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Word Forms 
PROS 

 Use Word to create. 
 Work well for Simple 

forms. 
CONS 

 Limited Text Help. 
 Not everyone has 

Word. 

PDF Forms 
PROS 

 Can make more 
complex forms. 

 ‘Read Only’ boxes 
provide understanding. 

CONS 
 Fewer People have 

Adobe Professional. 
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 First you must add 
the ‘Developer’ tab 
to your Ribbon. 

 Click: 
 
1. File 
2. Options 
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3. Click on ‘Customize Ribbon’ 
   4. Check the Developer   
        checkbox. 
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1. Developer Tab 
2. Controls Area 
3. Legacy Tools 
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 Right Click the form element. 
 Choose, ‘Properties’ 
 Add Help Text…’ 
 Choose, ‘Type your own:’ 
 

   138 Character Limit 



 Word forms work well if they are 
simple, with short sets of instructions 
and questions.  

 
◦ Instructions or questions that have more 

than 138 characters necessitate that a 
person using a Screen Reader switch in 
and out of ‘Forms Mode’ as they fill-in the 
form. 
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 As with all documents, ensure 
the Title of the Document 
makes sense. When persons 
have many files open at once, 
an appropriate Title helps make 
each form easier to find. 
 

 This is especially true for 
person using Assistive 
Technologies. 
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 In order for 
your Word 
form to work 
correctly, you 
must Restrict 
Editing. 
 

1. Click, ‘Restrict Editing’. 
        2. Check checkbox under, ‘Editing restrictions’ 
             3. Choose ‘Filling in Form’ 
           4. Click, ‘Yes, Start Enforcing Protection’ 
                         5. Enter a Password.  
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 Most PDF forms start in another file format. 
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 Adobe Professional will add form fields, and 
checkboxes where it assumes they belong. It 
also names them from text that is adjacent.  
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In Forms editing mode, you 
can edit or add form 
elements, such as; 
  

 Text Fields 
 Check Boxes 
 Radio Buttons 
 List Boxes 
 Dropdowns 
 Buttons 
 Digital Signatures 
 Barcode 
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 Once in ‘Forms Mode’, only tooltips are read. 
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 When in Forms Mode, Instructions and other 
important pieces of information will not be 
read, unless you add them into a text edit box. 



 Ensure your Tab order 
is correct.  
 

 For accessibility all on-
screen navigation is 
done via the keyboard. 
The tab button moves 
focus, and so the ‘Tab 
Order’ must make 
sense. 
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1. File  
2. Properties 
3. Description tab, 

enter Title 
4. Initial View tab, 

set ‘Show’ to 
‘Document Title’ 
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 Set the 
documents 
language in the 
‘Advanced’ tab. 
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 If you constructed your 
document accessibly prior to 
creating a form in Adobe 
Acrobat, than most of your 
accessibility will still be in tact.  
 

 Acrobat Pro X and XI offer an 
Accessibility Check tool.  

 
◦ Tools>Accessibility>Accessibility 

Full Check 
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This will allow others to Save and Print 
the form. 
 

 
 
 

1. File  
2. Save As Other 
3. Reader Extended PDF 
4. Enable More Tools 
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 Available at: Disability Access Services website 
 

http://dor.ca.gov/DisabilityAccessInfo/How-do-I-
Construct-Accessible-Documents.html 
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http://www.dor.ca.gov/disabilityaccessinfo/
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Joe Krack 
 

jkrack@dor.ca.gov 
 

916-558-5766 
 

721 Capitol Mall, 4th floor 
Sacramento, CA 95814 
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