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We’ve all seen some incredible worksheet forms out on the interwebs 

and a question I’ve received several times is, “how the heck can *I* 

do that for my clients and business?”  So, here’s the good news: it’s 

not hard at all.  BUT, you do have to have the right software in place 

(Adobe Acrobat is a must) and it’s helpful to follow a few design 

rules to have your worksheets look as polished as possible.  

Making great worksheet forms may seem a bit daunting, but if you 

follow these super-easy steps, I promise you’ll be in form-making-

heaven in NO time.  

If you have any questions, please don’t hesitate to reach out to 

sr@thecuriouslife.org, or fi nd me on Facebook and message me 

directly at The Curious Life.  

Let’s get started!
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Design
CONSIDERATIONS

This How-To doesn’t focus on design, but it’s still important to point out a few things to keep in mind while 

designing your form.  I recommend using Adobe InDesign as it’s incredibly fl exible, easy to control, it’s 

specifi cally created for designing layouts, and with Adobe’s Creative Cloud service, is not super expensive to 

use month-to-month.  Though, as with any new piece of software, there is a learning curve, of course.

    

#1 COVER PAGE

Having a cover page as your “fi rst page” is a great way to look polished and introduce your readers to the 

content you’ll be introducing, as well as provide them with your brand, website, facebook page, etc.  It’s a nice 

welcome letter to who you are, what you do, and what you’ll be covering.  

#2 USE MASTER TEMPLATES (INDESIGN ONLY)

Creating a consistent design template is key to the difference between a worksheet that looks “ok” to one that 

looks like you paid a professional designer some major bucko’s to put together for you.  By creating a Master 

Template in InDesign, and then applying it to your pages, you’re making sure that you’re visually guiding your 

readers through your worksheet in a way that is predictable and professional, while reinforcing what YOUR 

brand looks like.  If you’re not sure how to use Master Templates, some great walkthroughs here and here.  

#3 IT SHOULD LOOK LIKE IT BELONGS

Your workbook and any other marketing collateral is an excellent opportunity to use your brand’s style guide.  

Your brand’s style guide is the “rules” of what fonts and colors you use, how your logo appears, and the overall 

look/feel of your brand out there in the world.  It should match across your website, business card, marketing 

collateral, and anywhere else your brand shows up.

#4 FORM FIELD SPACE CONSISTENCY

When you’re designing your form, you’ll want to leave space for your readers to jot down their all-important 

answers.  I like to do make sure there is a slightly off-white box underneath my questions to visually designate 

these answer fi elds.  While they can be any height, I recommend the same width for all of them as it makes 

it much easier to work with once we’re creating editable fi elds in Adobe Acrobat.  Also, again, consistency in 

design is key to a polished, professional look (and to you having a form that looks like a million bucks!)
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SIMPLIFIED TEXT WALKTHROUGH

The easiest and most straightforward manner to make a form in Adobe Acrobat is to follow these instructions:

1. Export your design as a PDF from your design software

2. Open Acrobat and select Tools, then Prepare Form, then select the PDF

3. On the top, you’ll see a list of tools for various elements to add.  They do such things as add text boxes, 

check boxes, radial buttons, etc.  These are the “bread and butter” of your form making.  

4. Use the text fi eld button to draw a box in the desired size and location.  This will be where readers will 

enter in responses to questions.  You can always resize this once you’ve fi nished. 

5. If you have a multiple choice answer area, you can use the check box.  This will allow readers to select 

multiple answers if necessary
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6. If you have multiple items to choose from, but want only one item to be selected, you’d want to use the 

radio button.  When creating your radio button, you’ll be asked to create a “Group Name”.  This allows the 

program to know where only one selection can be made in a given group of buttons.  

7. The difference between List Selection and a Drop Down Menu, is that on a List Selection, multiple 

selections can be made.  In a Drop Down Menu, only one selection can be made.  

8. You can preview your form by pressing the preview button on the top right corner. Once you’ve made all of 

your edits, save and distribute!  

Walkthroughs
VIDEO WALKTHROUGH

Click the below thumbnail to access the free video walkthrough.  It can also be found at the following location:

Link: http://www.thecuriouslife.org/how-to-create-a-worksheet-form

The password to enter the page is easyform (all lowercase)

http://www.thecuriouslife.org/how-to-create-a-worksheet-form
http://www.thecuriouslife.org/how-to-create-a-worksheet-form

