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Using PDF forms  
for business purposes
(IƄFLHQW�SURFHVVHV�UDWKHU�WKDQ�FRQWHQW�GLVUXSWLRQ�DQG�
WUDQVFULSWLRQ�HUURUV

Organizing business processes without forms is  
virtually impossible. Hard copy format still prevails  
despite the fact that capturing data in analog form 
—often handwritten—has many disadvantages 
Forward-looking companies are already looking to 
alternatives such as PDFs or database-supported 
input screens, but most do not exploit the full 
potential of these methods. This white paper will 
H[SODLQ�KRZ�WR�RUJDQL]H�DQG�DXWRPDWH�ZRUNƅRZV�
quickly and easily using PDF forms, saving 
VLJQLƄFDQW�DPRXQWV�RI�WLPH�DQG�PRQH\�
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Summary 

Forms play a major role in all business processes. Many companies still rely  
on printed templates that have to be completed by hand, which has many  
disadvantages. From design to archiving, the process is costly, time- 
consuming, slow and risky. 

(PSOR\HHV�GHGLFDWH�VLJQLƄFDQW�WLPH�HGLWLQJ�SDSHU�GRFXPHQWV��+RZHYHU��
between data capture and data processing, the time taken up by completing 
paper forms is far greater and often takes days or even weeks. Therefore, 
companies that rely on paper forms cannot respond to market developments 
DV�TXLFNO\��SXWWLQJ�WKHP�DW�D�VLJQLƄFDQW�FRPSHWLWLYH�GLVDGYDQWDJH�WR�RUJDQL]D-
tions that respond  faster and more accurately. Paper forms also involve legal 
risks. Around a quarter of all paper documents gets mislaid or go missing. 
When it comes to audits, operational inspections or legal action,  
this can have serious consequences.

This white paper describes how to use PDF forms to capture and process  
data quickly, effectively and correctly—and how to make it legally watertight.  
It also demonstrates how to maximize the potential of the PDF form and how  
easy it is to create and edit.

The business economics of forms 

“From the cradle to the grave”—the saying does not just apply to our private  
OLYHVuLWpV�MXVW�DV�UHOHYDQW��LI�QRW�PRUH�VR��WR�FRPSDQ\�ZRUNƅRZV��7KH�YDVW�
majority of corporate processes start off with a form. For example, sales,  
purchasing, HR, and other departments capture information and exchange 
it  using forms, such as bids and contracts, inventory lists, parts lists, 
application documents or requests for annual leave. Industries in which 
UHFRUG�NHHSLQJ�REOLJDWLRQV�DUH�SDUWLFXODUO\�H[WHQVLYH��VXFK�DV�OHJDO�ƄUPV��
ƄQDQFLDO�VHUYLFHV�DQG�KHDOWKFDUH�SURYLGHUV��UHFHLYH�PRXQWDLQV�RI�PDQGDWRU\�
forms from regulators.

7KHVH�UHSUHVHQW�D�VLJQLƄFDQW�FRVW��3DSHU�IRUPV�KDYH�WR�EH�SULQWHG��SXW�LQ�
envelopes, stamped and mailed, and then accepted, evaluated, archived and  
GLVSRVHG�RI��7KH�FRVW�LV�VLJQLƄFDQW��QRW�RQO\�LQ�WHUPV�RI�PDWHULDOV�EXW�DOVR�
staff time.

So for businesses, capturing and processing data using forms represents 
D�FRQVLGHUDEOH�H[SHQVH��7KH�ƄUVW�VWHS�LQ�FUHDWLQJ�D�SDSHU�IRUP�LV�GHVLJQ��
which has to meet both legal requirements and internal corporate identity 
or branding guidelines. Then there is user guidance to consider. It must be 
PDGH�FOHDU�ZKDW�WKH�XVHU�KDV�WR�GR��LQ�KRZ�PXFK�GHWDLO��DQG�ZKLFK�ƄHOGV�DUH�
mandatory or optional. Anyone who has ever sat in front of a form with no 
idea about how to complete it knows that this is often no mean feat. These 
NLQGV�RI�NLQGV�RI�GHVLJQ�ƅDZV�FDQ�UHVXOW�LQ�PDVVLYH�ORVVHV�RU�KXJH�DPRXQWV�
of additional time, alienate customers, render captured data unusable or 
trigger a wave of queries.



Paper forms—a costly risk? 

Once forms have been suitably designed, they have to be produced, 
distributed, processed and archived along with their content. Many 
companies still rely on paper for this. The reasons for this are largely 
practical. Paper forms can be signed. Where legal action is concerned, 
a hand-signed original is a good means of evidence. In addition, paper 
forms do not require IT infrastructures, they are hardware- and software-
independent and can be simply distributed, whether by displaying them 
in-house or by mail or fax.

However, these apparent advantages are countered by huge disadvantages. 
)LUVW��SDSHU�IRUPV�DUH�LQƅH[LEOH��2QFH�WKH\pUH�SULQWHG��WKH\�FDQ�QR�ORQJHU�
be edited. If something on the template needs to be changed—even just 
WKH�Ƅ[LQJ�WKH�\HDU�RU�FRUUHFWLQJ�D�W\SRuDOO�H[LVWLQJ�FRSLHV�DUH�VHQW�WR�WKH�
shredder. Just the paper and printing costs easily amount to thousands, 
which can quickly add up to millions in major corporations. For example, if the 
company changes its name, all the pre-printed forms have to be recycled and 
re-created. Yet, staff costs are even greater; ultimately, someone has to print 
and distribute the new forms and collect the old ones. The amount of staff 
time spent on document management is estimated to amount to six times 
every dollar spent on printing and paper.

%XW�WKH�LQƅH[LELOLW\�RI�SDSHU�IRUPV�LV�RQO\�RQH�RI�WKH�ULVNV��7KHUH�LV�D�VWHHSHU�
SULFH�WR�SD\��LQ�WKDW�GDWD�FROOHFWHG�LQ�WKLV�ZD\�LV�YHU\�GLIƄFXOW�WR�SURFHVV��
Media disruption is unavoidable when transferring it to electronic systems. 
In most cases, this must be completed by employees, which is extremely 
time-consuming and has an adverse effect on productivity.

But even if a company does not need to process paper-based data any 
further and just wishes to archive it, paper forms present a host of problems. 
For one thing, they take up enormous amounts of space. The storage costs 
involved in retaining large volumes of forms for 30 years or more can quickly 
run into millions. 

)LQGLQJ�D�VSHFLƄF�IRUP�VZLIWO\�LQ�WKH�HYHQW�RI�OHJDO�DFWLRQ�RU�UHTXHVWV�IURP�WKH�
DXWKRULWLHV�FDQ�EH�D�VLJQLƄFDQW�FKDOOHQJHuLI�WKH�IRUP�VWLOO�H[LVWV��$FFRUGLQJ�WR�
Deloitte & Touche, around 25% of all company documentation goes missing, 
never to be seen again.1 This has serious consequences, as evidenced by 
an IDC survey of over 1,500 IT managers: over 75% of respondents said that 
poor documentation processes had resulted in serious business risks or 
FRPSOLDQFH�LVVXHV�LQ�WKH�ODVW�ƄYH�\HDUV�2 
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of all respondents to the survey said 
that poor documentation processes 
had resulted in serious business risks 
or compliance issues in the last  
five years.

75%

��q'RFXPHQW�0DQDJHPHQWr�'HORLWWH�	7RXFKH�
2006 

��q,WpV�0RUH�&ULWLFDO�7KDQ�<RX�7KLQN��3RRU�
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The PDF form—an alternative method with 
untapped potential 

Given all the drawbacks, it is little wonder that companies have long since 
started seeking and using alternatives. An initial step for many is to print 
forms only when required rather than keeping stocks of paper templates.  
Or better still, distributing them electronically on demand. All that’s required 
to create forms in a word-processing program; however, it’s not recom-
mended to distribute them in open formats such as .doc or .odt. 

For starters, users could change an unsecured form to suit their own 
requirements, or inadvertently introduce errors to the form when editing or 
manipulating, which should be avoided. Further, these document types are 
not considered universal forms allowing many operating systems and word 
processing programs to change document layouts to make them presentable 
LQ�WKHLU�VSHFLƄF�IRUPDWV��)RU�IRUPV��WKLV�DXWRPDWLF�UHIRUPDWWLQJ�FDQ�FKDQJH�
the layout so drastically as to make them unreadable and unusable. And, for 
GDWD�H[WUDFWLRQ��WKH�ORJLFDO�VHSDUDWLRQ�RI�SUHGHƄQHG�WH[W�DQG�DFWXDO�IRUP�GDWD�
LV�DQ\WKLQJ�EXW�VLPSOH�LQ�RSHQ�IRUPDWV�XQOHVV�ƄHOGV�DQG�PDFURV�DUH�XVHG�WR�
preclude any problems. The best option is to save the form as a PDF, as this 
will display correctly on any common operating system. A free PDF reader is 
all that’s required to read and print them. PDFs can also be viewed directly in 
popular browsers such as Chrome and Firefox.

$�QRQ�ƄOODEOH�3')�IRUP�LV�D�VWHS�LQ�WKH�ULJKW�GLUHFWLRQ��EXW�IDLOV�WR�H[SORLW�WKH�
format’s true potential. In this example, the user has to print it out, complete 
it by hand and then scan or fax it. Someone at the company has to convert 
the data into electronic format, which entails the same problems and costs 
as hard copy forms. Therefore, it’s far better to design PDF forms that can 
be completed so that users can enter data directly on the screen. Static, 
QRQ�ƄOODEOH�3')V�RU�VFDQQHG�LQ�IRUP�WHPSODWHV�FDQ�EH�HDVLO\�FRQYHUWHG�WR�
ƄOODEOH�YHUVLRQV�ZLWK�WKH�ULJKW�WRROV��

Fillable PDFs present many advantages for companies looking to minimize 
their reliance on paper. Unfortunately, many companies resist updating their 
SURFHVVHV�WR�FDSLWDOL]H�RQ�WKH�VHFXULW\��FRVW�DQG�SURGXFWLYLW\�EHQHƄWV�WKH\�
could realize. Rather than processing the form electronically, users must 
print it out and return it to the relevant location. The “Save” function is often 
deactivated, which means that the same person completing the form has no 
choice but to print out a second copy for their records or retain the copy.

:KLOH�D�IRUP�ƄOOHG�LQ�D�QRQ�ƄOODEOH�3')�IRUP�SURGXFHV�PRUH�OHJLEOH�GDWD�
than one that’s hand-written it is still disruptive to organizations presenting 
increased costs and delays. Here’s an example: 

$W�&RPSDQ\�;<=��LW�WDNHV�DQ�HPSOR\HH�ƄYH�PLQXWHV�WR�FRPSOHWH�D�UHTXHVW�
form for annual leave. It then takes the employee another 10 minutes to print, 
sign and fax the form to the relevant department. If the individual has to go to 
WKH�VKDUHG�SULQWHU�RQ�WKDW�ƅRRU�WR�UHWULHYH�WKH�SULQW�RXW��WKHQ�VLJQ�LW��SXW�LW�LQ�DQ�
envelope, address and send it, the whole process could take half an hour. 

In addition, the processing department is likely to spend a similar amount of 
time on it. If there are 1,000 employees, that’s a total of 125 man-days just for 
each employee’s vacation request. According to a study by market research 
agency IDC.3 
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Information disruption hinders business 

Today’s CRM, ERP and HR systems allow automated decision-making 
processes based on real-time data. Staff shortages, material requirements 
or sales slumps can be predicted before they arise and prevented by taking 
automated countermeasures. But what good is sophisticated analysis when 
data captured on forms takes days to reach the company before being 
processed?

These kinds of information shortfalls have an especially negative impact when 
it comes to customer contact. If media disruption gets in the way of direct 
data processing, the customer is not able to get hold of critical information, 
such as product availability, delivery status or price updates promptly, if at all. 
7KLV�FDQ�KDYH�D�VLJQLƄFDQW�LPSDFW�RQ�FXVWRPHU�VDWLVIDFWLRQ��ZKLFK��LQ�WXUQ��
negatively impacts purchasing behavior and revenue.

Direct capture without information disruption allows users to overcome these 
problems easily. Rather than printing out the PDF form and faxing or sending 
it to the relevant department, users can transmit their completed version 
directly. Professional PDF programs such as Nuance Power PDF, extract 
the data from these forms and make it available for further processing and 
analysis in neutral formats such as XML or CSV. 

This availability of data has other positive advantages besides the 
DERYH�PHQWLRQHG�WLPH�EHQHƄWV��)RU�LQVWDQFH��+5�SODQQLQJ�V\VWHPV�FDQ�
DXWRPDWLFDOO\�XVH�WKH�GDWD�RQ�3')�EDVHG�IRUPV�WR�FUHDWH�D�SHUVRQQHO�ƄOH�IRU�
a job candidate who becomes a new employee. ERP systems can use order 
information to produce delivery notes and material orders and to allocate 
resources, all without further intervention. According to IDC, this automation 
boosts revenue by 36% while slashing costs by 30%. They further estimate 
that business and legal risks fall by a third when forms are electronically 
processed end-to-end.4

PDFs provide legal security 

Paper or printed PDF forms also present legal problems. This whitepaper 
DOUHDG\�PHQWLRQHG�WKH�GLIƄFXOWLHV�LQYROYHG�LQ�SURGXFLQJ�WKH�ULJKW�GRFXPHQWV�
quickly when it comes to audits, legal action or requests from the authorities. 
But certain aspects of data privacy also make hard copy forms and printouts 
problematic. Without PDFs, it is impossible to specify the authorized user 
group for a document. Anyone with physical access to the records – whether 
intentionally or unintentionally—or who just happens to be standing by the 
printer or fax machine when the form prints or sends, has access to poten-
tially sensitive data. Paper documents can be stolen or “picked up”, with no 
way of proving it.

In comparison, electronically-produced and distributed PDF forms are 
considerably safer. For example, business-ready PDF tools allow users to 
secure documents using 128- or 256-bit encryption, to prevent unauthorized 
users from reading them. With access management, users can specify who 
FDQ�YLHZ��SULQW�RU�FKDQJH�3')�ƄOHV��ZKLOH�DGGLQJ�D�GLJLWDO�VLJQDWXUH�XQHTXLYR-
FDOO\�LGHQWLƄHV�WKH�VHQGHU�RU�HGLWRU��(PSOR\HHV�FDQ�DOVR�DXWRPDWLFDOO\�FKHFN�D�
GRFXPHQW�IRU�FRQƄGHQWLDO�GDWD�DQG�HLWKHU�UHGDFW�LW�RU�UHPRYH�LW��%\�ƅDWWHQLQJ�
a document, including the signature and the form data, users create a legally 
VHFXUH�YHUVLRQ�WKDW�FDQQRW�EH�FKDQJHG��)ODWWHQLQJ�UHPRYHV�WKH�ƄOODEOH�ƄHOGV�
of the documents, leaving the entered data as text.  
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Companies that use PDF forms are also in the best position when it comes 
to providing proof of communication. For example, email applications store a 
copy of all sent messages and attachments in the sender’s Sent Items email 
folder. So if need be, users can legally prove which document was sent to 
ZKLFK�DGGUHVV��7KLV�GHPRQVWUDWHV�DQRWKHU�EHQHƄW�RI�FRQYHUWLQJ�SDSHU�WR�
digital documents—attachments are automatically logged in email programs, 
a step that provides an additional layer of tracking capabilities.

HTML forms—an alternative option? 

Database-supported data capture in forms is widely used for intranets and by 
online retailers. As a rule, users provide the required information via an HTML 
form, which ends up in a (usually relational) database. But when it comes 
WR�OHJDO�VHFXULW\�DQG�UHFRUG�NHHSLQJ�REOLJDWLRQV��WKLV�YDULDQW�KDV�VLJQLƄFDQW�
disadvantages. As only the actual input data is saved, it is hard to prove, for 
example, which wording the form user has agreed to. 

6XFK�OLPLWHG�GDWD�EHFRPHV�D�SDUWLFXODU�SUREOHP�LI�D�ORW�RI�ƄHOG�GHVLJQDWLRQV�
change over the course of time, whether for legal reasons, to make form 
ƄOOLQJ�HDVLHU��RU�WR�DFFRXQW�IRU�LQWHUQDO�FKDQJHV��:KLOH�WKH�ƄHOG�QDPH�UHPDLQV�
unchanged, front-end users see different input requirements over time. 
Unless the changes are accurately documented and can be unequivocally 
DWWULEXWHG�WR�D�VSHFLƄF�HQWU\�E\�D�WLPHVWDPS�OHJDO�SUREOHPV�DUH�HIIHFWLYHO\�
“programmed in.” In contrast, PDF forms can be archived as a unit and 
FKHFNHG�DW�DQ\�WLPH�LI�WKHUH�DUH�DQ\�GLVSXWHV�EHWZHHQ�WKH�SDUWLHV�ƄOOLQJ�LQ�
and processing the form.

Another argument against processing form data with a database is that it often 
involves proprietary capture in distinct systems. Exchanging data between 
these information silos requires programming connectors or APIs. Manual 
intervention is often required—a time-consuming and error-prone process.

$SSOLFDWLRQ�VFHQDULRV��7KH�GHWDLOHG�EHQHƄWV�RI�
ƄOODEOH�3')�IRUPV 

$OPRVW�DQ\�LQGXVWU\�RU�HQG�XVHU�FDQ�EHQHƄW�IURP�3')�EDVHG�IRUP�ZRUNƅRZV��
Here are just a few.

Healthcare 
7RGD\��FOLQLFLDQV�VSHQG�D�VXUSULVLQJO\�VLJQLƄFDQW�DPRXQW�RI�WLPH�RQ�
record-keeping, up to several hours per day. Record-keeping obligations 
UHSUHVHQW�RYHU�����RI�FOLQLFLDQVp�DQG�FDUHJLYHUVp�VWDIƄQJ�FRVWV�DQG�GRFX-
ment digitization will only go up in the near term. 

While patient information is generally captured electronically, it is nearly always 
printed out and used as paper records after created. These are then mailed 
or couriered back and forth, rescanned by other departments or manually 
transferred to other systems. It’s not uncommon for records to go missing or to 
fail to be provided in time for an examination, potentially resulting in lost time, 
GXSOLFDWLRQ�RU�PLVGLDJQRVLV��8VLQJ�ƄOODEOH�3')�IRUPV�FDQ�FXW�RXW�PDQ\�RI�WKH�
intermediate steps. For example, with one keystroke, data can be exported 
and access provided to medical systems; the clinician has access to the form 
anywhere/anytime ensuring the data is continually up to date.
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of clinicians’ and caregivers’ staffing 
costs are due to record-keeping 
obligations.
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/HJDO�ƄUPV 
Lawyers and courts produce a constant stream of paper today. Evidence, 
statements, records, expert opinions and legal documents must be  
processed and securely archived. PDF forms can help reduce this workload 
FRQVLGHUDEO\��HVSHFLDOO\�DV�3')�KDV�EHFRPH�WKH�ƄOH�IRUPDW�RI�FKRLFH�IRU�
sharing and archiving legal documentation. 

Instead of sending paper documents or PDFs back and forth for printing, the 
FOLHQW�FRPSOHWHV�D�3')�IRUP��7KH�ODZ�ƄUP�WKHQ�H[SRUWV�WKH�IRUP�GDWD�DQG�
reimports it into other documents such as representations, expert opinions, 
comments or statements. PDF forms eliminate intermediate steps and speeds 
up communication between client and counsel. The forms also reduce the 
OLNHOLKRRG�RI�HUURUVuZKLFK�LV�D�KXJH�DGYDQWDJH�SDUWLFXODUO\�LQ�OHJDO�ƄUPV�
where deadlines can’t be moved.

Financial services 
7KH�KHDYLO\�UHJXODWHG�ƄQDQFH�VHFWRU�IDFHV�VRPH�VSHFLƄF�FKDOOHQJHV��,W�QHHGV�
to replace slow, paper-based, expensive processes with faster, digitized, 
automated solutions but without compromising data privacy, security and 
compliance. 

PDF forms can help cut the number of paper documents or even make them 
VXSHUƅXRXV��DVVLVW�ZLWK�UHJXODWRU\�FRPSOLDQFH�DQG�LPSURYH�VHFXULW\��7KH�
ƄQDQFLDO�VHUYLFHV�VHFWRU�LV�PXFK�IXUWKHU�DKHDG�LQ�WKLV�UHVSHFW�WKDQ�D�ORW�RI�
RWKHU�LQGXVWULHV��3UDFWLFDOO\�DOO�EDQNV�SURYLGH�ƄOODEOH�3')�IRUPV��+RZHYHU��WKH�
user generally must print, sign and return them. Here too, an end-to-end PDF 
ZRUNƅRZ�KDV�WKH�SRWHQWLDO�WR�UHGXFH�GD\V�WR�KRXUV��DQG�KRXUV�WR�PLQXWHVu 
in an industry where time is money.

Government 
In government, mountains of paper are the order of the day. Whether it’s 
public requests for information, contracts, applications for grants and social 
VHFXULW\�EHQHƄWV��RU�DFFRXQWV�UHFHLYDEOH��WKHUH�DUH�PDVVLYH�DPRXQWV�RI�
paperwork at every turn. 

Producing, processing and archiving this mountain is cost-intensive and 
presents security risks. PDF forms have a major role to play on the road 
to digital administration. Not only can they be seamlessly integrated into 
administrative processes, but they are also far more convenient and secure 
than paper equivalents. For example, there are options for redacting sensitive 
passages of text, encryption, secure storage, user authentication and tracing 
document access and changes. For government agencies, this means greater 
document security.

Additionally government organizations may balk at the perceived cost of 
PDF solutions, especially since budgets for expensive software are tight. 
Reasonable licensing models put government agencies in the position to 
equip all their employees with powerful, user-friendly tools for electronic form 
creation and processing, thus speeding up the transformation to a digital 
government.
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%HQHƄWV�IRU�VDOHV 
:KDWHYHU�WKH�LQGXVWU\��VDOHV�LV�DQ�DUHD�LQ�ZKLFK�HPSOR\HHV�JUHDWO\�EHQHƄW�
from using PDF-based data capture and data processing. Although sales-
people already use electronic systems on a daily basis, there is a lack of 
consistency. One person may manage contacts and meetings in Outlook, 
where another may write up meeting reports in Word and yet another uses 
([FHO�IRU�RUJDQL]LQJ�VDOHV�DFWLYLWLHV��$�XQLIRUP�3')�IRUP�EDVHG�ZRUNƅRZ�
saves considerable time and money, and improves the transparency of the 
VDOHV�SURFHVV��7KLV�FRXOG�VLJQLƄFDQWO\�FXW�WKH�WLPH�WKDW�VDOHVSHRSOH�FXUUHQWO\�
spend on administration, which translates into real savings in terms of  
HR costs.

3UHSDULQJ�TXRWHV�LV�DQRWKHU�DUHD�WKDW�GHOLYHUV�VLJQLƄFDQW�DGYDQWDJHV��0DQ\�
companies already use PDF documents to do this, but then send them to 
customers by email, fax or even mail. The customer prints or copies them, 
makes a few changes such as tweaking order quantities or striking certain 
items off, rescans or copies the hard copy and returns it, and then the sales 
employee has to transfer the new information to an electronic system. 

$�3')�GHVLJQHG�DV�D�IRUP��ZKLFK�FDQ�EH�ƄOOHG�LQ��HOLPLQDWHV�DOO�RI�WKHVH�
intermediate steps. The customer receives the PDF by email, makes any 
QHFHVVDU\�FKDQJHV�LQ�WKH�HGLWDEOH�ƄHOGV��DQG�VHQGV�LW�EDFN��7KH�VDOHV�
employee can transfer the data directly into a PDF and continue processing it. 
And it’s not a case of doing this form by form: business-ready PDF solutions 
can process thousands of forms at once.

Six good reasons to use Nuance Power PDF 

A number of professional PDF solutions exist which include form-creation 
features. 

However, Nuance Power PDF offers the following advantages:

1.  Flexibility at low cost. Changing paper forms entails a lot of work, both  
in terms of disposing of existing stock and printing the updated version.  
PDFs, on the other hand, are quick and easy to amend. The new version is  
available to everyone right away.

����&RQYHUWLQJ�VWDWLF�3')V�LQWR�ƄOODEOH�IRUPV�LV�VLPSOH�DQG�IDVW� With one 
keystroke, Power PDF allows users to change existing PDF documents 
�EDVHG�RQ�D�SDSHU�WHPSODWH�IRU�H[DPSOH��LQWR�ƄOODEOH�IRUPV�ZLWK�DFWLYH�
ƄHOGV��3RZHU�3')�DXWRPDWLFDOO\�GHWHFWV�ZKHWKHU�WR�XVH�D�WH[W�ƄHOG�RU�
selection boxes.

3.  A simple, transparent licensing model. Power PDF does not require any  
type of subscription and there are no additional module costs. For only  
15% of the license fee, Nuance offers optional maintenance and support.*

4.  Single-user licenses are available at reasonable prices but with 
professional features means that companies can give every employee 
the tools to create PDF forms. This distributes workload more evenly and 
prevents the bottlenecks that would occur if only a few employees were 
able to create or process PDF forms. And the entire organization will have 
resources left over for those  essential business IT investments.
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5.  Easy to start, simple to use. Using Power PDF is familiar to users of 
0LFURVRIW�2IƄFH��7KH�SRZHUIXO�3')�VROXWLRQ�KDV�DQ�LQWXLWLYH�XVHU�LQWHUIDFH�
and all the functions required for creating, editing, evaluating and archiving 
PDFs. With  Power PDF, users work the way they are used to.

6.  Fast conversion. Instead of laboriously having to retype or re-create 
documents, users can quickly and simply convert PDFs into formats such 
as Microsoft Word, Excel and PowerPoint or Corel WordPerfect. Complex 
layouts with columns, tables and graphics are faithfully reproduced. 
Further, Power PDF supports bulk conversion, dramatically reducing 
conversion time for large amounts of documents.

It couldn’t be simpler: creating and using forms 
with Nuance Power PDF: 

:LWK�3RZHU�3')�XVHUV�FDQ�FUHDWH�DQG�ƄOO�RXW�IRUPV��PDNH�VWDWLF�IRUPV�LQWHU-
active in a few easy steps, extract data, and save them for further processing.

&RQYHUWLQJ�D�IRUP�IURP�D�QRQ�ƄOODEOH�WR�D�ƄOODEOH�YHUVLRQ 
,I�XVHUV�XWLOL]H�XVLQJ�D�QRQ�ƄOODEOH�3')�IRUP�EDVHG�RQ�D�VFDQQHG�SDSHU�
template or Word document, the “Form Typer” function in Nuance Power PDF 
PDNHV�LW�HDV\�WR�FRQYHUW�LW�LQWR�D�ƄOODEOH�IRUP��6LPSO\�IROORZ�WKHVH�VWHSV�

2SHQ�D�IRUP�ZLWK�QRQ�ƄOODEOH�ƄHOGV�LQ�3RZHU�3')�
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Go to the “Forms” tab and select “Form Typer” from the ribbon toolbar:

Go to the “Forms” tab and select “Form Typer” from the ribbon toolbar:
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7KH�ƄQLVKHG�GRFXPHQW�LV�GLVSOD\HG�DQG�D�PHVVDJH�ZLOO�LQGLFDWH�WKDW�
LQWHUDFWLYH�IRUP�ƄHOGV�KDYH�EHHQ�IRXQG��7R�VHH�ZKHUH�WKH\pUH�ORFDWHG��FOLFN�
“Highlight Fields.”

7KH�ƄHOGV�DUH�QRZ�KLJKOLJKWHG��7KH�UDGLR�EXWWRQV�DQG�FKHFN�ER[HV�DUH�
interactive too.

7KH�UHVXOW��D�UHXVDEOH��VWDQGDUG�3')�IRUP�WKDW�FDQ�EH�ƄOOHG�LQ�ZLWK�3RZHU�3')�
or other PDF products. 

3RZHU�3')�SURYLGHV�DGGHG�FRQWURO�RYHU�IRUP�LQSXW�ƄHOGV��)RU�H[DPSOH��XVHUV�
FDQ�GHƄQH�D��ƄHOG�DV�D�EXWWRQ��WH[W�RU�FKHFN�ER[�ƄHOG�E\�FOLFNLQJ�WKH�UHOHYDQW�
command in the “Form” tab:
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If users wish to reuse the new interactive form they can save it as a  template. 
Just click the “File” tab and select “Options” and then “Save As”:

)URP�WKH�q6DYH�$Vr�ZLQGRZ��XVHUV�VLPSO\�W\SH�D�QHZ�ƄOH�QDPH�IRU�GRFXPHQW��
Then click “Save”.
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Deleting, exporting or importing form data

If users wish to remove data from a form, they can delete the input informa-
WLRQ�ZLWK�D�VLQJOH��FOLFN�DQG�VWDUW�DJDLQ�ZLWK�DQ�HPSW\�IRUP��:LWK�WKH�ƄOOHG�LQ�
form open, they go to the “Forms”  tab and click “Reset Form Fields”:

Users can extract the data that has been entered in a form and save it 
VHSDUDWHO\�DV�D�)')���;)')��;0/�RU�7;7�ƄOH��7KH�VDYHG�GDWD�FDQ�WKHQ�EH�XVHG�
WR�ƄOO�RXW�RWKHU�IRUPV��IRU�H[DPSOH��7KLV�FRQVLGHUDEO\�VSHHGV�XS�WKH�ƄOOLQJ�LQ�
of forms if, for instance, identical data must be entered in a large number of 
forms.

7R�H[SRUW�IRUP�GDWD�IURP�D�VLQJOH�RSHQ�DQG�ƄOOHG�LQ�IRUP��XVHUV�JR�WR�WKH�
“Forms” tab, select  “Import/Export Data”, and click “Export Form Data” in 
the menu:
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When the “Export Form Data As” dialogue box opens, users specify the name 
�H�J���GHPR��DQG��VHOHFW�WKH�ƄOH�W\SH��H�J���)')��

&OLFN�q6DYHr��8VHUVp�GDWD�LV�VWRUHG�LQ�WKH�GHƄQHG�ORFDWLRQ�DQG�ƄOH�W\SH��6DYHG�
form data can  be imported into a new empty form.

Start by opening an empty form. Users open the “Forms” tab, click on the 
“Import/  Export Data” icon on the toolbar and on “Import Form Data” in the 
menu:
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2SHQ�WKH�ƄOH�HLWKHU�E\�GRXEOH�FOLFNLQJ�LW��RU�XVHUV�FDQ�FOLFN�RQ�WKH�ƄOH�DQG�
then click “Open.” 

7KH�LQIRUPDWLRQ�VDYHG�LQ�WKH�GDWD�ƄOH�LV�QRZ�LQ�WKH�IRUP��$V�ORQJ�DV�WKH�
FKRVHQ�ƄOH�FRQWDLQV�IRUP�FRQWURO�GHVFULSWLRQV�DQG�GDWD�WKDW�LV�VXLWDEOH�DQG��
PDWFKHV�WKH�FXUUHQW�IRUP��WKH�GDWD�ZLOO�EH�LQVHUWHG�LQWR�WKH�SURSHU�ƄHOGV�

([SRUWLQJ�GDWD�IURP�PXOWLSOH�ƄOHV 
'DWD�FDQ�EH�H[SRUWHG�IURP�PXOWLSOH�IRUPV�ZLWK�WKH�VDPH�GDWD�ƄHOG�VHWV�WR�WKH�
ƄOH�W\SHV�;0/�DQG�&69��&RPPD�6HSDUDWHG�9DOXHV���

7KHVH�ƄOH�W\SHV�FDQ�EH�RSHQHG�E\�([FHO�RU�VLPLODU�VSUHDGVKHHW�SURJUDPV��
HDFK�IRUP�LV�UHSUHVHQWHG�E\�D�URZ�DQG�HDFK�IRUP�ƄHOG�E\�D�FROXPQ�

7KH�ƄHOG�ODEHOV�LQ�WKH�IRUPV�EHFRPH�WKH�KHDGHU�URZ�WH[WV�IRU�WKH�VSUHDGVKHHW��
FROXPQV��$OO�IRUP�ƄHOG�W\SHV�FDQ�EH�KDQGOHG��H[FHSW�VLJQDWXUH�ƄHOGV��7KLV�
H[SRUW�LV�DYDLODEOH��HYHQ�LI�QR�3')�ƄOH�LV�ORDGHG��DQ\�RSHQ�ƄOHV�ZLOO�EH�
excluded.

7R�H[SRUW�HIƄFLHQWO\��XVHUV�VKRXOG�PDNH�VXUH�WKDW�DOO�IRUPV�KDYH�WKH�VDPH�VHW�
RI�ƄHOG�QDPHV��0XOWL�SDJH�IRUPV�FDQ�EH�SURFHVVHG��2QH�3')�ƄOH�SHU�IRUP�LV�
recommended, but a single PDF containing a set of assembled forms is also 
DFFHSWDEOH�SURYLGLQJ�WKH�IRUP�ƄHOG�VHWV�DUH�LGHQWLFDO�

,I�WKHUH�DUH�ƄHOG�GLIIHUHQFHV�EHWZHHQ�IRUPV��DOO�QRQ�LGHQWLFDO�ƄHOG�QDPHV�
JHQHUDWH�FROXPQV�LQ�WKH�RXWSXW�ƄOH�

In the “Select File Containing Form Data” dialogue box, the users chooses a 
ƄOH�W\SH�IURP�WKH�SXOOGRZQ�PHQX��,Q�WKLV�H[DPSOH��WKH��)')�ZH�MXVW�VDYHG�
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To export data, click the “Import/Export Data” button in the “Forms” tab. 
From the menu, select “Export Data from Multiple Forms”.

1RZ�XVHUV�FOLFN�RQ�WKH�EXWWRQ�LQ�WKH�RSHQ�ZLQGRZ�WR�DGG�ƄOHV��DQG�VHOHFW�WKH�
RQHV�WKH\�ZDQW��3')�RU�)')���,Q�WKH�H[DPSOH�WKHVH�DUH�ƄOOHG�LQ�IRUPV������DQG���
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7R�RSHQ�VHYHUDO�ƄOHV�DW�RQFH��XVHUV�KROG�GRZQ�WKH�&WUO�NH\�DQG�FOLFN�WKH�ƄOHV�
WKH\�ZLVK�WR�RSHQ��RU�KROG�GRZQ�WKH�6KLIW�NH\�DQG�FOLFN�WKH�ƄUVW�DQG�ODVW�ƄOH�LQ�
D�OLVW�WR�VHOHFW�WKHP�DOO��7KHQ�FOLFN�q2SHQr�WR�ORDG�WKH�VHOHFWHG�ƄOHV��7KH\�DUH�
now displayed in the “Export Data from Multiple Forms” window:

7R�DGG�PRUH�ƄOHV�RU�UHPRYH�ƄOHV�IURP�WKH�OLVW��FOLFN�WKH�q$GG�)LOHVr�RU�
“Remove Files” button.

If users would like to select all the forms from the last export session, 
highlight the “Include All Forms from Last Export.”

2QFH�XVHUV�KDYH�DGGHG�DOO�WKH�ƄOHV�FRQWDLQLQJ�WKH�GDWD�WKH\�ZLVK�WR�H[SRUW��
click “Export.” The Export dialogue box opens:
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6HOHFW�WKH�IROGHU��ƄOH�QDPH�DQG�ƄOH�W\SH��&69�RU�;0/���7KHQ�FOLFN�q6DYH�r�

7KH�H[SRUW�ƄOH�LV�FUHDWHG�DQG�DQ�([SRUW�3URJUHVV�ZLQGRZ�GLVSOays.

Users click “View File Now” if they wish to see the result displayed in their 
spreadsheet program.

$OO�ƄHOGV�LQ�WKH�UHVXOWLQJ�WDEOH�KDYH�D�JHQHULF�FHOO�W\SH�WKDW�DFFHSWV�DQ\�LQSXW��
Users can utilize their spreadsheet program to set other cell types such as 
date, currency, numbers only, etc.

They can also Rename column header texts as desired, which is something 
WKH\�PLJKW�QHHG�WR�GR�IRU�FKHFNPDUN�RU�UDGLR�EXWWRQ�ƄHOGV�
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�������1XDQFH�&RPPXQLFDWLRQV��,QF��1XDQFH�SURSULHWDU\�LQIRUPDWLRQ��$OO�ULJKWV�UHVHUYHG��1XDQFH��WKH�1XDQFH�ORJR�
DQG�'UDJRQ�DUH�WUDGHPDUNV�DQG�RU�UHJLVWHUHG�WUDGHPDUNV�RI�1XDQFH�&RPPXQLFDWLRQV��,QF��DQG�RU�LWV�VXEVLGLDULHV�LQ�
WKH�8QLWHG�6WDWHV�DQG�RU�RWKHU�FRXQWULHV��$OO�RWKHU�WUDGHPDUNV�DUH�SURSHUWLHV�RI�WKHLU�UHVSHFWLYH�RZQHUV� 
1',�����-$1�����
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