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Form Instructions for Customizing
CalFresh Healthy Living, UC

Requirements for customizing the Forms:
Adobe DC*

*Depending on your version of Adobe, you may not have the ability to make edits or changes
to these forms. Please contact the State Office if you have any issues editing the form.

1. For Tablet users you will need to follow these steps on a PC with Adobe DC, then email the
customized form to yourself and load onto the tablet with adobe reader, which is free.

a. Be sure to save the customized form on the tablet into the Adobe Reader, the form will
not work properly in the explorer or preview mode of Adobe.

2. For emailing forms follow these instructions, save file and then attach the forms to email(s).

w

For distributing the forms you will need to change the email address and save prior to
distributing forms to extenders. Instructions for distributing the forms can be found here.

Save the document to your network or computer

Go to file save as — rename document according to your office naming conventions
Open the renamed file from your computer

Go to Prepare forms in the tools

oowy>

Search tools

uUlyanize rages
Send for Review
Comment

A Fill & Sign

I+
=4 Enhance Scans

@ Prepare Form

Accessibility

fé More Tools

a. Ifthe “Prepare Forms” does not show on your tool side bar click on “More Tools” scroll
down to “Forms and Signatures” and add the Prepare Forms to your tools.
E. This will enable all of the form fields:
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Grade [T

Teacher / Extender Name

School or Site Name

How many times did you deliver a lesson from a CalFre:

Healthy Living approved curricula this montl Enter time in fractions of an hour for

minutes; for example.
Enter the total hours spent teaching CalFresh Healthy
Living, UC Curricula,

15 minutes = 25 hours

45 minutes = 75 hours

Additional Time {Hours) Addressing|
60 minutes = 1 hour

M Curriculum Objectives Ml Physical Activity breaks
(2.0, Discussing Food Groups, reviewing nutrition labels etc.)

*

minutes each
minutes each
j minutes each

Total volunteer hours for the quarter

Submit Form b Clear Form butt!

For the month of
For the month of
For the month of

F. Right Click with your mouse on the Submit Form Button.

A § =J
Properties.
J . G |
Rename Field
rting
Add New Field » lERy
Cut Ctrl+X i
Copy Crl+C ]
rep Delete
fi
o Select All Crl+A L o hon
xample:
CalF|
ng, U Align, Distribute or Center 4 25 hours
150 hours
| 75 he
o Set Fields to Same Size » s
e
| Create Multiple Copies
g Show Tab Numbers
rthe inutes ea
r thef inutes ea
r thef inutes ea
Show Grid Ctrl+U  prter
Use Current Properties as New Defaults
2

G. Choose the Properties from the pop up menu
H. This will provide another pop up window with tabs, go to the “Actions” tab and click on the

submit form and then click “Edit”
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Button Properties

General Appearance Position Options Actions_

Add an Action
Select Trigger: | Mouse Up v
Select Action: | Execute a menu item -
Add...
Actions
= Mouse Up

[ oo C— |
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Change the email to your email address, but do not delete the mailto: portion for example
mailto:yourname@ucanr.edu this will change the submit button to send all forms to the new
email address. To add multiple addresses add a semicolon “; ” with a space after and enter the
next address. For example: mailto:xxxx@ucanr.edu; aaaa@ucanr.edu; bbbb@ucanr.edu

Up Down

Submit Form Selections X

Enter a URL for this link:

mailtozjaquigley@ucdavis.edul v

Export Format
(O FDF Include:
Field data
Comments
Incremental changes to the PDF

O HIML

(O XFDF Include:
Field data
Comments

(® PDF The complete document

Field Selection

Al fields

Only these... Select fields...

Date Options

Convert dates to standard format

Dates are submitted in
D:YYYYMMDD format instead of
passing the user typed values
through unchanged.

Enter a URL for this link:

maiIto:_iaquigley@ucdavis.edu; kmbrian@ucdvis.edu

Click “OK” and save the document onto your computer or office network
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