
Tips on taking notes or marking on a PDF 

First, download the PDF you want to edit and save it on your computer. 

Add a Sticky Note 

 

Most commenting and markup tools don’t appear in the toolbar until you enable the Commenting 
feature. Choose Tools > Comment to open the Comment toolbar. The comments that you add to the 
document are displayed in the right pane. 

Example 

   Choose the Sticky Note tool and click in the document, type your notation. 

 

 

 
 



 
Add a text comment 

Use the Add Text Comment tool  to type text anywhere on the PDF page.  

Choose the Add Text Comment tool from the Comment toolbar. 

• Click on the page to place the cursor 

• Double-click the text box to edit the text or change the text attributes. Drag across text to select 
it, and then select options from the Properties toolbar. 

• To delete the text box, select it, and then press Delete. 
Example 

   Choose the Add Text tool and click in the document, type your notation. 

 

Highlight 

Choose Tools > Comment, and select the Highlight Text tool  

• Drag from the beginning of the text you want to mark up. Control-drag to mark up a rectangular 
area of text 

• If you need to delete the highlight on the text (without deleting the text), right-click (Windows) 
or Control-click (Mac OS) on the highlighted text and click Delete. 
 

Example 

  Choose the Highlight tool and click in the document, highlight the desired area. 

 


