Adobe Fax Cover Page Creation Overview
Illustrated using FaxFinder Firmware Version 2.1.0 and Adobe Acrobat Pro 9
FFx30 series FaxFinders include FF130, FF230, FF430, and  FF830
Resolution #5023611
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. If you already have an existing cover page then you can use your current document for base document to build your FaxFinder Cover Page.
The steps in this document outline creation of a cover page using a combination of Microsoft Word 2007 and Adobe Acrobat Professional Pro 9.0.0 software.

Text Field Names and Descriptions
Below are the field names recognized by the FaxFinder FFx30 series products. If one of the field names below appears in the form the FaxFinder will populate the form field.  Please note:  Some fields may not be populated if the “User” who sends the document does not have the information specified in their user account. Some fields may not be populated if the information is not specified for the “Contact” the fax is being sent to. 

Field Names
Description/Purpose
• 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.  Layout your cover page using a Microsoft Word fax template. Modify the Word document by adding a custom image and text.   Once you have your document laid out save the document in a Word .DOC format and then close the document. Do not save as a .DOCX document.  Close document.
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2. Open Adobe Acrobat.  Select “Create.” Select “PDF from File”
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3. Select the Word document you used to create the cover page and then select “Open.”  Adobe Acrobat will open the document in the original application and create a PDF file. 
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4. Add form fields to PDF document by selecting “Forms” from menu and then selecting “Add or Edit Fields.”
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5. If Window appears asking if you want Acrobat to detect form Select “Yes”
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6. If a window appears asking you to save changes to current document select “Save.”
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7. In the File Name field rename the file to a new name. Select “Save.”
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8. If window below appears select “OK.”
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9. Form Fields will appear in the document and will be automatically named during the form field creation process.  After form fields are created by Adobe you will need to make several changes to them.

A. You may need to add new fields by selecting “Add New Field” from menu if Adobe did not detect/create all form fields correctly. 
B. You may need to reposition the fields by selecting them with mouse and moving them around on the page.
C. You may need to resize fields by selecting a single form field with the mouse, and then selecting edge of form field with mouse and resizing as desired..
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10. Edit each form field one at a time by right clicking a form fields and selecting “Properties.”
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11. Select the “General” tab and change the name and tooltip field to match a field name the FaxFinder will recognize. See the list of field names on page 1 of this document.
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12. Select the “Appearance” tab. Change the font size to be 11 or 12 for example.  If font is set for “Auto” the field will not be filled out when faxed.  Select a font you desire to use.  Some fonts will render better than others during the fax process and some may possibly cause issues so you may need to experiment with various fonts and sizes.
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13. Select the Options Tab.  The only two options you should select are:
“Multi-line”  Only select when editing the comment form field. This allows text to wrap on more than one line.
“Limit” can be specified on all form fields however please note the FaxFinder will not recognize any limits which are specified in this field.  When setting fields make them large enough and choose a font size to reduce the chance the amount of characters input into a field will not be exceeded. [image: image13.jpg]= Convette =
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14. Repeat the above steps 10 through 13 above until you have formatted all form fields.  Additional form fields can be created if needed by selecting “Add New Field” from the menu.
15. Preview the document by selecting the preview icon in menu.
[image: image14.jpg]| CorvetteWor =

e Eix Vo Doyt Gryeus o Taok et AW S <
N = hdatenrcid - || [ o [ LT p—
1 2% -
2 " . . 0 . . ’ :
H d U

=] Paget Corvette World
cpt.name T 175 Bi Spesd Stret. e
Ot CA. 13345

rept fax Phone: (888) 5354444

e 2 FACSIMILE TRANSMITTAL

sender_name
sender fax
date w namd
subject
sendier_email o
comments
Subject]
o |
Comments: |
5 |
g
U
g
5 b





16. Type text in all form fields.
Determine how many characters you can type into each field before the text stops, or until the text reaches the end of the form field.  This will assist in determining the character limit for each field.  Examine the font style and size to see if it is acceptable.  Check field alignment to see if the fields need to move up, down, left or right.  When done select “Edit Layout” from menu.
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17. Based on the “Preview” settings repeat steps 10-13 to change font style, font size for each field.  If you desire to move form field to a new position select a form field box by clicking it with the left mouse button.  Reposition the form field by using arrow keys on keyboard, or by moving the field with your mouse.  Toggle back and forth between “Preview” mode and “Edit Layout” mode to adjust fields and field settings until satisfied. When done editing fields, enter “preview” mode and remove all text entries from the document.
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18. Save document by selecting “File”, and then selecting “Save As” from the menu.  Warning: Every time you edit the document you will need to select “File” and “Save As” to save document in the correct format. Clicking save will result in a nonfunctioning document when uploaded to FaxFinder.
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19. Change”Save as Type” to indicate “Adobe PDF Files Optimized .“ Then select the “Settings” button to modify/verify settings are correct. [image: image18.jpg]x
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20. Look at the setting for “Make Compatible with.”  It must indicate “Acrobat 5.0 and later”   The other settings screens generally speaking can be left alone at default settings . The other settings screens are illustrated below only as a point of reference in case you have changed them previously for other documents. The images below represent the default Adobe Acrobat 9.0.0 Professional settings. The only setting changed from the default Adobe settings was the “Make Compatible With” field. Since Transparency settings were unchecked by default no screen shot is provided for that page.  Select “OK” when done editing/reviewing the settings.
SETTINGS: Images

[image: image19.jpg]t C i 5 i B

R 5 AddNewField - | [, Preview [ pistibute Form (] Close Form Edting

m

i 2% -

veite| [[) s Audit space usage.
Current PDF Version: 1.5 (Acrobat 6.x) Make compatible with: | Acrobat 5.0 and later

Images Image Settings

foes] ColorImages

O Transparency

Discard Objects. Downsample: [ Bicubic Downsamplingto v| [150  ppiforimages above [225  ppi

Discard User Data

CleanUp Compression: [IPEG | Quaiity

Grayscale Images

Downsample: [ Bicubic Downsamplingto | [150  ppiforimages above [225  ppi
Compression: [IPEG | Quaiity

Monochrome Images.

Downsample: [ Bicubic Downsamplingto v| [300  ppiforimages above [50  ppi
Compression: [JB1G2 ] Quality

Al units are in pxels per inch (ppi)

(9] Optimize images only i there i s reduction i sze

oK Cancel





SETTINGS: Fonts
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SETTINGS: Discard Objects
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SETTINGS: Discard User Data
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SETTINGS: Clean Up
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21. Give the modified cover page a new name if desired. Select “Save.”
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22. If Acrobat prompts you to save the previous document prior to optimization select “Yes”
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23. Upload your PDF file into your FaxFinder.  Log into the FaxFinder web interface.  Select “Fax Configuration” from the top menu. Select “Cover Pages” from the left menu.  Select “Add.”
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24. Select “Browse” .
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25. Browse to the location of your cover page and select it with mouse. Select open.
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26. Select “Add” to upload the cover page to the FaxFinder. 
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27. The Cover Page should be listed in the FaxFinder menu. If you receive a warning indicated the document must be in PDF version 1.4/Adobe 5.0 please review steps 18-21 to verify you are saving document in correct manner. [image: image30.png]MultiTech
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28. Test the  cover page by sending a fax and specifying the cover page.  When the fax is received the form fields should be filled in. If they are not filled in, or fax is not sent at all when cover page is selected review troubleshooting information below.
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Troubleshooting:
1. Verify original Word document was saved using a .DOC format s .DOCX format.  Files saved in a .DOCX format and converted to PDF may have additional code embedded which may result in cover page creation failures.

2. Verify every time you modify the cover page in Adobe Acrobat and saved the changes you selected “Save As” and select File type of ”Adobe PDF Optimized “and then saved document as Acrobat Version 5.0.
3. Verify the Text Field fonts are all a fixed font size (vs set to auto.)
4. Verify all form fields are named correctly with names specified on page 1 of this document

5. Verify “Spellcheck” option is turned off on each form field.
6.  If the received fax has empty form fields try different font style

7. If the received fax has some empty form fields verify the sending “User” has the information specified in his user settings and the contact has the information specified. For example if the “From Fax” field is blank make sure the user account sending fax has a Fax # listed in his user information.

8. To rule out an issue related to Word document formatting:  Start with blank Word document saved in .doc format. Repeat cover page creation process by adding only form fields to a blank white page. If this works then your issue may related to Word document font, Word document format/ code, Word document image.
