
Example of a Flat or Non-Interactive PDF Form
A flat PDF form will look like a form but will not have form fields for you to fill in. How can you tell if the form is flat or fillable?

Look at the top of the PDF for the purple document message bar. This bar lets you highlight fields and may provide additional •	
information and options. Click the words Highlight Fields to see where fillable fields exist in the PDF.
Hover the Hand tool over an area that looks like it might be a field. If the Hand changes to an I-beam or cursor you should be •	
able to click in the field and type.

How can you make a flat form fillable or interactive?
Creating interactive PDF forms requires Adobe Acrobat. The free Adobe Reader does not provide this functionality.

Use the •	 Form Wizard in Acrobat 9 to create the form fields.
If you have Acrobat, not just the Adobe Reader, you can use the •	 Typewriter tool to add text to the form. 

H U M A N  R E S O U R C E S  M A N A G E M E N T  S Y S T E M

EMPLOYEE Signature		  Date

Name	address

Last

First

Middle 	suffi x 	prefi x

TELEPHONE	 EMERGENCY CONTACT INFORMATION

education (highest level and year)

Social security no. (Mandatory)	se x	date  of birth

MALE	  

FEMALE Month/DAY/YEAR

STREET

City 	 STATE      ZIP

HOME 	 WORK

Name 	relationship

PHONE

high school diploma 

trade certificate 

	college - No degree

		 Associate’s degree 

		 bachelor’s degree 

		master ’s degree 

		professional  degree

Ph.D..

Other doctorate

http://help.adobe.com/en_US/Acrobat/9.0/Standard/WSB3F26303-0F1D-494a-BC55-7BF7F6684B4D.html
http://help.adobe.com/en_US/Acrobat/9.0/Standard/WS2DE764BD-5706-4e3a-9360-5F2F968223AC.w.html
pdsokol
Line
Uh oh! If you don't see the purple document message bar then this is probably a flat form.
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Sticky Note
Hover your Hand tool over the fields. Notice the Hand does not change. These are not interactive form fields.


