
 

 How to fill out a chronicle sheet online with Foxit 
 

 
Go get Foxit 
 
Why? It's free it works and I like foxes 
 
Open the PDF 
 
Upper left hand corner hit File Print. Change the 
printer Name to Foxit PDF reader. Change the 
page to be the last one (Just the chronicle sheet) 
This “prints” a new PDF as a file.  
Navigate somewhere you can find it (I usually put 
it in with the pictures for the table. Name it 
ScenarioBase (For example here, DataPurgeBase) 
 

Fill out all the parts that are the same for all players 
 
Click Comment 

 
 
Switch back and forth between the typewriter and the pencil as you 
prefer. If everything is on the same line (Like the bottom of the 
sheet) it's easier to line up the typewriter and type everything that's 
going to go on line one, spam the space bar, and keep going on that 
line instead of making Event, event code, etc. their own separate 
text boxes. If your party was all in the same tier, you can circle their 
cash earned and fill that in once. Otherwise, do it individually in the 
next step. If your party played low tier, be sure to cross off the hi tier 
stuff now.  
 
If you click the pencil, you can then click the “Drawing tool” and open 
up colors and pencil thickness option.  
If you want to play with the typewriters font sizes select the 
typewriter left click on the page and the options pop up on top  
 Go to file, Save. Make SURE to save or when you copy it, it will 
copy the blank unwritten on version 

https://www.foxitsoftware.com/


 

 
Virtual photocopier 

 
Navigate to where you saved the file 
Right click it, Copy it. Paste it 6 or so times to 
make 6 copies 
Go to your sign in sheet  
Right click the first copy, Save as, name it after 
player one. Next copy, save as, name it after 
player 2. Name another one after player3 etc. 
(Or if you’re nice, PlayerScenarioName). Open 
all of the files. Left click somewhere off to the 
right of the files and drag a box around them, 
right click the box to open all the files.  
 
 
.

 
Have your players fill out a spreadsheet like the one above. The order is kind of important 
(except email, that could go elsewhere). For the next part it's really handy to have the 
spreadsheet and foxit both open  
 

 
 
Click the column you want to copy (the 3 in this case) hit ctrl C to copy it. (google sheets does 
NOT like right clicking mice) Left click the PDF twice (once to send the computers attention 
there, once to open the keyboard tool) Hit CTRL V to copy the information over. Delete any 
information that doesn’t belong there, and hit the spacebar to match the information to the line it 
goes on. You’ll note that the sheet has more info than belongs up top. 
 



 

 
 To put that info where it belongs, 
use the mouse to highlight 
everything on the chronicle sheet 
after the Faction (the dayjob, 
miscellaneous, and  credits 
earned ) CTRL X to cut.(if you 
can’t interact with it at all, click 
the typewriter tool to interact with 
typed information again) Go near 
where you want the next thing 
(dinner with a rat in this case) 
CTRL V to paste. Select the 
dayjob, cut, and past it over in 
the dayjob box. 
 
 
 
 
 
   
 
Almost done I promise. Go down to the 
bottom of the page and write in their 
faction and how much rep they earned 
(usually 2 , but as you can see here 
occasionally there’s extra rep). Now, everyone knows 
what they’re supposed to do with the _/_ but if you ask 3 
different DMs you’ll get 4 different answers. As far as I’m 
concerned they’re like the seashells from demolition 
man. Fill this out however you normally do it.  
 
Be sure to save.  
Be sure to Save 
 
 
Repeat the process again with everyone at the table (I 
promise, this is actually rather fast once you’ve done it a 
few times)  
 
If you want to be really sure you’ve saved, close Foxit. You could also print to Foxit again in 
addition to saving, which makes it harder for a player to alter it once it's sent.  



 

If you’re sending email go to your groups email, hit reply all or start a new email and attach all 
the files and send them (you COULD do that individually. Wolves do not work that hard)  
 
If you’re sending via discord, open file 
explorer and discord at the same time. 
Open a PM with them, drag their 
chronicle sheet onto the middle of the 
chat and wave it around till discord says 
drag and drop, then release the left 
button.  
 
Yay You’re done. 
 
Pro tip: Making the Tools more accessible. 
 
Click the little Down arrow circled in 
maroon there.  If you use a tool a lot 
(like the typewriter, save, save as, and 
print) add them to the quick button 
toolbar. Don’t put the highlight and text 
select tools next to each other, they 
look a lot alike.  
Don’t ask me why, but the “Save as” 
feature from the toolbar is a LOT more 
user friendly than the one you get from 
File-->Save as 
 
 
 


