SERFF End User Training Manual

Lesson 7

Adobe Acrobat software is a document exchange program that enables users to share
files that can be viewed and printed easily with a freely downloadable Acrobat reader.
Acrobat allows you to convert virtually any document easily, in a shareable Portable
Document Format (PDF). Documents in PDF format retain likeness of the original
document with a smaller file size, making them easier to share the document via email,
disk, or other means. In addition, Adobe Acrobat contains tools for you to markup,
review, and edit changes with PDF documents. Adobe Acrobat allows you to create
interactive table of contents, notes, stamps, annotations, bookmarks, and indexes for

your document.

The following lesson will show you how to use Adobe Acrobat. In addition, SERFF

standards for documents will also be included.

&~ Note: When a state receives a filing for review, it is important to understand

that in order for Adobe Acrobat files to be edited, they must first be detached
from the original filing, annotations and/or corrections must be made to the
document, the document must be saved as the edited version (with a
different file name), and finally, the edited version must be attached to the
filing in either a Response Letter or Amendment. The original Adobe file

always stays with the original filing.

This lesson covers the following topics:

&~ |ntroduction to Acrobat

& Creating and Editing Acrobat Pages

&= Marking Up an Acrobat Document

& Advanced Acrobat Features

&= Creating Forms
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Introduction to Acrobat

Opening a File in Adobe Acrobat

Adobe Acrobat allows you to open any PDF formatted file. Below are the steps to open

a file in Adobe Acrobat or, you can also double click on an attached PDF file to open

Adobe. Click the Start Menu, choose Programs then Adobe Acrobat Professional and

click the name of the program you want to start. You can also double-click the Adobe

Acrobat icon on your desktop to start the Acrobat program, or double-click a PDF file

icon to start the program with that file open.

" Opening a File

1. Click  * or select File, Open from the main menu. The Open dialog box will

appear.
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2. Select the appropriate file and click . The file will open in the Adobe

Acrobat program window.
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Pane

Navigation

Adobe Acrobat Work Area
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The Acrobat work area includes a window with document pane, control icons, menu

bars, status bars and several toolbars. The document pane is used to view PDF

documents, and an accompanying navigation pane shows bookmarks, signatures,

layers, pages and several other navigation elements pertaining to the document. Below

is an example of an open document in Acrobat.

Menu
Bar
@Eile Edit “iew Document CommerIs'Tools Advanced  Window Help _|E’|5|
é X Py J;L = qt f @ ﬁ E Creste POF ~ A;:j Comment & Markup = &7 Send for Review « ﬁv .év =l -
ST Teselect i F® - | I @ [u% @ |00 | wne | @ten -
]
» W EE g+ optiors -~ = 4
i =
E D pdfrark Reference Manual = Adobe Acrobat 7.0
g
m
B
=
T
=
G :*ﬁg Document
P s
‘ ; Pane
pa} 3
& El
=
=z pdfmark Reference Manual
ey
)
=
[i)
£
£
8 Howambsr 17, 2004
[EEES
h :-\T Piass finct th latsst vardonct tha

F » Rt e s oba, comy Tinks!a crobak ;I

(= I | 1of L Ml | © O | O
Industry Lesson 7 Page 3 of 85

Copyright ©2010 National Association of Insurance Commissioners. All rights reserved




SERFF End User Training Manual

The following table explains each the most commonly used buttons:

Button Purpose
= Open a PDF file.
B, Create PDF from Web Page.
= Save the file currently in the Adobe Acrobat program window.
3 Print the file currently open in the Adobe Acrobat program
' window.
4 Navigates to the first page of the document currently open in
the Adobe Acrobat program window.
4 Navigates to the previous page of the document currently open
in the Adobe Acrobat program window.
b Navigates to the next page of the document currently open in
the Adobe Acrobat program window.
Pl Navigates to the last page of the document currently open in
the Adobe Acrobat program window.
o Navigates to the previous view you had displayed in the Adobe
Acrobat program window.
[+ Navigates to the next view available in the Adobe Acrobat
program window.
; Displays the document in actual size in the Adobe Acrobat
program window.
|:| ‘ Shrinks the document to display the entire page in the Adobe
- Acrobat program window.
El Displays the document width to fit the Adobe Acrobat program
window but you must scroll to see the full length of the
document.
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Find a word or phrase in the current document open in the

'Iiﬂii
Adobe Acrobat program window.
I oy Navigate through the document testing hyperlinks, inserted
R
items, etc by clicking on them.
@\ Zoom in on a portion of the current document open in the
Adobe Acrobat program window.
T Touch up text in the current document open in the Adobe

Acrobat program window.

Crop a portion of the current document open in the Adobe

Acrobat program window.

Add a note to the current document open in the Adobe Acrobat

program window.

o Write directly on the current document open in the Adobe
Acrobat program window.
|V Highlight a portion of the current document open in the Adobe

Acrobat program window.

Insert a movie file on the current document open in the Adobe

Acrobat program window.

Create a hyperlink on the current document open in the Adobe

Acrobat program window.

Identify article properties for a portion of the current document

open in the Adobe Acrobat program window.

Insert a digital signature on the current document open in the

Adobe Acrobat program window.

s

Select the text on the current document open in the Adobe

Acrobat program window.
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Navigate an Acrobat Document

Use the following areas of the Acrobat screen to help you navigate through multi-page

documents.
@ Ele Edit Wew Document Comments Tools Advanced Window  Help ==
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®{[ Creating Adobe PDF Files | | different page.

=Y Creating Adobe PDF Files |
=Y Adohe POF Settings

=0 Saving and Cornverting Adok
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Navigation Toolbar Buttons

There are quick navigation buttons available on the toolbar within Adobe. These buttons
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will help you navigate quickly through any large documents you may be reviewing.
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& Using Adobe Acrobat Help

The help file in Adobe Acrobat contains information on what the program can do, how to
perform functions in the program, and why you would use certain things in the program.

Below are the steps to use the Adobe Acrobat Help file:

1. To open the help file and look through the bookmarks in the file, select the main
menu item Help, Complete Acrobat 7.0 Help. This will display the help file and a

list of bookmarks in the navigation pane on the left side of the screen.

{?’:lndohe Acrobat Professional Help ;_l_glﬂ

= ® @ Adobe Acrobat Help "

J Comems\Seach\lndex g
& |

& ACROBAT ESSENTIALS

& what's Mew in Adobe Acrob
7.0

& Locking at the Work Area [

& Finding &dobe FOF Files Using SearCh
Organizer

# ADOEE PDF CREATION Tab

& Creating Adobe POF Files
Using POFMaker

& Creating Adobe POF Files
Using Acrobat

& Adobe PDF Settings

& Saving and Converting Adobe
PDF Content

& FORMS
& Creating Adobe FOF Forms
& Filing in Adobe PDF Forms

& Collecting Data from
Submitted Forms

& REVIEW AND MARKLP
& Using Commenting Tools
& Initiating Document Reviews

=3 Participating in Cocument
Reviews

+] # Mananinn Comments x
4 2
—

Acrobat: 7.0 Professional

=l

2. To see sub-topics of a bookmark, click the F-button to the left of the bookmark.

This will expand the sub-topic list.
3. To search the help file for a particular word or phrase, click the Search tab.

Using Bookmarks in an Acrobat File

Bookmarks are electronic links within an Adobe Acrobat document. If a document is

originally created in a word processing program and has a table of contents, when it is
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converted to an Acrobat document, bookmarks are automatically created from the table

of contents. In addition, you can add your own bookmarks to an Acrobat document,

similar to paper bookmarks, and mark parts of documents that you often return to.

Bookmarks can also be used as an outline for a lengthy document.

Many of the documents you will work with in Adobe Acrobat will contain bookmarks in

them. Use the following steps to navigate the bookmarks of an Acrobat file:

&~ Bookmarks

1. Open the appropriate file in Adobe Acrobat.

2. Select View, Navigation Tabs, Bookmarks, from the menu bar if the Bookmark

pane is not already open.
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4. Click on the Subtitle name. The view

document.

& Adding Bookmarks

pane will display that portion of the

Bookmarks allow you to move quickly to important parts of documents. Below are the

steps to add bookmarks to an acrobat file:
1.

2.

Open the appropriate document in the Adobe Acrobat program window.

If the bookmark window is not open, click on the ‘Bookmarks’ tab.

@Flle Edit Wiew Document Comments Tools  Adwvanced indow Help
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-
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[THIZ FOLICY 12 INTENDED 70 BE A GUALIFIED LONG-TEAM CARE INZURANCE CONTRACT
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on the left toolbar.

Click the Text Selection Tool button

Click and drag to highlight the text you would like for the bookmark title. This is

usually a portion of the first sentence of the area you want book marked.

Right mouse click on the highlighted text and select Add Bookmark from the
shortcut menu. A bookmark with the highlighted text as the title will appear in the

bookmark pane.
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‘@:Renaming a Bookmark Title

Bookmark titles are generally a section header or a few words in an important sentence.
Once the bookmark has been established to point to a certain part of the document, you

can change the bookmark title to something more descriptive and it will not affect the

document text.

1. Open the appropriate document in the Adobe Acrobat program window. Be sure

the bookmark pane is also open.
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2. Right mouse click on the title of a bookmark in the bookmark pane. A shortcut

menu will appear.
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3. Select Rename from the shortcut menu.

4. Enter the appropriate text for the B

keyboard to save the change.
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&~ Deleting a Bookmark Title
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Deleting bookmarks allows you to keep only the bookmarks you are currently using.

1. Open the appropriate document in the Adobe Acrobat program window. Be sure

the bookmark pane is also open.
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2. Right mouse click on the title of a bookmark in the bookmark pane. A shortcut

menu will appear.

Industry Lesson 7

Page 13 of 85

Copyright ©2010 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

% POLICY MOTICE(S) 1
=T A5LE OF CONTENTS
E TAB Go ko Bookmark

0N DEF oy Chrles

Renarme

U= Current Appearance as Mew Default

P PREFI
04 PRE o Diestinatio

WWrap Long Bookmarks

Properties. . Ckrl+1

3. Select Delete from the shortcut menu.

4. Select File, Save from the main menu or click B to save the changes.

&~ Reviewing Comments

You may receive an Acrobat file that contains comments.

review the comments attached to the document:

1. Open the appropriate file in Adobe Acrobat.

Use the following steps to

2. Select View, Comments, Show Comments List from the menu bar if the

Bookmark pane is not already open. If the Bookmark pane is open, click on the

Comments tab.
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@Eile Edit Wiew Document  Comments  Tools  Advanced  Window  Help
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E
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3. Click on a comment pane. The view pane will display that portion of the document.

4. For a summary list of all annotation notes, select Document, Summarize

Comments. Choose a ‘layout type’. A summary document will be prepared, listing

all annotations in the PDF file. See an example summary document below.
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Summary of Comments on Changes to the
G-.2130-S policy form

Page: 1

Sequence number: 1
Author: FStuart

Subject Mote

Date: 8/14/2008 4:44:50 PM
— lncomrect

e

Sequence number: 2
Author: FStuart

Subject: Highbght

Date: 8/14/2008 4:44:57 PM

T

Page: 3

Sequence number: 1
Author: FStuart

Subject: Approved

Date: 8/14/2006 4:45:18 PM

&
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Creating and Editing Acrobat Pages

Adobe Acrobat Professional allows users to convert existing files into a PDF File format.
There are a few ways this can be completed, depending on the original file formats.
Microsoft applications such as Word, Excel and PowerPoint are easily converted using
the Create Adobe PDF toolbar icon. Other applications, other than Microsoft products
can also be converted fairly easily. Image files, such as Bitmap’s or JPEG’s can be
converted into an Acrobat file. This lesson contains information about converting a
Microsoft document, a non-Microsoft document, and an image file into a PDF Document.
This lesson also includes editing an Acrobat file. It covers changing text in a single
sentence to deleting entire pages and adding new pages. Adobe Acrobat is not a word
processing program; so editing features are not as simple as they are with Microsoft
Word or WordPerfect. Remember, the reasons for using Acrobat are file size and the

ease of transport through email, not because it is a better word processing program.

Many times the document you would like to submit with your SERFF filing has already
been created in a word processing program like WordPerfect or Microsoft Word. Use the
following steps to convert a Microsoft Word document to a PDF file. There are similar

steps for other word processing programs.

¥~ Create an Acrobat File from a Word Processing Program

1. Open the appropriate document in your word processor.

2. Select Adobe PDF, Convert to Adobe PDF from the main menu or click T on the
toolbar.

3. You will be brought to the Save PDF file as dialog box.
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21 x|
Save in; Ia S wark j = i

| 1ACCESS
|:I Acrobat
[ ETS

TE) ABC COMPANY -palicy pdf

File name: j Save
Save az bype: IF'DF files j Cancel |
P

A

4. Enter the appropriate name for the document and click button

%~ Note: When you have returned to your word processor program, the file has

been created and will be found in the folder you selected during the saving
process. Conversion can take a several minutes depending on the size of

the document being converted.
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Create an Acrobat File from a Word Processing Program (Alternate Method)

In some word processing programs, the previous method is not available. If that is the

case, follow the steps below to use your print dialog box to create an Acrobat file:

&~ Create an Acrobat File

1. Open the appropriate document in your word processor and select File, Print from

the main menu. The Print dialog box appears.

pint 2]
~Printer
Mame: 58 HP LaserJet 9000 PCL &_709 Properties |
et Euiv:"'ﬁiiiiiii':ié"ﬁ"lf:iif ........................................................................................................ =
Tvpe: o Fax
i <5 HP Color LaserJet 8550 PCL 5C_701_mailvm . .
VTS 5 HP LaserJek 9000 PCL 6_709 g eliic
Carmnment: & HP Mabile Printing
—Page range —| -
&+ al FIOmber af Copies: |1 5‘
™ Current page = Selection
" Pages: I v Collate
Erter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12
—Z00m
Print whak: IDI:ICLImEI'lt j Pages per sheet: |1 page j
Print: I.ﬁ.ll pages in range v| | scale to paper size: |N.:. Scaling v
Cptions. .. Ok, I Cancel

2. Select Adobe PDF from the Name: field. Click . The Save PDF file as

dialog box appears.
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Save Ia Higtory j ;

- Mame o | Madified | -
E:I 2005 February 3/8/2005 7:02 &M

Histary ) ABC COMPANY -p... 3/8/2005 5:49 AM
* @Access Level 1 M,,, 1/27/2005 939 AM
@.ﬁ.irline Milicary Poli,,,  3/2/2005 9:31 AM
@bsb_catalug.pdf (21 1)24/2005 1:13 PM

lesBarder. pdf 1/20/2005 12:50 PM

E:I CriticalbiatesDocu, .. 3)3/2005 1:50 PM

el [ 322005 9:28 AM

[l etime (2) 1/25/2005 10:47 &AM

[a etime 3/8{2005 7:03 AM

FEIETS Manual 2004.... 2/24/2005 12:45 PM

rx‘l—..__l LY Amdd Jammd T4 A kA j
File name: ILessurﬂ 1.pdf j Save I
Saveastype.  |PDF files [*PDF) | Cancel |

-

3. Enter the appropriate name for the document and click . When you have

returned to your word processor program, the file has been created and will be found

in the folder you selected during the saving process.

Using the Drag and Drop Option to convert an image file into an Adobe PDF File

Format

If the file is an image, you can convert it to a PDF without opening Adobe or the original
document. Drag the image file within the Windows desktop onto the Adobe Acrobat
application window. If you drag the image onto the Adobe icon, Acrobat will create a
new PDF file for each image; multiple images will be opened into multiple PDF
documents. The file name will remain the same, but the file extension will be changed to
.pdf.

If you drag the image file onto an already opened Adobe Acrobat file, it will place the
image at the end of the document. This might be a useful tool if a state seal needs to be

added to a document.

Only image files (such as .gif, jpg, .bmp or .png) can be converted this way. Text

documents must be converted using the previous two types of file conversions.
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%" Drag and Drop

1. Ensure that all applications on the desktop have been minimized.

2. Find the image file that you want to convert to a PDF file format, select the file by

single clicking on it and hold your mouse down while you drag it over the Adobe

Acrobat desktop icon and release.

&~ Make sure that you are dragging the file onto the Adobe Acrobat icon and not

the Adobe Acrobat Reader icon.)

3. Adobe will automatically convert the image into a PDF file format. (Note: the file
extension will have been changed to .pdf, but the name of the initial file name will

carry over.)
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2 Adobe Acrobat Professional - [SERFF.pdf]
Lq
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%~ To convert multiple images, select the images using the Ctrl + Click option (to

select particular files) or Shift + Click options (to select a range of files), hold
down your mouse and release the selected images over the Acrobat shortcut.

Each image will be opened into its own PDF file.

Editing Text in an Acrobat Document

An Adobe Acrobat file is text converted to a compressed graphical format. Therefore,
editing text within the document is very restrictive. You may add new text only on a line
that currently has text. When you delete an entire line of text, you are left with white
space on the page. The text does not move up the page as it does in a word processing
program. If you need to make major changes to a document that has been saved as an
Adobe Acrobat file, it is better to make the changes in the original word processing
version of the document and re-save it as a PDF file again. Below are the steps to edit

text in an Adobe Acrobat document.
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&~ Editing Text

1. Open the appropriate document in the Adobe Acrobat program window.

_@ File Edit WYiew Document Comments Tools Adwanced ‘Window Help

X Pn B =4 q— - y % ﬁ | mCreate PDF = AJCDmmem&Markup e i"Send for Review -~ B Z

|_'L||"' IE
k3

CONENHIEERCER

_@'j T setect ﬁ

® 0.

v

@ Help -

YLy e

B

B

applies and its effective date.
A0 [Policyholder: AnyCompany]

Group Policy No.: [ K]

EFFECTIVE DATE

POLICY ANNIVERSARIES

PREMIUM PAYMENTS

! Comments \K Aﬂachl Pages-\l Signatures -1 Bookmarks

| must be

Policy anniversanes will be [October 1, 2000 and each subsequent Cctober 1]

Livl~ ||

ABC COMPANY |~ [ Touchup

. The Schedule of Exhibits lists each Exhibit to this policy, to whom it

Text Tool

2 This pelicy will take effect on [October 1, 1999, This policy replaces Group Policy Mumber Y™ which was
isgued by ABC Company and tock effect on October 1, 19597 ]

This policy is issued in return for the payment by the Policyholder of required Premiums. Premiums are
payable at the home office of ABC Company or to its authorized agent. The first Premium is due on and

g E | L] 1 I 1of 14 R)

M| @ © |

L1 Ul
L1 |/ nn -

2. Right Click on the Toolbars to activated the Advanced Editing Toolbar

I wr—mmem [ = a1 o

Ly

Basic

Cammenkting

Drrawing Markups

3. Click the Touchup Text Tool button Ii ~ from the Advanced Editing Toolbar.

4. Click on the text you would like to edit. A box will appear around the text block

with the text highlighted.
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ABC COMPANY

ABE Company, a stock company, Wil pay e benedls spacified In e Exhibils of this polcy subject in the
s and provisions of this policy. The Schedule of Exhibils lsts =ach Exhibil fo this pollcy, b whom &
apoles and s eflacie date.

{1 ArpCompary]
EEEEEA
EFFECTIVE DATE
] Thls pollcy will iaks efact om (Oclober 4, 1558, This pollcy replaces Geowp Folicy Kumber YYYYY which was)

smaued by ABC Company and fook effect on Siclober 4, 1957 )

AOLICY ANNNERZARIED

Folicy anrharsaries will be [Oolober 4, 2000 and each subsszuent Ciclober 1]

ARENIUM PAYMENTS

Tris pollcy Is lszued In refur for the payment by ine Foilchoider of reguived Premiums. Fremiues ars

payabie 2 e home offios of ASC Company of o s autorized agent. The first Pramium ks cus on ard
:g :!b-:.' {niz poloy's eftectve date. Anylater Premiums are cus [renthiy inacvance on fne st day of
=azh Policy Mont]. Trese dates ane fhe Fremium Due Cates.

ADLICY EITUE

0] This pokcy Is lsusd for defeery In and governad by e laws of [Jurisdiction].

Signed by

(A hosmmad agant or reskder agert as pequined by b

Ll TTHEZ POLICY I INTENDED TO BE & @UALIRED LONG-TERM CARE IMIURAMCE COMTRACT
UHDER SECTION TTIZEMD) OF THE INTERNAL REVENLIE CODE OF 1884, A3 AMENDED.]

THIZ POLICY MAY MIOT COVER ALL THE CO3TE AZBOCIATED WITH LONG-TERM CARE INCURRED
2Y THE BUYER DURING THE PERIOD OF COVERAGE. THE BUYER 18 ADVISED TO CAREFULLY
AEVIEW ALL POLICY LIMITATIONS.

kl] GROUP [@UALIRED) LOGNG TERM GARE INSURANCE POLICYT HON-DIVIDEKD PAY G

i.  Move the cursor to the appropriate spot using the arrow keys on the keyboard.
Use the delete key on the keyboard to Delete any text to the right of the cursor
and the Backspace key to delete any text to the left of the cursor. Enter any

new text you would like to add in its place.

i.  Select File, Save from the main menu or click |H| to save the changes.

Adding Pages to an Acrobat Document
While working on a document in Acrobat, you can insert another file into the current
document. If you would like to insert only certain pages from a file, simply save them as

their own file.
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& Adding Pages

1.

program window.

Open the document to which you would like to add pages in the Adobe Acrobat

2. Select Document, Pages, Insert from the main menu. The Select File to Insert

dialog box appears.

select File To Insert 7] %]
k Look ir; I 3 History j ¢ Ef-
Mame | Modified | -
E:I 2005 February 3/8/2005 7:02 AM
T ABC COMPANY -p...  3/5/2005 5:49 AM
@.ﬁ.ccess Lewel 1 M,,, 1[/27/2005 9:39 AM
@.ﬁ.irline Milicary Pali,., 3/2/2005 9:31 AM b
@bsb_catalug.pdf (21 1)24)2005 1:13 PM
lesBarder.pdf 1/20/2005 12:50 PM
E:I CriticalDatesDocuy, ., 332005 1:50 PM
FEIENUExt 3/2/2005 9:25 AM
] etime (2) 1/25/2005 10:47 AM
] etime 3/5/2005 7:03 AM
@ETS Manual 2004..,. 2242005 12:45 PM
File name: I j | Select I
by Metwork P...
' Files of type: | 4dobe PDF Files [+ pdf) Rl Cancel |

Settings... |

3. Navigate to and select the appropriate PDF file. (You cannot insert a file of any

i

other type.)

4. Click|[ calect I The Insert dialog box will appear.
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Insert Pages x|

Insert File:  EMUExE, pdf

Lacatiorn: -

—Page

" Firsk

{ Lask

¥ page: |1 of 19
| Ik I Cancel

5. Select the appropriate position for the new file. The pages from the selected file

will be inserted into the current document at the location specified.

6. Select File, Save from the main menu or click [E to save the changes.

@DMoving Pages in an Acrobat Document
Adobe Acrobat allows you to rearrange the pages of a document using a simple drag and drop
method.

1. Open the appropriate document in the Adobe Acrobat program window.

2. Select the ‘Pages’ tab to open the thumbnail pane on the left side of the

document.

“ This pane can be widened by moving the mouse pointer to the line dividing it

and the display pane. The mouse pointer will turn into a double headed

arrow. Click and drag to the right to make the pane wider.
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_ﬁﬁile Edit Yiew Document Comments Tools Adwvanced Window  Help _&]| x|

% B h E] [g] %' @' % n Eﬁ(:reatePDFv |€§Commerft&h~1arkup' !ﬁSendforReview- [%- lv EF
%WIhSeled FHHCSN RN B @ 00w @ren -

| Options + X

ABC COMPANY

AT gomgary, ummummmmnusmuwwmmﬂmm
o thiz poloy. pallcy, o whom i
apolies an Fs sfecive date.

P [Foliyhoidsr: AryCampary]
Group Folloy M. PUOO0D

EFFECTIVE DATE

This palkcy wil talkie eftect on [Oclober 1, 1538, This palicy repiaces Gioup Follcy Number YYYYY which was
Izmumd by ABC Company and fook effect on Ocicber 1, 1327]

POLICY ANNWERSARIED
Foiicy anriversanies wil be [Dciober 1, 2000 and each sutisecuent Sicicher 1]
PREMIUM PAYMENTE

Tris poricy ' iass In relur for the payr Framiums e
msummrmma—mmmm “The tret Pramium iz sus on and

Attachy: Pages‘ Signatures ‘\ Bookmarks ‘

Bm By ns podcy’ Ary e At dayot
=ach Policy Month]. Thess dates ane fne Fremium Dus Cass.

POLIGY SITUS

Tris poricy I issuiad for Ssbvery In and governad by fne imws of [ursdickon].

Signed by,

nt or reziger 3

Comments

[THIE POLICY 12 INTENDED TO BE AQUALIFIED LONG-TERM CARE INJURANGE CONTRACT
UMCER SECTION TTI2E0) OF THE INTERNAL REVENUE CODE OF 1684, A3 AMENDED]

vI THIZ POLICY MAY MOT COVER ALL THE COSTE A3 POCIATED WITH CARE INCURRED
=¥ THE BUYER DURING THE PERICE OF COVERAGE. THE BUYER I ADVIZED TO. CAREFULLY
REVIEW ALL POLICY LIMITATIONS.

L=

o 3

[ 4] o T p Bl | © © |

3. Click and drag the appropriate thumbnail page to its new location which
identified by a blue line under the page number. Acrobat will cut the entire page

and paste it to the new location.

4. Select File, Save from the main menu or click |5 to save the changes.
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¥ Deleting Pages in an Acrobat Document
Adobe Acrobat allows you to delete unwanted pages from a document. Below are the
steps to delete pages in an Adobe Acrobat document:

1. Open the appropriate document in the Adobe Acrobat program window.

2. Locate the pages you wish to delete from the document. (You will need to know

the page numbers.)

3. Select Document, Pages, Delete from the main menu. The Delete Pages dialog

box appears.

Delete Pages x|

" Selected

& From: To: |1 of 19

(04 I Zancel |

4. Enter the appropriate page numbers and click o . The pages will be

removed from the document.

5. Select File, Save from the main menu or click |F] to save the changes.
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‘@:Extracting Pages from an Acrobat Document

If you find pages in your document that would be better suited in a document of its own,
you can extract them to a new document while at the same time deleting them from the
current document. You can also extract pages from a document without deleting them.
This may be done to insert these pages into other documents or to let them stand alone

as their own document while still retaining them as part of the original document.
1. Open the appropriate document in the Adobe Acrobat program window.
2. Locate the page numbers of the pages you would like to extract.

3. Select Document, Pages, Extract from the main menu. The Extract Pages

dialog box appears.

x
Erarm: I To: |1 af 19

[ Delete Pages After Extracting

K, I Zancel

s

Enter the appropriate page numbers in the dialog box. Select the Delete Pages
After Extracting checkbox if you would like the pages to be deleted from the

original document upon extraction.

5. Click button. The pages will be extracted to a new document in your

Adobe Acrobat program window.

o

Select File, Save from the main menu or click L‘H to save the new document.

7. Select File, Close to close the new document and return to the original

document.
8. Select File, Save from the main menu or click E to save the changes to the
original document.
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‘?:Replacing Pages in an Acrobat Document

Adobe Acrobat allows you to replace pages in a document with another Acrobat file.
This is helpful if you have an original document in a word processing program and you
saved a copy of it as a PDF file to insert it into another PDF document. Every time you
make changes to the original word processing file, you will want to save the changed
document as a PDF file and replace the pages in the other document with the new
updated information. The only restriction to replacing pages is that the number of pages

being replaced and replacing must be the same.
1. Open the document that needs updating in the Adobe Acrobat program window.
2. Locate the page numbers of the pages you would like to replace.

3. Open the document that has the updated information in the Adobe Acrobat

program window.
4. Locate the pages numbers of the pages you would like to replace.

5. Select File, Close from the main menu to close the document with updated

information.
%~ You cannot insert an open file into another file.

6. Select Document, Pages, Replace from the main menu. The Select File with

New Pages dialog box appears.
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Select File With New Pages 2 xl

Lack in: | 23 PYCS_work ~| « &k E-

|1 ACCESS
| Acrobat
" 1ETS

T ABC COMPANY -palicy pdf

Filz name: || j Select I
Files of lwpe: |r-‘«d-:ube POF Files [*.pdf] j Cancel |

Settings...
= ”

7. Select the file with the updated information in it.

8. Click button. The Replace Pages dialog box will appear.

—Criginal

Replace Pages: I Tos |1 af 19

inCABC COMPANY -policy, pdF!

£

—Replacement

With Pages: |1 To: 1 af 64

fram 'PeopleSaftRequsitionsManual, pdf

| Ik I Cancel

9. Enter the appropriate page numbers from step 2 in the Original section of the

dialog box.

10. Enter the appropriate page numbers from step 4 in the Replacement section of

the dialog box.
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11. Click button. The pages from the updated document will replace the

appropriate pages in the original document.

Marking Up an Acrobat Document

When a state reviewer receives Adobe Acrobat files attached to a filing, it is their job to

review the document and make any suggestions directly on the document. They do this

through the use of annotations.

There are many types of annotations in Adobe Acrobat. You can create notes, stamps,

highlight, text, etc. In addition to being able to create all of these annotations, both state

and industry employees must know how to edit and delete the annotations.

¥~ Adding a Note to an Acrobat Document

Notes are similar to the paper post-it notes that we use every day to put reminders or

changes on printed documents, except they are electronic and placed on an electronic

document.

1.

Open the appropriate document in the Adobe Acrobat program window.

@Flle Edit YWiew Document Comments Tools Advanced Window Help

;Iil_l

2eAaE & % i | -@cmmv

|"ij Comment & Markup [~

Eﬂ] Send far Review: - [@ é

(& Do i@ (1L -] © 2 @ [0

Text Edts ~ (®, Stamp Tool ~ T2 - 42 -

A

TeEdhbl o iz polcy susjecinthe
fowhom i

ABC Company. wl
feTns and provisions of tis policy.
apzlies and s effecve date.

[Folleyhaider:
Group Felley Hew

AryZoreary]
e b

i

Note Tool

EFFECTIVE DATE

Iszeed by ABC Sompany and fook effect on Ocicber 1, 1357
POLICY ANKNVERSARIED

FREMILUM PAYMENTS

Trbs pokey wll e etect on [Dckcber 1, 1528, This pollcy repiaces Group Policy Rumber WYY which was

iy anehvarzanies wil be [Deloner 1, 2000 ard aacn subzsquent Oictober © |

Tris pasicy it Inzied I retum for the payment by of requin
o

pa

e

mmzh Palcy Mon®]. Thess dates ane fne Fremium Dus
POLICY EMTUS

i) This poicy s Issusd for delivery In and povemed by Ine iws of [hrsdiction].

by,
A Icersed agent or rezidert 5]

Comments ‘\ Attachii Pagesi Signatures ‘\ Bookmarks

]

Y THE BUYER DURING THE PERIZD OF
FREVIEW L1 POLIGY LIMITATIONS.

Fremiums e
The st Pramium iz cue on and

rusthe
(I by iriz pollcy's sMectes date. Ary imter Pramiums an cus [monthiy in stvance on fre frok day of
ez,

[THEE POLICY B8 INTENDED TO BE & GUALIFIED LONG-TERM CARE INIURANCE CONTRACT
UNDER $ECTION 7702800 OF THE INTERKAL REVENUE CODE OF 1884, 43 AMENDED]

THIZ POLICY MAY MOT COVER ALL THE COSTE A3 POCIATED WITH LONG-TERM CARE IMCURRED
COVERAGE. THE BUYER 15 8DVISED TO GAREFULLY

(=l

|ﬂ<i [ rofs

oMl | © ©]

L
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2. Click the Note Tool button |~ Mate Taol on the commenting toolbar.

3. Click on the document where you would like the note to appear. A Note box will

appear on the document.

mFlle Edit  Wiew Document Comments Tools Advanced  Window  Help ==l

EXLY: @@ G- @ “‘ 1 creste poF - o Send for Review + (- o o).
- ISR NI NCN N o8 e

|«§a Comment & Markup [~

SM 472006 124623 PM
i [Folleyhoider: ACampany)
Optians (3

Group Folloy Ne: U000

EFFECTIVE DATE

=] Tris pokcy Wil taie ettact on [Dckober 1, 1555, This policy rapices Geoup folcy Mumber ¥YYY
Issued by ABG Company and took =ffecton Oclober 1, 1357

POLICY ANNINERSARIED

Faiicy anriserzanes Wil be [Orisber 1, 2000 ard encn subzsguent Ocicber |

PREMILM PATMENTE

This peicy 5 ssued In reium for the payment by he Foilchoider of paquined Framiums
mxnmmwmen’mmm Thefirs2 Framium

e st

BDBIDY"I Ary e
each Folicy Month]. These detes ans fne Fremium Dus Caes.

POLICY BITUE

i) Thlz peley s lnzusd for dabuery Jurizd stz

Egned by
A licensed agentof resident agent as requined by k]

L] [THIE POLICY 12 INTENDED TO EE AGUALIFIED LONG-TERM CARE INSURANCE CONTRACT
UNCER SECTION TT2ER) OF THE INTERHAL REVENUE CODE OF 188, AT AMENDED.]

THIZ POLICY MAY HOT COVER ALL THE COSTE A3LOCIATED WITH LONG. CARE IMCURRED
BV THE BUYER DURING THE PERIOD OF COVERAGE. I'HEBurEilum:MlE)TD CAREFULLY
REVIEW ALL POLICY LIMITATIONS.

[ daf o [ Bl © © |

m - Comments { Aﬂachl Pages‘\ Signatures { Bookmarks

4. Enter the desired text in the note.

5. Click 3¢ to close the Note.

6. Click &™ | to turn off the Note feature.

7. The document will contain a @ at the location of the note.

8. Select File, Save from the main menu or click |H| to save the changes.
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Acrobat allows you to add, change, or delete part of a note previously created. Use the

following steps to edit a note:

1.

Open the appropriate document in the Adobe Acrobat program window.

@ Fle Edit Wew Document Tools Advanced Window Help

=& x|

AN

15[ 8- 2 ]

x g -8 -IT

& T select Text + @) -

& - ess F

@® EB‘ £ E ;= How To.7 =

i Signatures \H Bookmarks

l Pages

~ MeteTool F, TedtEdts - #- T0 -

L Show -

H Layers

ABC COMPANY

ABC Company, a stock company, will pay the benefits specified in the Exhibits of this policy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
applies and its effective date.

AnyCompany] ¥
[HHHX]

[Policyholder:

Group Policy No.:

EFFECTIVE DATE

This policy will take effect on [October 1, 1999, This policy replaces Group Policy Mumber YYYYY which was
issued hy ABC Company and took effect on October 1, 1957 ]

POLICY ANNIVERSARIES
Palicy anniversaries will be [October 1, 2000 and each subsequent October 1]

PREMIUM PAYMENTS

H  Comments

Fmem e ke o

G.5x11in

B TR S =S S SR

L 00
L= o 4l

Click the [VE: on the document. The note will open.

Change the information in the note as desired

Click [X to close the Note.

Select File, Save from the main menu or click |/ to save the changes.
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@nDeIeting a Note in an Acrobat Document

Acrobat allows you to add, change, or delete part of a note previously created. Use the

following steps to edit a note:

1. Open the appropriate document in the Adobe Acrobat program window.

'@Eile Edit Wiew Document Comments Tools Advanced  Window Help

s 7 15 e H £ =) .
- D @ B = = ﬁ e ‘l_l ﬁ : m Creste PDF - ,f:a Comment & Markup |~ @57 Send for Reviesy
| oy el - + o - EME, |2 o
| &M ]}Sehe-:t = @J\ B H = E)l?Sfo &) ;B DY @ e
F
© Mote Tool F,, TestEolts - ¥ Stamp Tool » X v s v | L Show -

ABC COMPANY

ABC Company. a siock company, will pay the bensfits specified in the Exhibits of this policy subject to the
terms and prowvisions of this palicy. The Schedule of Exhibits lists each Exhibit to this policy, o whom it
applies and its effective date.

)

{1} [Policyholder: AnyCompany] ‘

Group Policy Mo.: [R0K]

EFFECTIVE DATE

{2) This policy will take effect on [Dctober 1, 1888, This policy replaces Group Policy Mumber Y% which was
izsued by ABC Company and took effect on October 1, 1887 ]

POLICY ANNIVERSARIES

Policy anniversaries will be [October 1, 2000 and each subs=quent October 1]

fnents: W\ Aﬁachli Pages\‘\ Signatures \ Bookmarks

2. Right mouse click the [VE: on the document. A shortcut menu will appear next

to the note icon.
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T Ee Eat Yew Document Comments Took &dvanced Window Dol X
2@ B o - @A P T create POF ~ || Comment & Markup = g Send for Review + (&)~ @+ S0/~

210 ] [ -] o= - o] ixmiew-
|
~Note Tool T, TextEdts + . Stamp Tool » T+ g2+ | L Show -

ABC COMPANY

ABC Company, a siock company, will pay the benefits specified in the Exhibits of this policy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it

g
—
h
&
&
B

G

applies and its efective date.
(=] =] Hote 81472006 1 2:48:35 PM
U] [Palicyholder: AnyCompany] .
Set Status 4
G Policy No.: [P
Toup Feliey 1 Mark with Checkmark
EFFECTIVE DATE Close Pop-up Mote
@ This policy will take effect on [October 1, 1982, This policy replaces Gr Reset Pop-up Moke Location
issued by ABC Company and took effect on Cofober 1, 1287

PoLiCY AMNIVERSARES [oseep

Policy anniversaries will be [October 1, 2000 and each subsequent Oct Reply

PREMIUM PAYMENTS Show Comments List

Comments ‘\ AﬂachIE Pages‘\ Signstures ‘\ Bookmarks

This poficy is issued in return for the payment by the Policyholder of rec
payable at the home office of ABC Company or to its authorized agent.
must be Properties, ..
{2paid by this policy's effective date. Any later Premiums are due [mor.

Dot Cimdizer

o [ 4l e [ bl © © |

Make Current Properties Default

3. Select Delete from the menu.

4. The note is deleted from the document.
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@DAdding a Stamp to an Acrobat Document

Acrobat allows you to apply a stamp to a document much the same way you would use

a rubber stamp on a paper document.

1. Open the appropriate document in the Adobe Acrobat program window.

2. Click on the Notes Tool ::, button. The stamp type will appear.

Eﬁile Edit Yiew Document Comments Tools Advanced ‘Window Help _|ﬁ'|5|

“s-j Comment & Markup

~ @ Send for Review + IJE]' _év E

|

Y& B S A T creasporF -
S [eseect i I EL - | | 3] ® [imw « @ 0% we - @ren -

K|
|

| Show -

the Exhibits of this policy subject to the
ts each Exhibit to this policy, to whom it

terms and provisions of this
applies and its effective date

(1) [Policyholder: An Stamp Toal

Group Policy No.: [HOO0K]

EFFECTIVE DATE

(2) This palicy will take effect on [October 1, 1999. This policy replaces Group Policy Mumber YYYYY which was
issued by ABC Company and took effect on October 1, 1997 ]

POLICY ANNIVERSARIES
Palicy anniversaries will be [October 1, 2000 and each subsequent October 1.]

PREMIUM PAYMENTS

! Comments \ Aﬂachli Pages\ Signatures \ Bookmarks

Thin rnalinin jnnsond m rodors for Hho nomaond boo the Daliadoldor of conoierad Dramaiame s Deansiomen cen
| [0 ssoxatoon 4

il

LI I~

|
g & L Al e Thp Bl @ | L &

3. Click the Stamp Tool button ::, . The cursor will turn into the stamp symbol.

4. Click the mouse on the document where you wish the stamp to appear. The

Approved stamp graphic will appear on the document.
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T4 Be Edi - View  Document  Comments  Tools  Adwanced  Window  Help =R

@& R SE- @ ﬁ| 7] Creste POF - - @ SendforReview - )~ # - 2.

Il||
[l

% Commert & Markup

Mmookt il EEL - | 1 @ [ - @ 0% wiee: @ten -
% ANY

L=

~ Mote Tool T, Text Euits = ®) Stamp Tool + T2 - 42~ | L show -

\ s the Exhibits of this policy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
applies and its effective date.

n [Policyholder:

—— TG

EFFECTIVE DATE

2) This policy will take effect on [October 1, 1999. This policy replaces Group Policy Number YYYYY which was
issued by ABC Company and took effect on October 1, 1997 ]

POLICY ANNIVERSARIES

Paolicy anniversaries will be [October 1, 2000 and each subsequent October 1]

I Comments \ Aﬂach‘é Pages\ Signstures \ Bookmarks

PREMIUM PAYMENTS

Thin mnlicin jnnsind m rodboes for Hho mos e e # s o Dlalin dbaldar of comoirad Diramaiamen . Drameihme o oen hd
@ ssoxitoon 4 3

|
= |H NN @3| Ul O
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5. Select File, Save from the main menu or click |H| to save the changes.

Industry Lesson 7 Page 39 of 85

Copyright ©2010 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

@nDeIeting a Stamp in an Acrobat Document

Acrobat allows you to delete stamps from documents. Use the following steps to

delete a stamp:

1. Open the appropriate document in the Adobe Acrobat program window.

[T Ele Edt Wiew Docomert  Commerts 1ook  Advanced  wWindow  Hep = |
@™ B DS @ | T creste POF - || Comment & Markup |+ 7 Senel for Review + (5 # -
{"51 T select @: @J\- ] _IJ @ |101% - @ (e ym &) Help ~
ANY >
21 © noteTool T, TextEsits + P Stamp Tool v v 43 v | L show - [
= v A [ =] x =
% \ s the Exhibits of this policy subject to the
i terms and provisions of this palicy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
?/ applies and its effective date.
(]
;':f (1) [Policyholder: AnyCo
C
] Group Policy No.:  [XXXX APPRO VED
o
E_ EFFECTIVE DATE
E- (2) This palicy will take effect on [October 1, 1999. This policy replaces Group Palicy Number YYYYY which was
b= issued by ABC Company and took effect on Octaber 1, 1997 ]
’: POLICY ANNIVERSARIES
=
% Palicy anniversaries will be [October 1, 2000 and each subsequent October 1.]
=1
[
- PREMIUM PAYMENTS
n ‘lp 8I5D x‘liliilaunialinuii['nn..nnl N N S S R T e N O N PN FE R B PR T R nmmillmi\ ——— _'l;I
o [ i df e Th MO O TR
2. Right Mouse Click on the stamp graphic. A shortcut menu will appear.
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Exhibits of this policy subjg

APPROP ’EEtrS:tu} Exhibit to this policy, to :\rr

Mark with Checkmark.

pany]

Open Pop-up Mote

Reset Pop-up Moke Location

_I

k]

: Reply
pber 1, 1995, This pol

effect on October 1, Show Camments List

Make Current Properties Diefault

Properties. ..

3. Select Delete from the menu. The stamp is deleted from the document.

4. Select File, Save from the main menu or click [l to save the changes.
¥ Highlighting Text in an Acrobat Document

Acrobat has the ability to highlight text just as many of the current word processing
programs can. Highlighted text draws attention to the words. This can be very helpful if
this document is often read online. The highlighting will only print if you have a color

printer.

1. Open the appropriate document in the Adobe Acrobat program window.

2. Click the Highlight Text Tool button "1 -
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aihal - RS AN ﬁEE‘TCrea{ePDFv

- §_“"Send for Review - B - Z - i_gl

Q‘”j T select E

E_?J Comment & hMarkup

——

@\- BN = G}|101% - @ 1D v | @ Hen -

—
Ef »
© NoteTool T, TextEdis + (® Stamp Tool ¢ 0 )02 v | L Show - = I

E (1)

2

I Comments ‘\ Attachli Pages‘\ Signatures ‘\ Bookmarks

| ssoxitooin 4 |

Highlight Tool ABC COMPANY

ABC Company, a stock company, will pay the benefits specified in the Exhibits of this palicy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
applies and its effective date.

[Policyholder: AnyCompany]

Group Policy No.: [POOCEX]

EFFECTIVE DATE

This palicy will take effect on [October 1, 1999. This policy replaces Group Palicy Number YYYYY which was
issued by ABC Company and took effect on October 1, 1997 ]

POLICY ANNIVERSARIES _l;"
»

ol

=

EEEEEr - rER

3. Select the text you would like highlighted. The text will be highlighted with a

yellow color.

%~ You may need to click away from the text to see the highlight color.

4. Select File, Save from the main menu or click |Hl to save the changes.
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&~ Changing the Highlight Color
The default color for the Acrobat Highlighter is yellow. However you can use multiple

colors, or change the color you highlight the text with. Use the following steps to change

the highlight color.

1. Open the appropriate document in the Adobe Acrobat program window.

ﬁEile Edit Yew Document Comments Tools Adwvanced Window  Help ;[ilil
P B = tTEV fv @I ﬁ E lﬂlj_{_..'(:reatePDFv - f’SendforReviewv ﬁv -év .-:;_:-;Jv
[ oo i@ (@ | L o5 © [0 - @ [OF-[ wm] @
] o

Mot Tool %, Text Edts = 2 Stamp Tool ~ T+ é@ - =

% Comment & hiarkup

| Show -

LI~

ABC Company, a stock company, will pay the benefits specified in the Exhibits of this policy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
applies and its effective date.

AnyCompany]

Group Policy No.: [HOOO0K]

EFFECTIVE DATE

I Commerts ‘\ Aﬂachli Pages\ Signatures \ Bookmarks

2) This palicy will take effect on [October 1, 1999. This policy replaces Group Policy Number YYYYY which was
issued by ABC Company and took effect on October 1, 1997 ]
POLICY ANNIVERSARIES | |
|l ssoxinooin 4 | _’l_l
ClS [ qf e Th MO O | BN

2. Right mouse click on the highlighted text. A shortcut menu appears.

ABC COMPANY

h

=] cified in the Exhibits of this polic

henefits

ey
: Set Status

Mark with Checkmark
[Policyholder: AnyCompany] Open Pop-up Noke
Group Policy No.: [RXXKK] Reset Pop-up Mate Location
Delete
EFFECTIVE DATE Reply
This policy will take effect on [October 1, Show Comments Lisk Number YYYYY which

issued by ABC Company and took effect

Make Current Properties Default

= i1 : ol 1
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3. Select Properties... from the menu. The Highlight Properties dialog box will

open.

Highlight Propetties | |

Appearance |General I Review Histary I

Calar:

opacity: Il':":'%

[ Locked Close |

4. Click [Jin the Color: field. The Color dialog box appears.

5. Select the color you would like to use as your highlighter. The highlighted text

will be highlighted with your new color choice.

6. Select File, Save from the main menu or click [E to save the changes.

Al highlighted comments and other marked-up comments are easily found

by clicking on the comments tab. You can easily find your comments by using

the bookmarks automatically created in the comments tab.

" Delete Highlighting in an Acrobat Document

If the text no longer needs to be highlighted, you can delete the highlighting without
affecting the text. Use the following steps to delete highlighting in a document:

1. Open the appropriate document in the Adobe Acrobat program window.
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ﬁ File Edit %ew Document Comments Tools  Advanced Window Help

—TETX]

el - B=E Sk AN ﬁ‘mCreatePDFv

2] Comment & Markup [~

tL"l Send for Review ~ B g

M Thseleot o @ - | 3] <o ©Jio - @ 03wt @ e -

Jeormenting |

Note Tool F, Text Edts ~ () stamp Taol » “[E v 4 '

ABL LOMF

EFFECTIVE DATE

issued by ABC Company and took effect on October 1, 1997 ]

I Commerts \ Aﬂachlé Pages\}igqatures \ Bookmarks

POLICY ANNIVERSARIES
| 8soxitooin 4]

ABC Company, a stock company, will pay the benefits specified in the Exhibits of this policy subject to the

N terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
lies and its effective date.
H 1) [Policyholder: AnyCompany]
Group Policy No.: [POOOX]

2) This policy will take effect on [October 1, 1999. This policy replaces Group Policy Mumber YYYYY which was

o

!

= 4 Al o p bl |0 O | 0= 18

2. Right mouse click on the highlighted text. A shortcut menu appears.

Set Stakus
Mark with Checkmark

[Policyholder: Open Pop-up Mote

Resek Pop-up Moke Location

Mo T |

EFFECTIVE DATE Reply

Group Policy No.:

This paolicy will take ef Showe Comments List
issued by ABC Comp

Make Current Properties Default
POLICY ANNIVERS! Properties. ..

3. Select Delete from the menu. The highlighting will be removed from this area of

the document.

4. Select File, Save from the main menu or click |H to save the changes.
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Advanced Adobe Features

There are some advanced features that can be done in Adobe that allow users to more
efficiently use the Acrobat product. Individuals can add links within an Adobe document

to other locations in the same document, to other electronic documents or to Web sites.

The second advanced feature that is referenced in this section will save users time when
a revised document has been submitted. The comparison feature is ideal for using with
documents that are nearly identical. In Adobe Acrobat, you can open an original
document and then open a revised copy of that very same document and pinpoint the
exact changes that have been made. Within Adobe Acrobat there are two options that
allow for comparing PDF documents: page-by-page visual differences, and textual
differences including fonts. (It is important to note that you must have the complete

version of Adobe Acrobat Professional utilize the comparison options.)

The third advanced feature included in this section is how to create a customized
stamp. Most image files can be converted to stamps. This feature would be ideal for

individuals that need to insert a seal or special image into a PDF file.

&~ Adding Links to an Acrobat Document

Links can be used to ensure that readers have immediate access to related information.
Simple links can be established that connect users to other places within the same

document, other documents out on a network or Web sites.

1. Go to the place in the documents where you would like to establish a link.

.
2. Select the link tool icon LY | on the advanced editing toolbar. When this

option has been selected, the pointer turns into a crosshair and existing

links within the same document will become visible.
3. Create a box, or rectangle, around the text.

4. Hold down the mouse on the top left corner of the text that will become the link
and drag the mouse to the bottom right area of the text to be selected. When the
mouse is released a text box should appear around the text.
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DEFINITIONS | ] _

5. Once the text has been selected the Create Link dialog box will display.

Create Link

—Link Appearance

Link Type: NG Line Style: IS::-Iiu:I "I
Highlight Style: | tnvert | Colar: !I
Line Thickness: IThin j
—Link Action

i= 3o ko a page wiew
™ Open a file
" Cpen a web page
£~ Cuskam link

Help | Mext I Cancel

6. There are four Link Action choices in the create link dialog box.
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The Link Action option on the Create Link Window allows users to define what

action type the link will perform.

€ Go to a page view — This action type will allow users to link to another

place in the existing document.

€ Open File — The Open File action type will allow users to create links to

other documents that could PDF files or other file types.

4 Open a web page — Establishing a World Wide Web Link will allow users

to connect directly to a Web site by selecting the active link.

€ Custom Link — This action allows you to create a link based off a variety

of choices.

Linking within a PDF Document or to Another Document

Adobe Acrobat does allow for links to be set that will connect users from a word or text
phrase to another place within that PDF file or another document. In addition, links to
other PDF files can also be established. It is recommended that the connected file be in

a location that all users have access to.

&~ To Establish a Link within the Same Document

1. Complete steps one through five of the Adding Links to Adobe Acrobat

Document within this lesson.

2. With the Create Link Window open, under Link Action click on the Go to a Page

view radio button.
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Create Link

—Link Appearance

Limk Type: |G ===

Highlightt Skyle: | Tnvert

Line Thickness: I Thin

Line Skyle: IS:::IiI:I "I
Calar: .l

— Link Ackian

[0 G0 b0 & page view
£ Cpen a file
" Open a web page
£ Custom link

Help | Mk I

Cancel

3. Move to the linked destination.

Create Go bo Yiew

Ilse the scrollbars, mouse, and zoom
kools bo select the targek wiew, then
press Set Link to create the link
destination,

X

4. Click the A button

OR

&~ To Establish a Link to another Document

1. Complete steps one through five of the Adding

this lesson.

2. With the Create Link Window select open a file.
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Create Link

—Link Appearance

Link Tywpe: I'-.-'isil:ule Rectangle j Lime Skyle: IS:::Iiu:I "’I

Highlight Skyle: I Irverk j Color: -I
Line Thickness: I Thin j
—Link. Ackion

(& a0 ko a page wview

" Open aweb page
£ Custom link

Help |

Mlexk I Cancel

3. Click on the E button.

Laok jre | £ Adobe Files

x| & et E-

1Pages from ABC COMPARY -palicy, pdf
y A5 vear Loan.xls
p ABC COMPANY -policy Docurnent, pdf

[
=

ABC COMPANY -policy, pdf
ABC COMPANY -policvtest, pdf
by Documents acrobaté_complete, pdf
Actuarial Mernorandurm, pdf
,_] Cert for Albany 2.doc
Cert far Albary 2. pdf

Cert of Assumption Farm Approval Procedures, pdf

L |

Adobe Acrobat Internal Training Files @Certiﬁcate of Comp
SERFF Files ) Certificates For Adc
Suspected Trash @]Certs For Albary.d

W] Certs For MY, doc
'@Certs Far MY, pdf
'@CDmpare.de
@Cwer Letter . pdf
'@Declaratiun.pdf
IElDEn:Iaratiu:unr'-“h:u:IiFiEt
'@Draft.pdf

) Formz004.pdf

¥ Friendly Insurance
'@Header Footer test

i

File nare: ||

Filez af type: I.-’-'-.II File= [*.7]

j Select I
- C I |
J ance )

Select

4. Select the file and location and click on
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‘@:Linking a PDF Document to a World Wide Web Page

This option does require that the user have connection to the Internet. Internet Web
Browser configurations can be altered by reviewing the information available in the
Adobe Acrobat Help. It is necessary to include the entire World Wide Web Link name.

1. Complete steps one through five of the Adding Links to Adobe Acrobat

Document within this lesson.

& Many Web links utilize the standard appearance of blue underlined text. Itis

recommended to create the original document with text that is blue and
underlined for the location that the link will be inserted prior to converting it

into a PDF file format.

Create Link

—Link Appearance
Link Twpe: I Yisible Rectangle j Line Syle: I Solid "’I
Highlight Skyle: I Irvert j Color; -I
Ling Thickness: I Thir j
—Link Ackion

™ Goto a page view
" open afile

£ Cuskom link

Help | Mexk I Zancel

2. Complete the Appearance features that apply to the link. If the text of the PDF
document is already blue and underlined, you may want to make the Type

Invisible Rectangle and to select None for the Highlight option.

3. With the Create Link Window select open a web page.
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4. Click on the E button.
x

Enter a URL Far this link;

| WA, NEIc, org TI

(0] 4 I Zancel |

5. Type in the complete Website address. (ex. www.naic.org.)
6. Click the button.

&~ Editing a link in a PDF Document

You can edit a link at any time. You can change its appearance, associated link action,
delete or resize the link rectangle, or change the destination of the link. Changing the

properties of an existing link affects only the currently selected link.

1. Select the Link tool or the Select Object tool, and then move the pointer over the
link rectangle. The cross hair changes to an arrow when the cursor is over a
corner. If the cursor is not directly over a corner of the link rectangle, the cursor is a

standard pointer.
2. Do one of the following:

a. To move the link rectangle, position the arrow anywhere in the rectangle,

and drag it to the new location.

b. To resize the link rectangle, drag any corner point until the rectangle is

the size you want.

c. Select the Link tool or the Select Object tool, and double-click inside the
link rectangle to open the Link Properties dialog box or right click and

choose properties.

Industry Lesson 7 Page 52 of 85

Copyright ©2010 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

=
E POLICY ANNIVERSARIE® I

Policy anniversaries will be
PREMIUM PAYMENTS

This policy is issued in retu
payable at the home office
must be

Edit

Align
Center
Distribke

Size

se Current Appearance as Mew Default
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Appearance Tab

You can define the appearance of a link before you set the link or after you set the link.

You define the link appearance in the Properties toolbar or in the Link Properties dialog

box. The Link Properties dialog box opens automatically when you create a custom link.
For other link types, you must open the dialog box manually.

&~ To define the visibility of a link, you must use the Properties dialog box. You

cannot define the visibility of a link in the Properties toolbar.

Link Properties x|

Appearance | Actions |

Link Type: |G St Lioe: Style: I Solid 'I
Highlight Skvle: I Irvert j Calar; -l
Line Thickness: I Thin j

" i

Actions Tab

To add an action, you must generally define a trigger that causes the action to occur and
then define the action itself. You can add multiple actions to one trigger. Triggers are not

available when setting actions for bookmarks and links. These actions are activated only
by a mouse click.
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Link Properties x|

Appearance  Ackions

—add an Action

1= Tl uaTal g OO (50 b0 & page in Ehis document

—Ackions

= ©pen a file
File: C1\Documents and SettingsifstuartiDeskiophadobe File

1| | 0

[t Edit | Delete |

5

[~ Locked Close |

SAVER

¥~ Comparing Two PDF Documents

There are two comparison options available with the Professional version of Acrobat.
The Acrobat Standard version does not include the compare feature. The two

comparisons available are page by page visual differences, textual differences including

fonts.
1. Close all open Adobe files.

2. Open the two documents that will be compared.
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£2 ndobe Acrobat Professional - [DeclarationMaodified.pdf]

@File Edit Wiew | Document Tools Adwanced  Window Help

5

[EHES

£~ open P Pages 4
= Add Headers & Foaters...

E E Creste PDF ~ w—L Reviewe & Commert  ~ B Secure - ZSign - mAdvancedEdﬂing -

[T setect

Add Watermark & Background...

Add a Cormment

Surnmnarize Comments., ..

Import Comments. ..
Export Comments. ..

ndependence of the Thirteen

Export Comments ko Ward...

File Attachments...

ﬂ Security
A Digital Signatures

4,1776
" |laration of the thirteen United States

Paper Capture

signatures ) Lavers J| Pages “f| Bookmarks

" bf human events, it becomes

. —Dople to dissolve the political bands
which have connected them with another, and to assume
among the powers of the earth, the separate and equal
station to which the Laws of Nature and of Nature's God
entitle them, a decent respect to the opinions of mankind
requires that they should declare the causes which impel
them to the separation.
We hold these truths to be self-evident, that all men are
created equal, that they are endowed by their Creator with
certain unalienable Rights, that among these are Life,
Liberty, and the pursuit of Happiness. That to secure these
rights, Governments are instituted among Men, deriving

Jheir iust nowers from the consent of the aoverned That

Preflight...

E comments

A F5x11in

|4 4 1ofB PRl D

il
==

3. From the menu bar select Document, Compare Documents.

4. The following window will be displayed:
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Compare Documents

— Compare [older document)

Dacument:

Choose. .. |

Resision:

—To (newer document)

Docurnent: I Declarationtodified. pdf j Choose, .. |

Resision:

— Twpe of Comparisan

% Page by page visual differences | Detailed analysis (very show) j Markup color: I:I|

" Textual differences [T Include Femt infarmation (skyle, size, bypeface]

— Choose compare repatt bype

f+ Side by Side Report

" Consolidated Repark

Help | (4 I Zancel

Type of Comparison

€ Page by page visual differences — to find any textual or graphic differences
between the documents. (Note: If many changes have been made to the revised
document, it may denote changes to every page. This feature is best used for
comparing changes to document with minor revisions, such as the addition of a
signature file.)

Types of Analysis:

IN-:urmaI analysis -

Detailed analysis (very slow)

Coarse analysis (Faster)

Markup color - To change the result color
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€ Textual differences — to show which text has been inserted, deleted, or moved.

Select ‘Include Font Information’ to compare any formatting differences.

" To compare text-based documents, you may want to select Textual

Differences to appear in Side-by-Side Report format. For technical drawings,
you may want to select Page-by-Page Visual Differences to appear in
Consolidated Report format.

Once a compare option has been selected a new compare document is created that
has two sections. The initial section displays two pages and the changes between the
two documents. The next section displays the differences between the original and

revised document.

5. Click button.

2 Adobe Acrobat Professional - [Acr1C4.Emp]
@File Edit Wiew Document Tools Advanced ‘Window Help

=18] x|
=18] x|

= P = T ; : e L =k i L (O - i - iting -
Cpen @b Save =4 Prirt ‘a_] Etnail ﬁ Search E Creste PDF i Review & Comment [ﬂ Secure Z Sign m Achvanced Editing

%WI’ESEIE:{Tem -@EE - (] ’ﬁ @ 5% - @ IO FOE S HowTa? -

w

=

5

._E Page by Page Comparison
g

-]

,: Documents Compared

% Declaration.pdf

=8

’. DeclarationModified_pdf

w

i)

&

—
,: Summary

% 1 page(s) differ

R

c

o

(]

w

=

T

£

£

=3

o
|

To see where the changes are, please scroll down.
o] sExilin__ 4|
4 4 10f4 PO O
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2 Adobe Acrobat Professional - [Acr1C4. 18] x|
) Fle Edit View Document Tools Advanced ‘Window Help =13 x|
{ en W ave — il earch | reate - 7 Review & Comment ECUrE T ion - | [vance: iting -
Pogen & Hs Email ) S h‘ T CreatePOF ~ ') Review & Comment + ) 5 A sin - [ ] sdvanced Edting
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ﬁ and that as Free and Independent States, they have full and that as Free and Independent States, they have full
£ Power to levy War, conclude Peace, confract Alliances, Power to levy War, conclude Peace, contract Alliances,
establish Commerce, establish Commerce,
? and to do all other Acts and Things which Independent and to do all other Acts and Things which Independent
& States may of right do. States may of right do.
& And for the support of thiz Declaration, with & firm reliance And for the support of thiz Declaration, with a firm reliance
o on the protection of Divine Previdence, we mu pledge on the protection of Diving Previdence, we mu pledge
, to each other our Lives, our nes, and our 'ed to each other our Lives, our nes, and our ed
@ Honor. Hanar.
“:{ The signers of the Declaration represented the new The signers of the Declaration represented the new
5 states as follows: states as follows:
7 New Hampshire: New Hampshire:
@ Josiah Bartlett, William Whipple, Matthew Thornton Josiah Bartlett, William Whipple, Matthew Thornton
% Massachusetts: Massachusetts:
=S John Hancock, Samual Adams, John Adams, Robert Treat John Hancock, Samual Adams, John Adams, Robert Treat
in Paing, Elbridge Gemy Paing, Elbridge Gemy
Rhode Island: Rhode Island:
Stephen Hopkins, William Ellery Stephen Hopkins, William Ellery
Connecticut: Connecticut:
Roger Sherman, Samus! Huntington, William Williams, Rager Sheman, Samuel Huntington, William Williams,
Cliver Wolcott Oliver Wolcott
New York: New York:
‘William Floyd, Philip Livingston, Francis Lewis, Lewis Mormis ‘William Floyd, Philip Livingston, Francis Lewis, Lewis Morris
Mew Jersey: Mew Jersey:
Richard Stockton, John Witherspoon, Francis Hopkinson, Richard Stockton, John Witherspoon, Francis Hopkinson,
John Hart, Abraham Clark John Hart, Abraham Clark
*E Pennsylvania: Pennsylvania:
L Robert Mams, Benjamin Rush, Benjamin Frankiin, John Raobert Mormis, Benjamin Rush, Benjamin Franklin, John
E Marton, George Chymer, James Smith, George Taylor, Morton, George Chymer, James Smith, George Taylor,
8 James Wilson, George Ross James Wilson, George Ross
- Delaware: Delaware:
Cassar Rodney, George Read, Thomas Mckean Caesar Rodney, George Read, Thomas McKean
Maryland: Maryland:
Samuel Chase, William Paca, Thomas Stone, Charles Samuel Chase, William Paca, Thomas Stone, Charles
-
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Creating a Stamp from a Converted Image File

Adobe offers users the ability to add customized stamps to the Adobe stamp library. In
order to start this process, it is necessary to have the image file converted into an Adobe
file format (PDF). The following exercise will walk you through the process of taking a

previously converted image file into a separate category of stamps:

& Stamps

1. Select Tools, Stamp Tool and the option of Create Custom Stamp from the

menu bar.

Tools Advanced  Window  Help

= g . e
[ Sma ] o oot « @soare - Jom - b

gdvanced Editing Standatd Business 4

P o e
15 Highlight Text Tool
i L i 3
Measuring T Underline Text Tool Eawatites

. . NE
Prink Praduction —f Zross-out Text Tioal D Faste Cliphoard Image as Stamp Taal

Dbject Data

Show Highlighting Toolbar

,q{f’j fktach & File as a Comment [Manage Skamps. ..
[:]:}) Record| &udio Comment

Show Stamps Palette

Show Commenting Toolbar

2. Click the L2455 | button to navigate to the appropriate PDF file.

Industry Lesson 7 Page 60 of 85

Copyright ©2010 National Association of Insurance Commissioners. All rights reserved

Fd
Drawing Markups 4 :‘FA Text Edits 4
Zoom k '-v=ii:] Show L4 Sian Here L4




SERFF End User Training Manual

Select Image for Custom SEamp
File: I
—3ample
0] 4 Cancel
3. Click on the button.

Look jn: ﬁr Dezktop j

iy My Docurnents

ﬁlitepages

-3 Backup of Deskiop

MDILogo. gif

iMissouri Logo. pdf

File name: IMissnuri Logo. pdf

ENQEN

Filez of type: I.-’-'-.II Supported Farmats
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Select Image for Custom SEamp

File: I,I'C,I'Dcu:uments and Settings Fskuart/Des

—3ample

Missouri

Department of
Iinsurance

1 out of 1 images

K Zancel

4. Click the ok _dbutton.
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Missouri

Department of
Insurance

Select Image For Cuskam Skamp. ..

Cakegory: IMissu:uuri j

Mame: ILDI;ID

¥ Down sample stamp bo reduce fils size

Help |

(0] 4 I Zancel

5. Type a Category name and a Name for the image. For this example, we will title

this category of Stamps “Missouri” and the name “Logo.”

6. Click on

X I button.

When you add a stamp annotation to a document, you will now have an option of

Missouri. From the new option you will see the image named logo.

Tools Advanced  Window  Help

I| Comrmenking E Mote Tool for Review » (=) Secure - g Sign ~ ==|Far

; Drawing Markups L4 '-:Fn Text Edits L4

E Basic L4 | Skamps Dwvniarmic L4
Zoorm F S Show L4 Sign Here r
Advanced Editing . , Missauri . | |
Measuring Missour Standard |@siness L4

Department of

Print Produckion Insurance Eavorites L4
Object Data G D Paste Clipboard Image as Stamp Tool

6& Attach a File as a Commenk
[:]:}j Record Audio Cornmment

Create Cuskom Skamp...

Manage Stamps. ..

Show Commenting Toolbar

Show Stamps Palette
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Creating Forms

Adobe Acrobat Professional has the tools necessary to transform regular PDF
documents into interactive forms. Standardizing forms can be very useful in speeding up
the user’s completion of the form, and reduce input errors that may delay filing
processing. Although it will not be covered in this manual, it is also possible to

electronically capture the data from the form to be entered into a database.

Some of the form tools available in Adobe Acrobat include text boxes, buttons, check
boxes, combo boxes, list boxes, radio buttons and signature fields. In this chapter you
will familiarize yourself with the different form field options and you will be provided with

practical exercises for some of the more common ones.

Getting Started
The first step is to import a document into Adobe Acrobat. Here is a portion of a
document created in Microsoft Word and distilled into a PDF. We will be using this

document as the base to create our form.

Retaliatory Fee Summary Page

Company Name on Check Date Check Mailed with this Form Attached

Check Amount Type of Filing
Life and Health
Property and Casualty

Check Number Company Filing Number

Date on Check Submissions/SERFF Tracking Number

Retaliatory Filing Fee Calculation

Companies State of Show Retaliatory Fee Fee
Filing Domicile Calculation Total
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While it is possible to create a similar layout in Acrobat using the Text, Box, and Line
tools, it is more efficient to use your word processing application. Also, form fields
created in word processing applications will not translate into the PDF document, so
don’t include them in the document.

Types of Form Fields

A Form Field is the portion of the form that is interactive. It is created with the Form

Tool bar represented by the following:

2]

£

- vV E e e

Button Tool

Check Box Tool

Combo Box Tool

EE

List Box Tool

Radio Button Tool

Text Field Tool

&

Digital Signature Field Tool

The Form Tool bar can be used to create several different types of interactive

fields.

e Button Tool. Buttons allow the user to activate commands or actions.
Buttons are most commonly associated with forms, but you can add them to
any document. Buttons can open a file, play a sound or movie clip; submit
data to a Web server, and much more.
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SAVE

|F‘Iease press the button to save the file

e Check Box Tool. Check boxes allow the user to make one or more

selections of items on the list.

/ Selection 1

Selection 2

” The size of the check inside the check box is determined by the size of the

font you specify on the Appearance tab.)

e Combo Box Tool. A Combo Box allows the user to view the choices for that

item using a drop-down menu.

¥~ The highlighted item in the Item List box appears as the default selected item
in the combo box field. To change the default item, highlight another item

from the list.)

Select a State -

Select a State
Arizona
Alabama
Alaska

Am. Samoa
Arkansas E

California
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o List Box Tool. List boxes are similar to combo boxes in that they display a
list of options from which the user can make a selection. In the list box,

though, the user can add items to the drop-down menu.

Select a State @

e Radio Button Tool. Radio buttons provide the means to limit the user to one

choice (either-or).

@ Life and Health

Property and
Casualty

o Text Field Tool. Text fields can be set up to accept user input, to display text
strings, and to allow multiple lines of text. You can also limit the number of
characters a user can type into the field, and allow users to add text

formatting.

User can type information mnto this field

&~ Some property settings are dependent on others. For example, you cannot

check the spelling of a password field or a field used for file selection. These
options appear unavailable. You must deselect the check spelling option

before you can select the password or field used for file selection options.

e Digital Signature. A digital signature box allows the user to “sign” the

documents with an electronic signature and then inserts a graphic
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representation of that signature. A digital ID contains your signature

information. Digital IDs are also referred to as credentials or profiles.

&~ Creating Text Form Fields

The Text Box is the most commonly used field. The initial procedure for creating any of
the above options is exactly the same. Ensure that the document you intend to make

into a form is open and displayed in Adobe Acrobat.

1. Click on the text field tool — button.

ﬁ File Edit Wiew Document Comments Tools Advanced  Window Help _Iﬂlﬂ
: ¥ P 1= ==k f' @I ﬁ ‘; )| Creste PDF = == Comment & Warkup v g7 Send for Review ~ iﬂ' _g' ==l
i amy i@ . + EE Sy D @ e -
R T select i @)\ BERHEER A @ |2 0% 2w | @ Hep
[T ]
[Forms £ i‘
o] H - = = -
i ‘v ON=N;’ ¢
=
ESJ Retaliatory Fee Summary Page
7"/ Company Hame on Check Diate Check Mailed with this Form Attached
[
L
=]
&
g Check Amount Type of Filing
i Life and Health
7,/ Property and Casualty
g Check Number Company Filing Number
2|
ZE
'%' Date on Check Submissions/SERFF Tracking Number
Z
0
t
E
§ Retaliatory Filing Fee Calculation
Companies | State of | Show Retaliatory Fee [ Fee | M| |
|| ssoxi00in 4 | I
e \ EE | | @ © L

2. After you click the Text Field Tool Button, Acrobat’s cursor will turn into

crosshairs (- A ). Position the crosshairs at the point where you want the form

field to begin then click and hold the left mouse button and drag to create a box.

Industry Lesson 7 Page 68 of 85

Copyright ©2010 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

Retaliatory Fee Summary Page

Company Name en Check eck Mailed with this Form Attached

W Type of Filing

Life and Health
Property and Casualty

Check Number Company Filing Number

Date on Check Submissions/SERFF Tracking Number

3. When you release the mouse button the form field will be automatically inserted

and the Field Properties text box will appear.

Text Field Properties x|

General |.ﬂ.ppearance I Options I #ctions I Format I Yalidate I Calculate I

Tooltip I

Carmmon Properties
Earm Figld: I Yisible j ™ Read Onily
Orientation: I i} vI degrees | Required

[ Locked Close |

4. In the text field properties there are 7 tabs to choose to format a text field.

a) General — Enter a name, tooltip text, and other general properties. Select the

Read Only option to prevent the field from being modified by the user.

b) Appearance — The appearance properties determine how the form field looks
on the page. Remember, if you select a background color, you won't be able

to see through to any graphics behind the form field.
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c) Options — In the Text Field Properties dialog box, click the Options tab, and

then do any of the following:

1) Select the text field alignment from the Alignment menu. This sets
the alignment of text within the text box; it does not align the text

box itself.

2) Type the default value text for the text field. You can leave the text

box empty.

3) Select Multi-line to allow for more than a single-line entry in the
text field.

4) Select Scroll Long Text to compensate for text that extends

beyond the boundaries of the text field.

5) Select Allow Rich Text Formatting to allow users to apply styling
information to the text, such as bold, italic, etc. This might be
useful in certain text fields where such styling information is

important to the meaning of the text, such as an essay.

6) Select Limit of Characters to set a limit to the number of

characters that can be entered in the field.
7) Check spelling.

d) Actions — The Actions tab, and specify any actions that you want to
associate with the form field, such as jumping to a specific page or playing a

media clip.

e) Format — You can choose the format of data entered in text and combo box
form from the Select Format Category menu, such as numbers, percentages,

dates, and times.

f) Validate — Use validation properties to restrict entries to specified ranges,
values, or characters. This ensures that users enter the appropriate data for a

specified form field.
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g) Calculate — The calculation options let you perform mathematical operations
on existing form field entries and display the result. You can use the common

operations predefined in the Calculate Properties dialog box.

5. The Name: field is mandatory and it is recommended that you select a name that
is descriptive and unique to each field. In our example we named the field
“Company Name.” The Short Description field is optional. Text entered into
this box will appear as a tool-tip like pop-up when the user’s mouse passes over

it. This makes it extremely useful for displaying short instructions.

Text Field Properties x|

Toolkip IType in the Company Mame

Cammon Properties

Eorm Field: I'-,-'isil:.le j [~ Read Only
Drienktation: ||:| vI deqrees | Required

[ Locked Close |
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Company Name on Check

I

_Chype in the Cornpary Name|

Check Number

Date on Check

6. Next, click the Appearance tab.

Text Field Propetties x|

General  APpEarance |D|:|tin:|n5 I Actions I Farrnak I Yalidate I Calculate I

—Borders and Calars

Line Thickness: IThin vI
Fill Colar: E]| Lire Style: |5.:.|i|:| vI

Border Color;

—Text

Font Size: I.ﬁ.ut.;. vI Text Color: -l

Font: I Helvetica j

I- Ll:":kEd Eh:'se |

From this window you can change the appearance of the text box and text by changing
the respective options. If you want a visible border around your text box or a color

background, simply check the boxes next to the option and select the style and colors.

7.  Click the Close button to close the Field Properties box and return to the form.
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Company Name on Check

Campany MName

Check Amount

Check Amournt

Check Number

Check Mumber

& While still in the Form Tool view, the text boxes will be displayed with the

name of the field inside the box (the box and field name will not be visible
while the form is being used). Note that we’'ve created fields for the other form

items, using the same methods described above.

The Field Properties box can be redisplayed by double clicking on the name of the text

box you want to view.

8. The size of the form field can be changed to increase, or decrease, the field area.
Single clicking on the field will cause the field box to turn red and squares, called
“handles” will appear in the corners of the box. Place the cursor over one of the

boxes and note what you see.

]

&~ Notice the double-headed arrow that has appeared, indicating that you can

change the box. With the arrow showing, left mouse click and drag the box to

the desired size and shape, then release.

\_iil‘ ||‘|

9. Once the form field is created, you can test it by clicking the Hand Tool
button. This will activate the form and allow you to enter information just as the

user would.
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&~ Formatting Text Form Fields

To ensure the information being entered by the users is consistent, the text fields can be

formatted. Some of the formatting options that are available are date and time, number

and currency, zip code, telephone numbers, and social security numbers. You can also

create custom formats to use with organizationally specific entries (such as the SERFF

Tracking Number).

1. Open the Field Properties box by clicking on the text field tool and then double

clicking the form field, “CheckAmt” then select the Format tab. Numbers entered

in the “Check Amount” field will represent United States currency. We will change

the formatting to always display the numbers as currency.

& (Field Properties: Right click on the field and choose properties after clicking

on the text field tool.)

Company Name on Check
T

Company Mame

Check Amount

Edit

Date Check Mail

$ 6 ) O’D D . O’O Check Amount

Check Number

Check Mumber

Align
Center
Diskribute

Size

Date on Check

103/10/2005

Create Multiple Copies...
buplicate, ..

Ize Current Properties as Mew Defaults

Inill

Properties...
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Text Field Properties x|

General I Appearance I Options I Actions  Format |Validate I Calculate I

Select format category: -

The field walue will be formatted as it is entered, Ta
Format Fields automatically, select a format from the
Format Category list,

e

2. Since the default format is “None,” click the “Number” choice in the Category

window.

Text Field Properties x|

General | Appearance I Optionsl Ackions  Format |Validate I Calculatel

Select format cakeqory: Im

—Mumber ©ptions
Decimal Places: m

Separator Style: Im

Currency Symbol: Im

Megative Mumber Stvle: [ Show parentheses

I

Example of current format:  -$4,123.03

Use the Mumber format category to display
numbers, including currency skyles,

™ Locked Close |
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Making selections from the drop-down menus will make changes to the format.

Select “Dollar” from the Currency Symbol: drop down list and leave the other

defaults unchanged.

3. Clicking the Close button will save the format and close the box. Click the Hand
Tool and test the formatting by entering a number into the field. After clicking off

of the field the number should be formatted like this:

Check Amount

$6.000.00

Formatting the date would also be a fairly common requirement. If the data in the
form were being captured to export to a database, making sure the date was in the

required format would be vital since there are numerous ways of writing a date.

4. To format the date field, open the Field Properties box and select the Format

tab.

Tesxt Field Properties x|

General | Appearance I Optionsl Actions  Format |Validate| Calculate I

Select Format category: I Date v|

—Date Options

Example of current Format:  03/09/2005

Use the Date Format category to display only the
date o both date and time walues. Use the Time
format category to display only the time,

[~ Locked Close |
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We have chosen the format that separates the date by slashes and will require the user
to type the four-digit year. If the user does not include the four-digit year, a warning

message will appear.

Adobe Acrobat x|

Invalid dateftime: please ensure that the datetime exists, Field [ Check Date ]
should match Format mm/dd)yyey

5. Click Close to exit the Field Properties box.

Now, regardless of how the user enters the date, it will always display the way you

choose. After activating your form, type in:
Date on Check

March 10, 2005

Click off of the field (or press the Enter key) and you will see that the date has been

changed to meet our criteria.

Date on Check

03/10/2005
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@’:Creating and Editing Combo and List Boxes

Combo boxes, or drop-down menus, are very useful when the user must be given
several choices to select from, but form space must be conserved. In this example, we
will create a list of states the user can choose from. List boxes are created in the same
manner as combo boxes.

,

1. Select the combo box Too button from the Forms tool bar

2. Open the Field Properties and Choose the Options Tab. The Options Tab
allows you to create the list of choices from which the user can make their

selection.

3. Type the first item you want displayed into the Item: box. Only one item can be
entered at a time. When text is entered into the Item: box, the Add button will
become active. Clicking the Add button will add the item to the box in the center

of the window.

Combo Box Properties x|
General' Appearance  Sptions IActions' Farrnat | Yalidate | Calculatel

Ttem: Im fdd |

Expaort Yalue: I
Ttem List:  [all Delete |
L

r Sort ikems
I Allows user to enker custam bext
|v Check spelling

[~ Commit selected value immediakely

Q Select an item in the list to make it the default choice.

[ Locked Close |
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4. Repeat the process for all of the choices you want displayed.

Combo Box Properties 5[

General I Appearance  Options IActions I Format I Yalidate I Calculate I

Item: I édd
Export Walue: I

Item List: | american Samoa ;I Delete |
AZ
AR Up |
o
T Lt |
A =
r Sart items

- Allow user to enter cuskom kext
W Check speling

[~ Commit selected valug immediately

Q Select an item in the list ko make it the default choice,

[ Locked Close |

%~ Notice from the preceding diagram that California (CA) was entered out of

order. There is no need to retype the list. Use the Up and Down buttons to
move the selection to different positions in the list. You could also check the
Sort Items check box to automatically sort the items as you enter them into
the list.

5. Before exiting the form, create a blank item to be used as the default selection.
This will prevent the field from being automatically populated and will make it

more noticable if it is not filled out. It will also reduce unnecessary clutter on the

page.

Place the cursor into the Item: box and press the Space Bar then click Add.
Make sure the blank line is selected to make it the default and click
OK.

State of
Domicile

6. When you activate the form, the combo box will look like

this: g

[ [AL

AK |
Amer|
L IAZ | L
Copyright ©2010 National Association of Insurance Commissioners. All righf |AR
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State of
Domicile

b

Click the arrow button to reveal the list and make the selection.

‘?:Creating Radio Buttons and Check Boxes

Radio buttons and Check boxes are tools that allow the user to makes selections from
a list of items. If you want to restrict the user to making one choice, a radio button would
be your best choice. Though if you want to give the user the option of making more than
one choice, use check boxes. The procedures for setting up radio buttons and check

boxes are exactly the same. For our example, use radio buttons in the “Type of Filing”
section on the Retaliatory Fee Form. The user will be given the choice of either Life and

Health or Property and Casualty.

1. Select the radio button from the Forms tool bar. Filing Type has been entered
into the "Name:” box under the general tab. Open the Field Properties box and

select “Options Tab.”
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Radio Button Properties

izeneral I fppearance  Dpkions |Fl.|:l:i|:|ns I

Export Walue:  [Yes

Butkon Stvle:

[~ Button is checked by default

[ Buttons with the same name and valus are selected in unison

buttons (i.e., where only one can be selected at
a time), give the fields the same name but
different export values,

Q To create a set of mutually exclusive radio

X

" o

2. From the Radio Style drop-down, you have the choice of several different styles

of radio buttons: Circle, Check, Cross, Diamond, and Star. For this example, use

the “Circle” style, since it is the most common.

3. In the Export Value box, the default entry is “Yes” and will remain that way for
this Field Property. Click the Close button.

4. With the Filing Type form field still highlighted, copy and paste the field using the

Edit menu, keyboard shortcuts (Ctrl+C and Ctrl+V), or right mouse-click the field

and use the Edit menu in the pop-up box.

When you Paste, the new field will appear somewhere in the middle of the form.

Move the duplicated field under the first.
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Type of Filing
Life and Health [Filc]
Property and Casualty [EA

5. Double click the second Filing Type form field to open it.

Radio Button Properties x|

General I fppearance  Options |P.|:l:i|:uns|

Button Style:

Expork Value: IND

™ Button is checked by default

[ Buttons with the same name and walue are selected in unison

To create a set af mutually exclsive radio
butkons {i.e., where only one can be selected at
a kime], give the fields the same name buk
different expaort values,

[T Locked Clase |

6. Change the Export value in this field to “No.”

&7 IMPORTANT: In order to make the FilingType radio buttons mutually

exclusive, the Export Values must be different but the form fields must have

the same name.

7. Activate the form using the hand tool to view the “Type of Filing” radio buttons.

Type of Filing _
Life and Health )
Property and Casualty %

Company Filing Number

f the filing t:.fpes|
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" You will only be able to select one of the buttons at a time.

&~ Creating Calculated Fields

In our example, there are additional rows to add subsidiary companies to the form.

Retaliatory Filing Fee Calculation

Companies State of Show Retaliatory Fee Fee
Filing Domicile Calculation Total

4
5

For each row there is a calculation that results in a value that is placed in the “Fee Total’
column. Adobe Acrobat has the ability to calculate the sum of the values in the “Fee

Total” column for the user.

1. First, set up a Text Form Field in each of the cells in the “Fee Totals” column
using the techniques used earlier in the chapter. Give each of the cells a different

name to make them unique.

Companies State of Show Retaliatory Fee Fee
Filing Domicile Caleulation Total

]
| A
| ]
|j|

Total of Retaliatory Fees for this Filing
Submission

2. Copy and paste one of the “FeeTotal’ fields and place it into the cell beneath
“FeeTotal 4.” Open the Field Properties box by double clicking the new field and

change the Name: to an appropriate title.

3. Make sure the field is formatted for Numbers and Currency. If it's not, the

Calculate tab will not allow access to the calculating functions.
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4. Next, select the Calculate tab. The default selection is “Value is not calculated”
so select the “Value is the [calculation] of the following fields:” button. Once

that button is selected you will have access to the calculation options.

Select ‘'sum (+)’ from the drop down.

Text Field Properties ] x|
General | Appearance | Options | Actions | Farmat | yalidate Calculate |
" ¥alue is not calculated
sum (+) VI of the Following fields:

’ Pick... |
" simplified field notakion:

’ Edlt... |
€~ Cuskom calculation script:

Edit... |
I~ Locked Close |

5. Next, Acrobat must be told which fields to sum. This is done using the Pick...
button. When the button is pressed, a dialog box containing a list of the available

form fields will appear.

Select ‘Fee Total 1, Fee Total 2, Fee Total 3, Fee Total 4 and click the ‘OK

button.

Field Selection |

— Select Fields for Calculation

[ Check Mumber ;I Select Al |
[ Campany Mame

[ Fes Cal1 Deselect All |
[] PeeCalz

[ FeeCals

[] Fee Cal 4 _I

Fee Total 1
Fee Total 2
Fee Tatal 3
Fee Total 4

[ Filing Co 1
[ Filing Co 2
[ | Filing Co 3 M|
K I Cancel
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Text Field Properties |

Generall Appearance I Options I Actions I Farmat I yalidate Calculate |

= Walue is not calculated

+ Yalus is the I surn (+) vI of the Following fields:

Fee Tatal 1, Fee Total 2, Fee Total 3, Fee Total 4

" Simplified field notation:

Edit... |

€ Custom calculation scripk:

Edit... |

[ Locked Close |

6. Click the Close button to close the Field Properties then the Hand Tool to

activate the form.

The table should look like this:

Show Retaliatory Fee Fee
Calculation Total

Total of Retaliatory Fees for this Filing $C‘ 00
Submission ’

The zeros are displayed in the “Total of Retaliatory Fees” cell because no values have
been entered into the cells above it. Once those values are entered, the sum will be

calculated and displayed in the cell.
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