Enterprisel T

Adobe Acrobat Pro
Creating a Fillable PDF Document

You must have Adobe Acrobat Pro to create fillable documents.

The creation of a fillable document in Adobe Acrobat DC Pro is an option to give disabled users a better
experience when filling out online applications. The information entered in the fillable fields give the
user the ability to save and print. The Tab key helps navigate through the document and read aloud the

description of the text field to assist non-sighted or low vision users.

Any further questions please refer to this QR code reader or this URL.
http://ada.nv.gov/Training/document remediation/
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Fillable PDF

Creating a fillable PDF
There are many steps involved in the remediation process of a fillable form. The first step is
to turn a PDF into a fillable document.

A. Select “Prepare Form”.
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Identifying all fields

All fields will need to be modified for ADA.
When the form is made fillable all fields will have to be renamed so a disabled used is able to navigate

through the document.

A. All fields need to be identified for a disabled user to navigate the document using only a

screen reader and the Tab key.
B. Each field must have a screen tip that explains what information is in each field, so a
disabled user knows where they are in the document.
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Rename all fields

Changing the name of each field

The document remediator will need to rename any fields to match the name of each of the
corresponding information in each field. A disabled user will navigate the document using the Tab key
and will need to know where they are in the document by the description in each form field.

A. “Right click” on the field.
B. Select “Properties”.

! INCOME TYFPE
Boarders ! Boomers (dtach notarized proafof rental or lease)
Child Support Properties...

Contnbution [ Gifts / Chureh or Chantzbls Donations
Educational Assistance ! Student Loans
{drrach proaf of hition, books and tupplies for prior Semasters)
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Rename Field...

Set as Reguired Field

SNAP)
Foster Care i
County Assistance | General Assistance Add New Field
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C. Enter the name of the field.
D. The “Tooltip” description is what will be read out loud to the user when they Tab into the field.
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Inserting Fields

How to insert a text field or a check box

When turning a document into a fillable form, all information that needs to be entered into the form
needs to have a text field or a check box.

A. Example of missing field.

In addition, by signing below, you confirm that the provider(s) listed above reflect the choice made by you, th
vou agree to indemnify and hold harmless the State of Nevada. the Child Care and Development Program.,
board members and employees from all claims, litigation, costs, expenses and liabilities arising out of, or in a1
the provider chosen by you.

I certify under penalty of perjury, my answers are true, correct and complete to the best of my know

Signature or Mark of Spouse
Signature or / Date Signature or Mark of Spouse/Second
Mark of Applicant (Parent/Guardi Parent/Guardian of Child(ren)

B. Select this tool to insert a text box.
C. Select this tool to insert a check box.
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Text Field Properties

Format options for fields.
The form fields have options that can limit character input and ensure that the information entered in
the field are correct. For example, a Date can be entered in a specific format that you choose.

A. “Right click” on the field and select properties.

B. Select “Format”.

C. Select the format type for the text field.

D. Choose the correct format that you want for your document.

edge and ability.

Text Field Properties
=
General Appearance Position Options Actions Format Validate Calculate Date
i Select format category: | Date v
Date O None
ate Options Number
Percentage '
m/d Time
m/diyy Special
m/dfyyyy Custom
‘ mm/ddlyy
mm/dd/yyyy
. v
E. Click close to save changes
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