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If you want to fill out a form in a PDF that hasn't been set up for you to do so, you have a number of options. You can edit the PDF in Adobe Acrobat or another PDF editing tool that allows you to access forms in a PDF and create new ones. Microsoft Word can also import PDF files and turn them into editable Word documents, although they may be
slightly altered in the process. Some online tools also let you insert text, signatures and other information into a PDF. If you have Microsoft Word in your office or at home, you can use that word processing tool to import and edit a PDF file. Simply click the "File" menu, click "Open" and browse to the PDF, just as you would open a normal Word
document. Word will make a copy of the PDF in Word format and won't alter the original file unless you later export into the same filename. You'll be able to edit the converted PDF the same way you would edit any other file in Word, including adding and altering text, images and formatting. If there is a form of some sort in the PDF, you can fill it out.
The formatting may be altered somewhat when you open the file in Word. Tweak the formatting using Word's features to get the document looking how you want. When you're finished, you can print the completed form, save it as a standard Word document using the "File" menu or export it to a PDF. To create a new PDF file from Word, click the
"File" menu, then click "Export" and then click "Create PDF/XPS Document." Make sure the settings are the way you wish, and click the "OK" button. Choose where you want to save the file, and give it the file name you wish it to have; click "Publish" to save the PDF file. You can use Adobe Acrobat to add fillable forms to a PDF file. To do so, click the
"Tools" tab in Acrobat and select "Prepare Form." Browse to the file you want to make fillable, or follow the instructions to scan a paper document if you have a scanner. Acrobat will usually automatically add some form fields in places it guesses you want one. Adjust or move them, or add new ones using the tool panels, if you wish to do so. When you
are done, use the "File" menu to save the file and share it with others. Other people will be able to open the file with Adobe Reader, a web browser or another PDF program and fill out the form. You can open a fillable form in Reader and fill out the form, but you need the paid version of Acrobat to create a new fillable form. Other PDF editing tools,
including online tools, can also add fillable forms to PDFs. Look for a program with the features you need at a good price, or even a free tool if one meets your needs. You can also use various online signature programs, such as HelloSign and DocuSign, to add content such as text, dates and signatures to any PDF document or prepare fields for others
to fill out and sign. Many of these tools offer a mix of free and paid plans. If you're using such a program to collect or add legally binding signatures, make sure you understand what's required in your jurisdiction for the type of document you're looking to sign. xSorry to interruptCSS Error At a GlanceElectronic signature services (with subscription
service) are a standout featureImproved integration with mobile devicesFont matching in Edit PDF feature often works very wellDocument Cloud service isn’t compatible with other cloud servicesText recognition doesn’t always workNo undo option in Enhance Scans featureNo other competing PDF utility has anything like the new electronic
signature features in the new Acrobat. But you’ll have to subscribe to Document Cloud to get it. With the new Acrobat DC, Adobe offers a killer app that could lure at least some users back from cheaper PDF editors: electronic signatures. Signatures are an essential part of business, and one that’s now made much easier with the new Document Cloud
service you can get on subscription with Acrobat. No other competing PDF utility has anything like it. We tried Document Cloud and all the other new features, including a new interface and new mobile apps, in our review. Before we get too deep into that, however, let’s go over all the new flavors of Acrobat. Acrobat DC and Acrobat Pro DC are
available as perpetual versions ($299 and $449, respectively) or subscription versions ($12.99 and up, depending upon version and length of subscription). The perpetual versions do not allow you to send out PDFs for electronic signatures. The non-Pro version lacks things like PDF file optimization, redaction, Preflighting (checking document elements
prior to press printing), Bates numbering (adding numbers or date and time marks to a document), and document version comparisons. The mobile apps are free. If you subscribe to Creative Cloud, you'll get the same features as with Acrobat Pro DC (subscription). Acrobat DC Pro’s new Home screen shows you documents from your computer and
your Document Cloud. The Mobile Link button at the bottom of the screen indicates that you can view your documents on mobile devices, too. The new Acrobat pushes PDFs to the cloud. No, not that cloud: Instead of incorporating new features into its Creative Cloud subscription service, Adobe is introducing a new cloud, called the Document Cloud
(DC for short), a document-management and document-signing service for which Acrobat is the interface, on desktops, tablets, and mobile phones. Document Cloud is a cloud unto itself: It has no awareness of iCloud, Amazon Cloud, DropBox, Google Drive, or any other cloud service, though full-subscription Creative Cloud customers get full access to
Document Cloud. It’s more than a little annoying to contemplate having to subscribe to another cloud service to get things done. However, you can open PDFs or other documents located on those other services in Acrobat, and they will appear in your Recent list of files in Acrobat. Sign on the dotted screen Adobe’s EchoSign electronic signature
service is no more—because its features are now built into Acrobat Pro DC and the Document Cloud (it’s also included with Creative Cloud subscriptions). You get unlimited signatures—the same level of service as you’d get from an EchoSign Pro subscription, which cost $14.99 a month, and you get the application as part of the deal. The competing
DocuSign service costs $10 per month for 5 signatures or $20 per month for unlimited signatures, and you have to bring your own application (which could be Acrobat—can you say “awkward”?). The mobile version of Acrobat DC doesn’t do as much as the desktop version, of course, but the look is very similar to the desktop’s You’ll need a desktop
version of Acrobat DC that includes a Document Cloud subscription to send PDFs out for electronic signatures. Even though Adobe’s mobile apps may be tied to your Document Cloud, you can’t send a document out for a signature from one of them. But no subscription is required to sign, comment on, or save them. You don’t even need a version of
Acrobat to sign a document—you can put your Jane Hancock on it in a browser window. Acrobat’s interface has been updated significantly on the desktop application and the mobile applications, and the Document Cloud service is featured prominently. The Home screen on all of them shows you a menu of available documents stored in the cloud or
locally. The versions share many features, with the notable but understandable exception of OCR (most phones can’t perform the processing required by OCR, though Adobe says that it may add that feature to the mobile versions in the future). When you open a PDF in the desktop version of Acrobat Pro DC, you’ll see a large tools menu on the right
side of the window; the tools are similar to Acrobat XI's, but the pane and the icons are larger. After you select a tool, a Tools dropdown menu appears, with options, and the right-side tools menu disappears. I'd rather use the dropdown menu all the time, but that’s not an option. You can’t set Acrobat not to show the large right-side pane on startup. If
you don’t want to see it, you must hide it every time you open a PDF. The left-side Navigation bar no longer appears, though, unless the PDF you’re opening has bookmarks, signatures, or layers. Portable, and mobile, too On a smartphone—Android or iOS—you can use your phone’s camera to capture an image and convert it to a PDF. On an iPhone 6,
processing a 5MB image took about a minute. When you open it on a desktop, you can use a new feature called Enhance Scans, which is like an auto-everything image editing function with almost no options. Adobe intends for you to use it scan store receipts, enhance them, and then store them in the cloud. It’s supposed to correct lighting and color,
and it’ll even de-skew, straighten, and crop an image. The de-skewing, straightening, and cropping worked pretty well for me, but it blew out the highlights on a couple of the receipts I captured. Your success will depend on lighting (and your phone’s camera quality, of course). The new Enhance Scans feature and Recognize Text feature didn’t work
on all images, including this monospace-type receipt (before enhancement at left, after at right). You can perform text recognition (OCR) from the Enhance Scans tools section, but if you intend to edit that text, then you should simply use the Edit PDF tool, which will perform an OCR scan automatically once you select the tool. This is a crucial
component of what I think is the most impressive of Acrobat’s new features: While Acrobat XI could recognize text and, if you attempted to edit it, try to match it up to a font on your system, Acrobat DC looks at text glyphs and recreates the font—“flaws and all,” says Adobe. That means font size, tracking, leading, shading, and much more. Image:
Alan Stafford Acrobat DC Pro doesn’t just match the font. It matches everything about how the typeface looks, so that you can edit with perfectly matching text (before editing at left, after at right). I tried it out on a scan of a 57-year-old newspaper page that I'd found in my attic, and Acrobat let me add text that almost no one could tell hadn’t been
typeset and printed in 1958. However, it was difficult to click in the correct text box to edit in such a document, because you may see multiple, overlapping boxes. And when I tried to use Edit PDF on a couple of recent store receipts containing very clear, monospaced-font text, Acrobat made very little of the text editable. If you don’t like the result,
you can’t undo, either—you have to close the document and start over. Adobe has created a very useful cloud service, albeit one that’s segregated from other cloud services, but the integration of electronic signature sending and tracking is the thing that sets it apart from other PDF applications. If you don’t need signing but you still need Acrobat for
other functions, then you might consider using the perpetual version with the cloud service of your choice.
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