P
SouthwestRes

Technical Training Bulletin

MAPPING FORMS

TTB #: FMB-XX-XX-07 EFFECTIVE DATE: 09.06.13
LAST REVISION: 12.16.13



Technical Training Bulletin /‘\ TTB #: FMB-XX-XX-07
EFFECTIVE DATE: 09.06.13
Out We St e ° LAST REVISION: 12.16.13

MAPPING FORMS PAGE: 1 of 22
Contents

B 141 o T 1o 4 o 2

2. What is Needed to Map @ FOrM ........cciiiiiiiinmiiiiiiiiiiiiniiiiecnnsssnnsnsees s sssssssssssssssssssssssssssssssessssnnns 3

3. Process for AUtOMOLIVE FOrMS.......ccoiiiiiiiiuiiiiiiiiiiiiiiiissss s re s s s e s e e e s aaass s s s s s e e e nnnnssssns 3

A. AdAiNG FOrM FIEIdS ................coooeueeeiieiiii ittt ettt e ettt e e et e e ettt e e st te e e e abtae e e s abeeeaassseeeesabaeesasseeessnsbeeesenarens 3

B. Editing Text Field Properties as Simple Fields .......................coo oo ociiiiicciiiee et e eectee e ectte e e s stte e e s eeraee e s snraeeeeans 5

C. Editing Text Field Properties as COMPIEX FIelds .......................oooouueiioeiiieiicciee et eetee e ae e e tae e e e srae e e e 8

D. Editing Check Box Properties as COMPIEX FIelds ...................coooovcuiiiiiiiiiiiiiiiee e ciieee e sciee e ssttee e ssitee e s ssraee e s sreeeaesans 9

E. Using the Rate ID to Determine Appropriate ID Numbers for Complex Fields......................cccceccvvuveeeeeeeeeiciirnnnnn. 12

F. Preparing a Form for Mapping After it Has Been Uploaded to TOrO.....................cccoeeeccuveeeeiciieeeeiiieeeeccveeeeeveeens 16

G. ReqUESLING INEW Fils ...................oooeeeeeeeeeeeee ettt e ettt e e e e ette e e e et e e e e e bteeeeebteeeeebeeeasansaeaeeesaaeesastaaessnstaneeaans 19

4. Process for Home Warranty FOIMS .....ccceuiiiiiieiiiiiiineiiiiteniiisienssisiesnssessssnsssssensssssssssssssssssnsssssssnnssssssnns 19

A. Preparing Home Warranty FOrms for MOpPing .....................ccccueeeeecueeeeeiieeeeeitieeeeeiteeeeeeiteeseessaeessesaeessnnsesesennsens 19

B. Editing Text Field Properties as Complex Fields for Home Warranty FOrms....................cccccooveeeciveeeccienenecnnnnnn. 20



Technical Training Bulletin /\ TTB #: FMB-XX-XX-07
EFFECTIVE DATE: 09.06.13
Out West e® LAST REVISION: 12.16.13

MAPPING FORMS PAGE: 2 of 22

1. Introduction

After Product Development completes a form that will have information input electronically and will be printed out of an online
platform, it needs to be “mapped.” Mapping a form is done so that someone using an online platform can populate a text field
with accurate information necessary to fill out the form or check appropriate check boxes before printing the form out. Having
information typed into the form helps us, our clients, and their customers save time and it makes documents more readable.
When a form is mapped and filled out properly, we are able to administrate contracts much more efficiently because the
information that the client enters into the form is sent to our databases, eliminating the need for printed copies of contracts.

The mapping process consists of adding text fields and check boxes, known collectively as “form fields,” to the PDF version of a
document. Currently, the mapping system in Toro supports only two types of fields: simple and complex fields. A text field is an
example of a simple field, but not all text fields are simple fields. A check box is an example of a complex field (for more
information about simple and complex fields, see Sections 3.B., 3.C., and 4.B.). Toro is designed to interact with simple and
complex fields that follow very specific naming syntaxes. If a text field or check box is not named properly, the mapping for that
field will not function. An example of what a form will look like when properly mapped is provided below.

Before Mapping After Mapping

r CONTRACT NUMEER ConTRACT
) 7\ #ACW ) -\ #ACW
FIRST AUTOMOTIVE FIRST AUTOMOTIVE
| h
AUTO COMPLETE VEHICLE PROTECTION AUTO COMPLETE VEHICLE PROTECTION
ADUNISTRATOR OBLIGOR: First Automosve Service Corporation. P.0. Box 30230, Albuquerque, NI 87130, 1 THS SERVICE CONTRACT 15 NOT AN NGURANCE ADMINISTRATOR OBLIGOR: Frst Automative Service Corporation. P.0_Box 30253, Albuquerqee. NW, 87190, 1-800-634-8333. TFS SERVICE CONTRACT 15 NOT AN NSURANCE
POLICY. T IS A SERVICE CONTRACT BETWEEN YOU AND THE ADMINITRATOR OELIGOR. Tre Adminiszrator Obligor’s perforance urder &is Contract is moured by Desiers POLCY. I IS A SERVEE CONTRACT BETWEEN YOU AND THE ADMINTRATOR OBLIGOR Tre Admisator Obigors pesomarce under i Conrac s aued by Deslers
Assurance Compeny, P.O. Box 21185, Upper Adingicn, OH, 43221, 1-800-282-5913. ¥ & covered clsim is not paid wilhin sady (60) deys after proof of loss hes been filed, You mey fle o -800-262-8913. K 8 covered claim = not peid within sarly (60) deys efter peccf of loss hes been fled, You may fle &
claim wilh Deslers Assurance Compeny si the addwess isied sbove.
GUSTOMER INFORMATION SELLING COMPANY INFORMATION CUSTOMER INFORMATION SELLING COMPANY INFORMATION
= B 3 =
= =
] = = W = =
Telegrore: | Sl Axrex Teeprore l
VEHICLE INFORMATION VEHICLE INFORMATION
Vence gemsficason Namder WIN) Curent Odoretes Redng. tew D Used D T " g mmmm:ui tev R Used
i jehice in-Senice Dete: o Vehice InGenice Dae: *
= | Tew | T | = P e = e
: vryem : [ ]
= T o hzrer Canves:
s .. n
COVERAGE (SELECT ONE) DEDUCTIBLE PER VISIT (SELECT ONE COVERAGE ISELECT ONE)
POWERTRAIN STANDARD HIGH TECH  COMPREHENSIVE  WRAP ’ $50 $100 $250 POWERTRAIN STANDARD HIGHTECH _ COMPREHENSIVE __ WRAP
TERM TERM
For Fis Servioe Conract 1 be Vad, T FOIOWng 1m7s MUs! be Cear, gD, a0 ovatsdle 0T ng Company a1 For s Service CONMTact 1o D2 vald, 12 100G 127 MUS! DE GEar, 1EgioR, 33 avalaDie 10 e Seling Company a1 e e of Sale.
MONTHS MILES v v _Jmies
Temms essigned 1o New Vehiles ere messurd fom e Vehicle!Coniract Sele Dsie and zeo (0) mies, regardiess of the age and mileage cn the Vehicle et e fme of sale. Tems o the age and mileage cn fhe Vehicle =i e fme cf zale. Terns
assigned o Used Vehicles are the \ Ssle Dele and l’l eading ot the imd)ﬂ: However, all lesms sssigned o Vzhclrs -t \\ '2p coverage: sale. However, all terms s3sgned o Vehicles with Wrep coversge
are messured fom e Mh&mbuﬂmﬂsmm s Contract on the Vehice Conbect Ssie Daie 2od will expie when e 2 slageed cr « Cor 0 4
e o Vebic hesvoveed e elobes s wcherer o0 rs NOTE.F-NO COVERAGE DEDUCTIELE ANDYGR THIE 3ND WLEAGE AORMATION oo e LE ANDIOR THE 2 N USED
POWERTRAIN COVERAGE WILL BE N EFFECT, A $100/ _&W BLE PER VISTT WILL APPLY, AND TIME AND MILEAGE WILL BE LIMITED TO A 3 MONTH3,000 MLE DURATION. ="\\=RVR‘N CU\ER-.:E \\ L_ BE N =FFEC' A$100 DEDU-'BLE PER ANT WILL APPLY, -‘C TIME AND MLEAGE WILL SE LIMITED TO A 3 MONTHS 000 MILE CURATION.
VEHICLE SURCHARGES & OPTIONAL COVERAGE (SELECT ALL THAT APSLY) VEHICLE SURCHARGES & OPTIONAL COVERAGE (SELECT ALL THAT ASPLY)
DieseiEngne [ TusaSuperCharged [ wewsTesrt  [InNotrsie2mzsNewey  [Jiyped  [] Nt Sor w200y [ Revisl Usgrade Moeeiengre M TuboSuperCharged W viewrster® B NoinsiorpiozaNee)  [Myees [ Notr e Pre20z) I Reviel Usgrede|
[ 10Cyinder Engine O sessaGasies®  [JtTee [ ResrDusi Ve []4X 4it8-Wheel Oive [ tfedLonered Suspensicn T (I 10Cyinder Engine B seois5Gosiet [l1Ton B RexDusiiness (M2 X 4i2tWreelDrve |l LifisdLowsred Suspensicn T
* Both Wear & Tear and Seals § Geskels covernge ave susileble orly for vehicles wih less than 125,000 mile: st fhe me of puchase. T To obiain LiedLowered Suzpension coverege, * Bolh Wear & Tear o coverage are evsleble k
e fllowng must szply: (=) re fied suszension mus be no grsier fhan § inches, (6] e kawered zuspension must e no guesier fan 3 nches, sndice ¢] fres cannc be gresierfhen & the flkcaing muzt epely suzzension mustbe o g P =
=zes larger than OEM Please sse Opfonal Caverage, sacion C, for @ complete descapfon of Sesls § Gaskets, Wear & Teas, and Renis| Upgmde. sizes larger thar OEM. Pl Ogéonsl Coverae section C, for s complele descrighon of Seals & Gaskels Wesr § Tear, and Renisl Upgmie
ANY CHANGE TO THE PREPRINTED TERMS AND CONDITIONS OF THIS CONTRACT IS |wnonunosnoroﬁcsoﬁsrrecr IF ANY INFORMATION onmcomucvs ANY CHANGE TO TERMS. 1S INVALID AND OF NO FORCE OR EFFECT. IF ANY INFORMATION ON THIS CONTRACT IS
IN ERROR, CONTACT THE SELLING COMPANY OR ADMINISTRATOR IMMEDIATELY. PURCHASE OF ICLE N ERROR, CONTACT THE SELLING COMPANY OR ADMINISTRATOR IMMEDIATELY. PURCHASE OF THIS CONTRACT IS NOT REQUIRED IN ORDER TO PURCHASE A VEHICLE
OR OBTAN VEHICLE FINANCING. OR OBTAN VEHICLE muucmc
| HAVE READ, LNDERETO00, AND AGREED T0 THE TERME AND CONDTIONS OF THIZ SERVICE CONTRACT. T ABOVE FGRUATION 15 TRUE AND CORRECT TO T SET OF NY RNOWLEDGE | HAVE RERD, UNDER2T GREED TO THE NDITIONS O THIS = TON & T ORRECT TO THE BEET OF MY KIORLEDSE
AND SEUZE, AND | AGRES T THE COVERAGE ZELECTED HEREN 0 S5 A | ROEE T T2 SSVERAAE SELECTED FeRe
X X
CUSTOMER SIGNATURE DATE CUSTOMER SIGNATURE DATE
A MAINTENANGE AND RECORDS A. MAINTENANCE AND RECORDS
Denefes provices by this Servics Conlract 15 provide maintenance 1o Covered Components at 3 Licensed Repair Facifly in accondance s To cbtain the benefts proviced by s Sarvice Contract, You must provide maintznance 1o Coversd Componsnts ot 3 Licenasd Repair Facility in accordance win what is
m oy e mm_:mz ;':.w Vehicle. m‘&ﬁ;‘;ﬂ \eritaie ,K:ms Sor 38 mantenance ;:,LN,S Wil ,: ,eq‘,:f:?‘n?m &3 cxr:wr;:lpé recommended by e manufacturer of Your Vehicle. Proper documentation and veriiable receipts for 3l maintenance and repirs wil be requived in e event of 3 claim. Recsipts
must refiect the year, make, model, compiete Vehicle Idenificaion NUmbs, 3nd T cuTent milssge of the Vehicle. Handwsiasn ecsipts wil not b2 accepted. Faikse 1 prowde must refiect e year, make, mods, compise Vehicse Icentfication NUmber, and the CuTent mikkage of the Vihicle. Hanwrinzn receipts will not be accepted. Failre 1 provide
DIOOF OF 12quifed MANENaNCE Moy fESUL 1 02Nl OF COVETAgE. YOur FUe 10 PROVGE e Coverad Components oF YOUF VeNicle win T MaiEnance Ecommenssa by me PIOGF Of required mantenance may fesut in Genia Of Coverage. YOUr fikre 10 provide the Covered COmponents of Your Vehicle wih the mamznance recommendd by the
ManuEChrer may FU in denal of Coverage manufachurer may result i deniaf of coverage.
YOU MUST OBTAIN AUTHORIZATION EROM THE ADMINISTRATOR BEFORE STARTING ANY TEAR DOVYN OR REPAIRS. YOU MUST OBTAIN AUTHORIZATION FROM THE ADMINISTRATOR BEFORE STARTING ANY TEAR DOWN OR REPAIRS.
PLEASE CALL TOLL FREE AT 1-877-727-7247 FOR AUTHORIZATION AND INSTRUCTIONS. PLEASE CALL TOLL FREE AT 1-877-727-7247 FOR AUTHORIZATION AND INSTRUCTIONS.
[re—— sevosssn FORNS 0S0LL01 REVOLIER

This Technical Training Bulletin will show you which tools and documents you need to map a form, how to map automotive
forms before and after uploading them to Toro (see the “UPLOADING FORMS TO TORO” Technical Training Bulletin regarding
uploading forms to Toro), how to use a rate ID to help you map a form correctly, and how to map home warranty forms.
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2. What is Needed to Map a Form

To map a form, you will need the materials and programs listed below:

The finalized PDF version of the form you are mapping

The rate IDs that correspond to the form that you are mapping (Underwriting should provide these to you)

Access to the Plan Code Tables Excel spreadsheet, which contains all of the field names and descriptions supported by
Toro. If you do not have this spreadsheet, you can request a copy from the IT department.

Microsoft Excel

Microsoft Word

Adobe Acrobat X Pro (this Technical Training Bulletin uses version 10.1.3 in all examples)

Toro v.3.0.7 (this Technical Training Bulletin uses v.3.0.7 running on Windows 7 Professional)

3. Process for Automotive Forms

The processes listed below will show you how to add form fields, edit simple and complex field properties, use the rate ID to
determine appropriate ID numbers for complex fields, prepare a form for mapping after it has already been uploaded to Toro,
and request new fields from the IT department. Please take note of all red markings on screenshots throughout this bulletin, as
they show important information.

A. Adding Form Fields

1. Open the PDF version of the form in Adobe Acrobat X Pro.
2. Click the Tools button in the toolbar and click the Forms drop-down list box. NOTE: the location of all buttons and
menus may vary depending on which version of Adobe Acrobat Professional is installed on your computer.

fo]25
x

aCrmE"@7‘@E‘@@@@Q‘J@>@@©' R4
¥ /5 ‘ {‘] ‘ =) (o ‘ Tools Comment Share
(=59
» Pages
R o= | > Content
\
FIRST AUTOMOTIVE =+ Forms
by SouthwestRe
& Create
AUTO COMPLETE VEHICLE PROTECTION B et
ADMINISTRATOR OBLIGOR: First Automotive Service Corporation, P.0. Box 30250, Albuquerque, NM, 87190, 1-800-634-4333. THIS SERVICE CONTRACT IS NOT AN INSURANCE
POLICY. IT IS A SERVICE CONTRACT BETWEEN YOU AND THE ADMINISTRATOR OBLIGOR. The Administrator Obligor's performance under this Contract is insured by Dealers & Distribute
Assurance Company, P.O. Box 21185, Upper Ariington, OH, 43221, 1-800-282-8913. If a covered claim is ot paid within sixty (60) days afier proof of loss has been filed, You may file a
ciaim with Dealers Assurance Company at the address listed above Track
CUSTOMER INFORMATION SELLING COMPANY INFORMATION =

3. Click Edit. If you will be mapping forms often, you should add a toolbar shortcut for the edit button by right
clicking Edit and selecting Add to Quick Tools. This will allow you to skip the previous step. NOTE: depending on
what version of Acrobat you are using, there may not be an Edit option.

Ree- PEBH| 2oz gE .
—
¥ /5 ‘ o ‘ =) (o ‘ @ Tools | Comment = Share
e ya Ev
» Pages
r < ;ZR!(T:RAWCT NUMBER | m—
FIRST AUTOMOTIVE =~ Foms
by SouthwestRe
5 Create
AUTO COMPLETE VEHICLE PROTECTION 2 et
ADMINISTRATOR OBLIGOR: First Automotive Service Corporation, P.0. Box 30250, Albuquerque, NM, 87190, 1-800-634-4333_ THIS SERVICE CONTRACT IS NOT AN INSURANCE
POLICY. IT IS A SERVICE CONTRACT BETWEEN YOU AND THE ADMINISTRATOR OBLIGOR. The Administrator Obligor's performance under this Contract is insured by Dealers @ Distribute
Assurance Company, P.O. Box 21185, Upper Arfington, OH, 43221, 1-800-282-8913. If a covered claim is not paid within sixty (60) days after proof of loss has been filed, You may file a
claim with Dealers Assurance Company at the address listed above. Track
CUSTOMER INFORMATION SELLING COMPANY INFORMATION f

4. The Add or Edit Form Fields dialogue box will appear with the following prompt: “Currently there are no form
fields in this PDF. Do you want Acrobat to detect form fields for you?” Click No.
NOTE: If you click Yes instead of No, Acrobat will automatically place text fields and check boxes in the places it
believes they should be placed. If you allow Acrobat to place text fields and check boxes, you must delete any extra
form fields that you do not need (e.g. a text field for the signature line).
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Determine whether you will need to use a text field or a check box for the section you are mapping. To do this, you
must consider the function of the field you will be mapping. If a field will have text or numbers displayed in it (e.g.
the name of a customer or dollar amount of the contract price), then use a text field. If the field needs to show a
binary value (e.g. yes or no), or to select a certain option (e.g. coverage type selected or surcharges), use check
boxes. See below for examples of the types of fields in which you would place text fields and check boxes.

Text Fields Check Boxes

Last Name ‘ First Name

Address

Ciy

state | Zp POWERTRAIN STANDARD HIGH TECH COMPREHENSIVE  WRAP

Under the Tasks list, click the Add New Field drop-down list. For the purpose of mapping a form, you should click
only either Text Field or Check Box. You may also right-click anywhere in the document and select the field type
you need from the list box that appears as shown below.

Text Field
[v| Check Box

& Radio Button
%] List Box

1=] Dropdown

\ox] Button

Digital Signature

|1 Barcode
Paste Ctrl+V
Select All Ctrl+A
Show Tab Numbers
Show Grid Ctrl+U
& Print... Ctrl+P
Document Properties... Ctrl+D

Page Display Preferences...

Once you select the type of form field you want to insert, a set of blue crosshairs will appear where the cursor is
pointing. Click and drag the cursor to draw the form field in the appropriate section of the form. Each text field and
check box should fill the area where you place it as completely as possible without overlapping the borders or any
text that happens to be in that field. See below for examples.

Text Fields Check Boxes

me | First Name
o] |
City | State E E] E g EI
| Testd | “—fmr—1 [POWERTRAN __ STANDARD HIGH TECH _ COMPREHENSIVE __ WRAP

Repeat Steps 5, 6, and 7 until you have inserted all form fields for all of the necessary areas of the form.

To make the text fields and check boxes function correctly with Toro, you must edit their properties. To access
these properties, double click the text field or check box. If you want to edit properties as you create form fields
(before creating a new form field), click the All Properties hyperlink, which is blue and underlined. See Sections
3.B., 3.C,, and 4.B. for more information on how to edit properties of form fields.

Address

Iﬂy

Telephone E-mail Address

Field Name: VEHICLE
[ [Text11

["] Required field I All Properties I

o S m——t | Class




Technical Training Bulletin

MAPPING FORMS

e
SouthwestRe:

TTB #: FMB-XX-XX-07
EFFECTIVE DATE: 09.06.13
LAST REVISION: 12.16.13
PAGE: 5 of 22

B. Editing Text Field Properties as Simple Fields

Simple fields are form fields that display information input from online platforms in text form (e.g. the customer’s
name, the dealership’s address, or the VIN of a vehicle). As of the time of this writing, only text fields are simple fields,
so this section will use text fields in these examples. To edit the properties of simple fields, complete the steps below.

1. Open the current Plan Code Tables spreadsheet in Excel.

2. Click the FormFields tab if the spreadsheet did not open directly to the FormFields sheet.

3. Use the information in the Descriptions column to help you select the appropriate name from the
FormFieldPrefix column. Note that the IsComplex column reads as “False” for simple fields. Text field names
always begin with the prefix txt. The form field should be named exactly as it is listed in the FormFieldPrefix
column on the Plan Code Tables. No extra characters should be written into the Field Name.

“ Home Insertr Page Layout Formulas Data Review View Developer Acrobat 2@ 83_
== % cut . A o | = — [ . S . P = FEh  Z AutoSum
B2 Copy + Arial 8 A A - = Q » ‘ (=1 Wrap Text General - i% ﬁ ga :"- §\ 'EJ G- %_r L?a
P Fromatranter B L U D0 Or A E BMeeacenter= | 8 - % 2 | S| e sytes | o | QG Fiter seeds
Clipboard Font Alignment Number Styles Cells Editing
B9 hd Jx | txtLastName (]
A B c D E F G|
1 FormFields
2
3 FormFie ﬁD FormFieldPrefix \ IsComplex Description
4N txtContractNumber False Text Field for Displaying Contract Number, including Prefix
5% txtContractNumberNumeric False Text Field for Displaying Contract Number, numeric portion only (No Prefix)
63 tetCustomerName False Text Field for Displaying the customer name
7 bitFirsthame False Text Field for Displaying the First Name of the contract holder
85 tthiddieName False Text Field for Displaying Customer Middle Name
96 betlastName False Text Field for Displaying the Last Name of the contract holder
107 btAddress False Text Field for Customer street address
15 txtCityStateZip False Text Field for Customer City, State and Zip
1206 txtCity False Text Field for Customer city
13 o ttState False Text Field for Displaying the Customer State
14 1 ttZip False Text Field for Displaying the Customer Zip Code
15 12 txtPhone False Text Field for Displaying the customer phone
16 113 ttSelingDealer False Text Field for Displaying the Selling Dealer Name
17 14 tetDealerAddress False Text Field for Displaying the dealer's Full address, stree, city, state and ZIP
18 [15 txtDealerPhone False Text Field for Displaying dealer Phone #
19 "6 txtLienHolder False Text Field for Displaying the Lienholder Name
20 [17 ttLienHolderAddress False Text Field for Displaying the Lienholder Address
2118 BAVIN False Text Field for Displaying the VIN of the vehicle
22 [19 ttYearakeModel False Text Field for Displaying the Year, Make and Model of the vehicle
23 [20 txtYear False Text Field for Displaying the Model Year of the vehicle
24 21 tithlake False Text Field for Displaying Make of the vehicle
25 22 txtiodel False Text Field for Displaying the vehicle Model
26 23 txtinserviceDate False Text Field for Displaying the Insenvice Date of the vehicle
27 P24 txtPurchaseDate False Text Field for Displaying the Purchase Date of the contract
28 [25 txtOdometer False Text Field for Displaying the Odometer reading of the vehicle
29 [26 txtClass False Text Field for Displaying Class of vehicle
30 27 \ txtTermhonth ‘ False Text Field for Displaying the Term Months v
4 4 » | Fori > programs ./ Coverages ./ Terms . Deductbles . Surcharges . Options  Classes /[/[4'[ L | Bl
Ready | 73 | |[ED@ 0% O——0—F
4. Setthe properties for the text field you inserted in Section 3.A. as illustrated below (NOTE: If an option in the Text

Field Properties window is not mentioned specifically, it may be disregarded.):

a.

Under the General tab:

Text Field Properties

(5]

General [Appearan(e l Options l Actions I Format l Validate I Calculate‘

[ Name ItxtLastName

Tooltip I

Common Properties

[ Form Field: |Hidden but printable
Orientation: degrees

[ Required

Read Only —_

7] Locked

Close
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b. Under the Appearance tab:

Text Field Properties @

General | Appearance | Options | Actions | Format | Validate | Calculate|

Borders and Colors

Border Color: Line Thickness: | Thin v

Fill Color: Line Style: | Solid B

L

Text

| — Font Size: 10 v Text Color: @/—

Font: | Helvetica v}\
e

¢. Under the Options tab:

Text Field foperticsl wilNNCLE PODNC TN (=]

| General | Appearance| Options lActions | Format I Validate | Calculate|

|_—Alignment: | Left «

|

Default Value:

[7] Multi-line
Scroll long text

[T] Allow Rich Text Formatting
[ Limit of IO characters
] Password
[“| Field is used for file selection
__/D Check spelling
Comb of 0 characters
e
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d. Under the Format tab:
If the text field is a date

TextField Properties | w0 Ml ' (5]

l General I Appearance | Options l Actions| Format lVaIidate [ Calculatel

Select format category:

Date Options

m/d -
m/d/yy E
m/d/yyyy
mm/dd/yy
T mm/dd/yyyy
mm/yy

Y Y

Example of current format: 07/06/2012

Use the Date format category to display only the date
or both date and time values. Use the Time format
category to display only the time.

Bl

If the text field is a number
TextField Properties | 4 4 # 0 w B

[ General ] Appearance I Options l Actionsl Format [Validate l Calculatel

Select format category:

Number Options

i Decimal Places:

| Separator Style: | 1,234.56

Currency Symbol:

N
4
4

Symbol Location: | Before with space v

Negative Number Style: [] Show parentheses
[T Use red text

Example of current format: -4123.03

Use the Number format category to display numbers,
including currency styles.

Bl
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5. Click Close after editing all of the above listed properties for the simple field.

6. Edit all the properties of all the simple fields in the form as shown in Step 4. Every simple field should have a different

name selected from the Plan Code Tables spreadsheet that corresponds with the intent of that section of the form.

Under the File menu, click Save As, and then click Reduced Size PDF.... The Reduce File Size window will appear.

8. Under Make compatible with:, click Acrobat 5.0 and later. Doing this reduces the likelihood of any errors or
glitches occurring when someone using an older version of Adobe Acrobat attempts to open the file.

N

Reduce File Size =]

Acrobat Version Compatibility:
Make compatible with: | Acrobat 5.0 and later v

Setting compatibility to later versions of Acrobat will
\J allow greater reduction in file size.

[ ok | [Appytomuttiple | [ cancel |

9. C(lick OK. The Conversion Warnings window may appear; if it does, click OK.

Conversion Wamings S (ECMMENL T WENBCLE PRORRC O

Conversion Warnings

BOE-XX-XX-01 - TEST.pdf
/A The PDF document contains JavaScripts that can cause problems while opening the PDF in

C. Editing Text Field Properties as Complex Fields

While simple fields are always text fields, not all text fields are simple fields. Non-simple fields are called Complex
Fields. The only difference between simple and complex text fields is the naming structure in the properties (all other
properties as shown in Section 3.B. remain the same for complex text fields). The naming structure of complex text
fields includes more information than simple text fields. The additional information is shown using ID numbers, which
are one to three digit numbers that represent many different programs, terms, coverages, and other information found
in the Plan Code Tables spreadsheet. Name complex text fields using the following structure: (for this example, we
will map the term months from form BNV-XX-XX-01 shown below):

NEW VEHICLES

COVERAGE
B} POWERTRAIN B sTaNDARD I HIGH-TECH
B COMPREHENSIVE [l WRAP 1 DIESEL WRAP

FOR THIS SERVICE CONTRACT TO BE VALID, THE FOLLOWING TERMS MUST
BE CLEAR, LEGIBLE, WITHOUT CORRECTION, AND AVAILABLE TO THE
SELLING COMPANY AT THE TIME OF SALE.

| _@_ MONTHS

a P=and DIESEL WRAP coverage, expires by time
measured from the conuact sale date or mileage measured from zero (0) miles, whichever
occurs first. WRAP and DIESEL WRAP coverage expire by time measured from original in-
service date or mileage measured from zero (0) miles, whichever occurs first.

gram MILES

1. Text field names always begin with the prefix txt. Because we want to include the New subprogram and term
months, the text field name will be txtSubProgramTermMonths, which is listed under the FormFields tab of the
Plan Code Tables.

2. Useacolon (:) to separate the text field name from ID numbers.
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3. Find the appropriate ID numbers under the Subprogram tab in the Plan Code Tables. See Section 3.E. for more
information on choosing ID numbers.

4. Add all appropriate ID numbers after the colon. Separate ID numbers with a comma (,) with no spaces between
the ID numbers. In this example, the ID numbers correspond with the New subprogram (subprogram ID 1) and the
Wrap subprogram (subprogram ID 12).

5. The full name for the complex field in this example looks like this: txtSubprogramTermMonths:1,12

6. Editall other properties for text boxes as shown in Section 3.B..

D. Editing Check Box Properties as Complex Fields

In addition to text fields, complex fields can also be used to display information in check boxes. Check boxes have a
binary status, rather than indicating text or numbers. Either the option that the check box represents is selected or it is
not. For this example, this bulletin will show the process mapping a check box to show the subprogram, coverage, and
term of a program.

wn e

Open the Plan Code Tables in Excel if you do not already have it open.

Click the FormFields tab if you are not already working in the FormFields sheet.

Select the FormFieldPrefix from the FormFields tab that corresponds to the check box you want to map. You can
use the descriptions to help determine which FormFieldPrefix is appropriate. Note that the IsComplex column in
the Plan Code Tables reads as “True” for complex fields. If a form field does not say “True” in the IsComplex
column, then you cannot use it as a complex field.

Open the PDF version of the form you are mapping if it is not already open.

Double click the check box whose properties you want to edit. The Check Box Properties window will appear. If
you do not already have a check box in place, see Section 3.A. for more instructions on how to add a check box.
Name check boxes using the following structure: (for this example, we will map the check box that corresponds to
the New subprogram with Comprehensive coverage from form BNV-XX-XX-01 shown below):

NEW VEHICLES

COVERAGE
f:} POWERTRAIN B STANDARD Bl HIGH-TECH

Bl COMPREHENSIVE Bl WRAP Bl DIESEL WRAP

FOR THIS SERVICE CONTRACT TO BE VALID, THE FOLLOWING TERMS MUST
BE CLEAR, LEGIBLE, WITHOUT CORRECTION, AND AVAILABLE TO THE
SELLING COMPANY AT THE TIME OF SALE.

_@_MONTHS ttSubProgrami MILES

NEW VEHICLE coverage, excluding WRAP and DIESEL WRAP coverage, expires by time
measured from the contract sale date or mileage measured from zero (0) miles, whichever
occurs first. WRAP and DIESEL WRAP coverage expire by time measured from original in-
service date or mileage measured from zero (0) miles, whichever occurs first.

a. Check box names always begin with the prefix chk.

b. Because we want to include the subprogram and coverage as conditions for this complex field, the check
box name will be chkSubprogramCoverage. This name is listed under the FormFields tab of the Plan
Code Tables (at the time of this writing, it is the 3274 FormFieldID). The name MUST be written exactly
as shown above, or it will not function in Toro.

c. Find the appropriate ID number under the tab that matches the type of information you intend have the
check box indicate in the Plan Code Tables (e.g. if you are mapping a check box for coverage, click the
Coverages tab). See Section 3.E. for more information on this step.

d. Use a colon (:) to separate ID numbers from the form field name.

e. Add all appropriate ID numbers after the colon. See Section 3.E. for more information about determining
the appropriate ID numbers to use. There are a few ways to input this information:

i. Separate ID types (e.g. subprogram ID and coverage ID) with colons (no spaces). E.g.
chkSubprogramCoverage:1:4 indicates the New subprogram (subprogram ID 1) and
Comprehensive coverage (coverage ID 4).

ii. Separate ID numbers corresponding to the same condition with commas (no spaces). E.g.
chkSurcharge:13,14,121 indicates the surcharges listed here: business use for passenger
vehicles (surcharge ID 13); business use for trucks, vans, mini-vans, and SUVs (surcharge ID 14);
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and commercial use (surcharge ID 121). All of these ID numbers correspond to the Commercial
Use surcharge, so they all should be input to the name of the check box.
iii.  If multiple values will make the condition true, group them together with parentheses.
iv.  Use the symbol ~ to indicate that all values that are NOT in the preceding list (grouped with
parentheses) will make the condition true.
f.  The full name for the New (subprogram ID 1) Comprehensive (coverage ID 4) check box in this example
looks like this: chkSubprogramCoverage:1:4.
7. Set the rest of properties for the check box you inserted in Section 3.A. as illustrated below (NOTE: If a field or
option is not mentioned specifically, it may be disregarded):
a. Under the General tab:

Check Box Properti M— @
General lAppearan:e I Options | Actions]
L~ Name IchkSubprogramCoverage:l:A
=g
Tooltip I
\ Common Properties
|_— Form Field: |Hidden but printable v Read Only ~_|
Orientation: degrees [C1Required
| s

b. Under the Appearance tab:

Check Box Eroperties - - @

m Appearance | Options | Actions

Borders and Colors

Border Color: Line Thickness:
Ere e

L —
] Fill Color: (] Line Style: | Solid I

Text

/ Font Size:  Auto v Text Color: @\\‘

Font: | Adobe Pi -

\

Bl
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©

10.
11.

12.

13.

¢.  Under the Options tab:
Check Box Properties -

=]

I General | Appearance‘ Options |Actions|

Export Value: |Yes \

[7] Check box is checked by default

create lists of items where zero or
more items can be selected at
once. To make a list of items where
only one item can be selected, use
radio button fields.

Q Check boxes should be used to

Click Close.

Repeat Steps 5-8 with the other check boxes until you complete editing the properties for all the check boxes you
need to map.

Under the File menu, click Save As, and then click Reduced Size PDF.... The Reduce File Size window will appear.
Under the Make compatible with: drop down list, click Acrobat 5.0 and later. Doing this reduces the likelihood
of any errors or glitches occurring if someone using an older version of Adobe Acrobat attempts to open the file.

Reduce File Size =]

Acrobat Version Compatibility:
Make compatible with: § | Acrobat 5.0 and later v

~—  Setting compatibility to later versions of Acrobat will
v allow greater reduction in file size.

[ oK ] [ApplytoMuItipIeI [ Cancel ]

Click OK. The Conversion Warnings window may appear; if it does, click OK.

Conversion Warnings

= BOE-XX-XX-01 - TEST.pdf
/A The PDF document contains JavaScripts that can cause problems while opening the PDF in earlier versions

After mapping text fields and check boxes into the form and saving it, you are now ready to upload the form to
Toro. Please see the “UPLOADING FORMS TO TORO” Technical Training Bulletin for more information.



