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Setting the Stage

* The players

Form Creator

Form User - The person who fills out the form

Information provider - May be the form user but not necessarily

Form Receiver(s) - The ones who use the data provided on the for,

* The form

Intent/Need

Container <
Data/Content |
Look/Image |

* The process
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The Process

What is a process?
It is the gathering and the documenting of:
A set of defined goals and objectives

* A methodology to meet the defined goals and objectlves
This is sometimes called the workflow. |

ment in

|
* A set of measurable metrics to determine accom
meeting the defined goals and objectives

* A means to evaluate the process against the cs and
facilitate process improvement

The process should follow design concepts as encouraged by
1ISO, Six Sigma, and others.
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The Process

A form or a group of forms comprise only one part of a
workflow defined in a process!

Form designers and users too often get wrapped around the axle
with their form and forget the reasons for the existence of the

form. |

This is the cause of many poorly designed and ex d forms!

Remember the story about draining the swamp.
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The Players

Form Creator

* Needs to clearly understand the goals and objectives of the
process the form is supporting

* Needs to understand the requirements/needs of th

orm
User and Information Provider "

* Needs to understand how the Form Recelver i g to use

the information carried by the form
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The Players

Form User
Information Provider

* Needs to understand how to complete the form

* Needs to understand what is being asked for

* Needs reinforcement and validation of supplied | ation

» Needs to be able to supply feedback to proce er for

analysis W
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The Players

Form Receiver(s)

* Needs assurance that the information provided is complete
and formatted as expected

* Need to have the information delivered in a metho

1at is
consistent with their needs "

* Need to provide feedback to process owner o
performance against the measurement metric
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The Form

Four components to any form
* Intent/Need

e Container
« Data/Content/Information

« Look/Image

jeqo.y

Adobe Acrobat 7.0 pProfessional
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Four components to any form

Intent/Need
* Is it supporting a process

* Is the intent clear to all the players

Container

 Delivery vehicle

- HTML
- PDF

 Delivery method

- Emaill
- Internet
- CD-ROM
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Four components to any form

Data/Content/Information
* Is it supporting a process

* Is the intent clear to all the players
* |s the data gathering clear and concise

Look/Image

* |s there a Logical flow
* |s your organization reflected in a positive ms

* |Is the content dynamically displayed
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The Process of Collecting

Informatio:r{
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The Process of collecting
information

THINGS WE KNOW — Paper-based form processes are
outdated and inefficient — But they seem to be here to
stay!
« Filling out, circulating and processing forms is cumber '
time consuming

« Significant costs for copying, handling and storing

They go out of date

Poor use of skilled workers - takes valuable1 ti
more productive tasks

Errors are common and unavoidable

It's expensive!
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The Process of collecting
information

SOME QUESTIONS — Many companies are moving to
electronic distribution of manuals and other
information... Why not the same with forms? Are there
challenges or it is the lack of good information? |

« Form looks - can we use our favorite forms online”
« Can we view the forms on different types of com
* How do we sign the online form?

 How do we know who really signed the foirn‘i'
 Are they secure? Can they be changed after t'hey are signed?

* Can the information be shared from the online forms?
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Form looks - can we use our
favorite forms online?

Yes, but you probably should not want to.

* You can scan or convert a form that was electronically
created into a pdf file. Data fields can then be added to the
eForm to allow online completion of the form.

* Online eForms can allow dynamic display of que s and
fields based upon prior answers. This can allow reation
of much more compact and less confusing for

* You may want to design the eForm to fit thes n instead of

a piece of paper.

« Can be very difficult to make the eForm accessible.
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Can we view the Acrobat forms on
different types of computers?

» Acrobat pdf eForms can be viewed on PC’s, Mac’s, Unix
boxes and even PDAs. Not all platforms have the same
features however.

* The Acrobat eForms will also print the same on all printers.
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How do we sign the online form?

* LiveCycle Reader Extensions enables users of the free
Acrobat Reader to sign eForms.

« Acrobat allows the capture of a wet signature using the very
common PDA technology. (May not work in Acrobat 7)

* Acrobat provides a very secure process for affixingdigital
signatures to eForms. /

* When a person digitally signs an eForm, ttey - need to
provide a password to do so. If the password | ure, the

digital signature is secure.

* The digital signature may be validated at any time to be sure
that it is real.
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Are the forms secure? Can they be
changed after they are signed?

« You have a choice of 40 bit or 128 encryption.

* You can apply access rights to protect against unauthorized
viewing and modifying.

* You can easily verify if the eForm has changed aft has
been modified.
* You can now revoke rights after the fact with eCycle

Policy Server.
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Can the information be shared
from the online eForms?

There are many ways to share the information.
 Information can be directly transferred to most databases.

 Information can be exported in the following formats:

- XLS — MS Excel Spread sheet.

- HTML - integrate with an existing HTML forms solution HTML es not
support, digital signatures and templates.

- FDF — FDF supports digital signatures, scanned images, a templates

for dynamic eForms. Data can be moved and used via CG
- PDF — a way of archiving a final, completed form with ail Fits data.
- XFDF - integrate eForms data with XML products on the server.
- XML - Standard schema supported compliant XML.

- XDP — XML data package.
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Acrobat 7 Forms —

What's New
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Acrobat 7 Forms — What’s New

Designer
* LiveCycle Designer 7 ships with Acrobat 7 Pro
« Significant cost savings

Traditional Acrobat Forms
 Improved performance

* Improved multimedia support

 Improved XML support t
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Acrobat 7 Forms — What’s New

| have a significant number of traditional Acrobat forms
— Should I convert them to LiveCycle Designer forms?

This is not a yes or no question. Some issues:
» Templates do not convert

- LiveCycle Designer uses a XML scripting object model fe
JavaScript which means that significant amounts of exi
JavaScript will not convert without a lot of rework

* LiveCycle Designer has a form assistant to assist:

conversion but it does not assist with JavaScript
 LiveCycle Designer provides much greater acce lity support

 LiveCycle Designer and its full XML support is apt to be the choice
of the future
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Acrobat 7 Forms — What’s New

Conversion of Acrobat forms to LiveCycle Designer forms
JavaScript Conversion Options:

g Acrobat JavaScript

Forms \ JavaScript
JavaScript )

\_
/
~ ) T :
Acrobat / LiveCycle Designer

.

( FormCalc

( Designer Ul form logic )
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Acrobat 7 Forms — What’s New

LiveCycle Designer forms — Is it the right choice?
| think so....

« XML based allowing for different look by changing the XSLT
template

 Embedded support for 1D bar codes and option of
2D bar code support

Ing

» Greatly enhanced accessibility support
- Section 508 | =4
- ADA '

« Can use a building block approach for creating new forms by
using established subforms
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Acrobat 7 Forms — What’s New

LiveCycle Designer forms — Is it the right choice?
» Greatly improved web connectivity to data repositories
through:

- SAP
- IBM Websphere

- Oracle
- JBOSS

« XML based data interchange is an indu ‘.
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Intelligent Form Design—Some
Thoughts

* Form function

Does the form have a comfortable feel

Does the cursor flow from one field to the next in a logical order

Do the fields make sense

Are you asking for the right information in the right wa

* Field function

- Format
- Validation a
- Calculation

* Field naming

- Descriptive
- Parent-child relationships
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