
Goal: Create an online form, by adding a submit, accept and 
deny button to a fi llable PDF.

Complexity Level: Admin User

Prereq / Related Instructions: NONE
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Step 1: Open fi llable form– Select 
the fi llable PDF form to be used in 
EcoDox and Open it in Adobe Acro-
bat Pro.

Step 2: Edit Mode– Select Add or Edit 
Fields from the Forms button to allow 
for futher editing of fi elds.

Step 3: Add New Text Field– Select the new text fi eld button. 
And place it where the Submit will be found.
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Step 4: Buttons– Name the buttons exactly the way they are listed below:
 Submit Button:  DCSubmitFV1_0
 Accept Button:  DCAcceptFV1_0
 Deny Button:    DCDenyFV1_0

Also make the buttons hidden.
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Step 5: Hidden – The Buttons 
will be hidden in normal view, 
but EcoDox will recognize the 
buttons when uploaded to the 
system. 

Step 6: Save – 
Remember to save the 
document.


