Adobe Acrobat (PDF) Comment & Markup Tool

Adobe Acrobat (PDF) offers a tool called the Comment & Markup tool, which can be a very helpful
feature to utilise when someone else edits or proofreads your PDF document. The full set of
features from the editing side is only available in Adobe Acrobat Professional but any comments
and markups added may be viewed via the Free Adobe Acrobat Reader.

This tool when enabled can record (and display) all changes made to the document - additions,
modifications and deletions. It will note the change made, when the change occurred and who
made the change.

To enable the Comment and Markup Tool (in Adobe Acrobat Pro):
Comments - Show Comment & Markup Toolbar (cf. “Hide Comment & Markup Toolbar”)
Then click on icons from toolbar for various features.

In order to see the comments and markups in the free Adobe Acrobat Reader this feature must be
enabled for the specific PDF document from within Adobe Acrobat Pro:
Advanced - Extend features in Adobe Reader

Note: these special features may not be fully available in other PDF readers so ensure that the
edited PDF document is viewed via the Adobe Acrobat Reader and not an alternative PDF reader.

Features: (and yes the original text below is dummy text and is not in English)
Insert text

Lorem ipsum dolor sit amet, consectetur jadipisicing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat. Et harum quidem rerum facilis est et expedita
distinctio. Nam libero tempore, cum soluta nobis est eligendi optio cumque nihil impedit quo
minus id quod maxime placeat facere possimus.

Delete text

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque
laudantium, tetamrem-aperiam; eaque 1psa quae ab illo inventore verltatls et qua51 architecto
beatae vitae dicta sunt explicabo. Nem 3 v v

i' it

Modify text

Duis aute irure dolor igreprehenderit in voluptate velit esse cillum dolore eu fuglat nulla

pariatur. Excepteur sint-eceaecateupidatatnonproideny sunt in culpa qui

anim id est laborum.

sedjquia consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt.

Comments ><

Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit, sed
quia non numquam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat
voluptatem. Ut enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit
laboriosam, nisi ut aliquid ex ea commodi consequatur?
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Fix mistakes in text
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Sticky Note
Sticky note comments can be placed anywhere on the page.
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Highlight
Highlight text in yellow and add comment:
e.g.
Word Choice: suggest "wheelbarrow" instead.
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Underline
Alternatively underline text and add comment.
e.g.
Please check spelling.
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Highlight and comment
e.g.
I don't understand this question, please review.
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Pencil
Pencil tool and lines, shapes and arrows, etc, can also be used to highlight errors especially re: formatting errors or larger sections of text.
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