For this
resource, select “Send using Adobe
Acrobat” and click “Next”

*Note: Choosing the “Save a local copy
and manually send it later” saves a copy
of the document to your computer. You
can then add the file to an email as an
aƩachment.

Then select “Email” in the window that opens and click “ConƟnue”
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On the right is an example of the
email that Adobe will send with
your form. You may enter each
email address, or clicking on “To”
will bring up the Outlook address
book window. From there you may
access the OSU Global Address List
or even a mailing list from within
your contacts.
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A few items to note:
1. The form is being sent as an aƩachment.
2. You may change the subject line to fit your distribuƟon needs.
3. The body of the email is also editable.

Once the email is ready, click “Send”. This will
open another window (shown to the leŌ).
Choose the “Default email applicaƟon
(MicrosoŌ Outlook) and click “ConƟnue”.

DistribuƟng Forms via Email
Using Adobe Acrobat Pro
The first example demonstrates what the
email looks like when received. The person needing to fill out the form will open
the aƩachment, enter the informaƟon
needed and then email the form back as
an aƩachment.

To the leŌ is the example of the email you will receive once
it has been filled out and returned. Following the direcƟons
will then create a file on your computer that will track the
responses.

AŌer double clicking on the
aƩachment, you will be prompted to create a response file. For
the first one, you will choose to
“Create a New Response File”.
AŌer that, you will simply browse
to the locaƟon of the exisƟng response file. On the next page is
an example of what a started response file might look.
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Example of a Response file:

The spreadsheet compiles the data from the completed form in an easy to
read format. The menu bar on the leŌ provides a filter opƟon and an
“update” buƩon to sync forms as they are returned to your inbox.

If you want to view the form outside of the response file, simply click on
the Adobe icon on the far leŌ of the spreadsheet.

*Note: The response file can be exported into an Excel Spreadsheet.

