Adobe Fax Cover Page Creation Overview
Acrobat Pro Version 8
Resolution #5023610

FaxFinder FFx30 Series of FaxFinders
FF130, FF230, FF430, FF830
Adobe Acrobat Professional is one of many applications which you might choose to create a cover page with for the FaxFinder FFx30 series. This document illustrates how to create a cover page for the FaxFinder originating from a Microsoft Word document.

Your cover page could be converted from applications other than Microsoft Word or scanned into the computer on your scanner and then converted to PDF by Adobe Acrobat.

Advantages to using Adobe Acrobat over other applications: You may already have your current cover page template saved on the computer. All you will need to do is  open you current cover page in Adobe Acrobat and add Form Text Fields.  If your cover page is not already on the PC, you can use applications you are familiar with to create the cover page such as Microsoft Word for page layout. Other applications such as Open Office or Scribus will require you to create the document from scratch which requires you to learn how unfamiliar applications. 

To follow the steps in this document you will need Adobe Acrobat PDF editing software such as Adobe Acrobat Pro.

Within Adobe Acrobat you will be creating a PDF from your cover page document or scan of your current cover page document. You will then be adding form text fields to the document and naming the fields to match the names listed below.  Once done you save and upload your PDF cover page into the FaxFinder. When the cover page is used in a fax the FaxFinder will fill in the appropriate form fields (as long as they are formatted correctly and the document is saved in correct PDF version 1.4.)

Text Field Names and Descriptions

Below are the names recognized by the FaxFinder x30 family of products which you will enter into your document. Please ensure your document's Text Fields match these titles exactly. The format below is Exact Name (Description) – please do not include any of the description in the field name.

• date 
(Date and time now)
• rcpt_name
(Name of recipient)
• rcpt_fax
(Fax number of recipient)
• rcpt_phone
(Phone number of recipient)
• rcpt_org
(Organization of recipient)
• sender_name
(Sender name)
• sender_org
(Organization of sender)
• sender_fax
(Fax number of sender)
• sender_phone
(Phone number of sender)
• sender_email
(Email address of sender)
• pages
(Number of pages without cover page)
• pages_with_cover
(Number of pages with cover page)
• pages_without_cover
(Number of pages without cover page)
• subject
(Subject of fax)
• comments
(Extra comments)
• optout_fax
(Opt-out notice fax number)
• optout_phone
(Opt-out notice phone number)
• optout_costfree
(Opt-out notice email or toll free number or Website)

1. We are starting with a cover page which was originally a Microsoft Word 2007 Fax Template which was modified in Word by adding a custom image and text.   Once you have your document laid out in the application save the document and the close the document.
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2. Open Adobe Acrobat. Then select Create PDF, then select From File. 
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3. Select the file which you are creating the PDF cover page from and select open. In this example it is a Microsoft Word document.
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4. Adobe Acrobat will open the document in the original application and create a PDF file
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5. When imported the document will look very much like the original document, but now will be in PDF form. You need to add Form Text fields into the document. If the Adobe Form Toolbar is not visable, you will need to select View on the menu, then select Toolbars, then select forms. To add a field select the Text Field Tool icon from menu.
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6. After selecting the Text Field Tool click on document with mouse and drag your mouse and draw a rectangular field on the document. Let go of left mouse button when the field is the size you desire. You can resize the field later if desired. In example below a box was drawn in the To field.
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7. When you let go of the mouse the text field properties box appears.  We must change the name of this text field to match a FaxFinder field name.  The correct field name for the to field would be rcpt_name. Other field names are listed at start of this document.
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8. Here is the appearance tab of Text Field Properties.  It is important for the Font Size to be a fixed font size and not be set to auto. On this screen a font style can be selected. Generally it is best to stick with basic font style which is easy to read.
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9. Here is the options tab of Text Field Properties.  You want the options to appear as indicated below. The only exception is when creating the comments field you need to select Multi-Line.  The other tabs can be left alone.
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10. Repeat the above process 6-9 for the remaining Text Fields until they are all configured. Resize boxes as needed. When they have all been created you should have a document which looks similar to this.
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11. To preview the positioning of the Text Field forms from the form menu select the Preview Icon as shown below. This icon has a sheet of paper with glasses.
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12. Put your mouse cursor in each form field and press letters on your keyboard.  This will give you a better sense of positioning of the form fields in relation to the other text fields already on the document. After typing letters into the fields select the Edit Form icon from Form Menu which is the sheet of paper with a pencil.
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13. Select a box with your mouse and move it higher or lower to a position which you desire. You may find it easier to select box with your mouse and then use arrow keys on the keyboard to position the box more precisely.  You may desire to toggle back and forth between Preview Mode and Edit Mode as you position the boxes.
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14. Prior to saving this document check all the fields in steps 6-9 to make sure they have not been reset or changed during the editing process.  If they have changed, then change them to be correct values. Although not illustrated in the example below, it is also advisable to go into edit mode and clear out all the text you typed into the form fields prior to saving.
Saving the document for the first time is a multi-step process. First select File, then Save, and save the document to a location on your computer.
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 15. Now select File, then select Save As from the menu.
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16. When the Save As box appears select Save As Type Adobe PDF files Optimized from the pull down menu.

[image: image16.jpg]Fle Edit View

Document Comments Forms Tools Advanced Window Help

@ -

=

850x11.00in <[

7 Save As

Saven:

B
g
:
= i
Desktop  oyerpagebxamp.

Libraries

Settngs.

Fle name: CorvetteWordCover pdf-

Sove

Saveastype

Adobe PDF Fies

. Encapsulated PostScrpt (eps)
HTML 3.2 CFim i)
. HTML 301 wih CS5 1.0 rim." )
Subj ect:@wm ipa."ipeg."jpe)
PEG000 {"jpf ‘o p2. 2. 126,71
- Microsoft Word Documert *doc)
E-Mail: @Eﬁ PDF/A ("pdf)
PDF/X (pd)
PNG ("prg)
PostScrpt ps)
Rich Text Fomat (1)
[AAAAAAAAAAAAA, Tet (ooessble) )

1o Gt
AAAAAAAAAAAAA T Faiy™

Comments:

IAAAAAAAAAAAAA A S i AAAAAAAAAAAAAAAAAAAAAAAAA

Cancel

AAAAAAAAAAAAAAAAAAAAAAA !

RAAAAAAAAAAAAAAAAAAAAAAAA
AAAAAAAAAAAAAAAAAAAAAAAAA

AAAAAAAAAAA





17. Click on the Settings link on the lower right of the Save As dialogue box.
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18. We must make the File Compatible with PDF version 1.4 which is equivalent to Acrobat version 5.0. This is required for the cover page form fields to work in the FaxFinder.  Once Acrobat 5.0 is selected click OK.
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19. Select Save and rename file if desired or overwrite the original PDF file name you created moments earlier.
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20.To Upload PDF file into your FaxFinder login to the FaxFinder menu in your web browser. Select Fax Configuration from top menu and then Select Cover Pages from left menu, then select  Add.
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21. Browse to the location of your cover page, select the cover page, then select open.
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23. The Cover Page should now be listed. If you failed to save the document in PDF version 1.4/Adobe 5.0 you may receive an error message indicating PDF must be saved as version 1.4. If this occurs you will need to open PDF file in Adobe Acrobat and follow steps mentioned in sections 15-19 of this document.  You now can test this PDF document by sending out a Fax.
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Tips / Troubleshooting :
1. Each time you save make changes to the original PDF file you must select Save As in order to save the document in PDF version 1.4/Acrobat Version 5.0 .

2. If received fax has form fields empty verify the Text Field fonts are a fixed font size (not auto.)

3. If received fax has form fields empty verify they are named correctly.

4. If received fax has form fields empty try different font types. 

5.. We have seen occasions in Adobe Acrobat where you make changes to Text Fields, close them , only to find out Adobe did not save the changes you made. A workaround for this issue is to change to form field. Prior to closing click another text field tab. Then click the tab you previously made the change on. Then select close. 

6. You can edit text fields by double clicking them or right clicking them and selecting properties. Be aware the text fields like to move around when they double clicked. You may need to reposition them to align them again.

7. If you have downloaded an existing FaxFinder PDF document you can open it in Adobe Acrobat and select edit form.  You can then highlight the form fields, copy them, and then paste them into your document.  You may still need to open each field and check settings to verify they are set correction and not getting reset by Adobe in the copy and paste process.

8. Adobe Live Cycle form editor is not support as it uses Java and XML in PDF file creation. Form fields must be created in Adobe Acrobat using the Form Fields.

