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How to Use PDF Markup

When the design phase of a project, such as a website, report or brochure design, is completed, it’s time for proofing and 
text changes. One of the easiest, most efficient and most accurate ways to iterate on changes is PDF markup. You might 
not be familiar with this feature in Acrobat and we would like to introduce how it works and why it works so well.

SOME OF THE BENEFITS:

•	 EASIER: Handwriting that is difficult to read is no longer an issue, because comments and changes are typed in-
stead of hand-written.

•	 FASTER: Marked up PDFs can be emailed rather than mailed or faxed.

•	 MORE ACCURATE: Decreased risk of typos, because we can copy and paste text blocks instead of re-keying them. 
Also, PDF markup allows us to click through the edits one after the other, so that we don’t miss event the tiniest of 
edits such as inserting a comma.

•	 TEAM EDITING: Multiple people can comment and edit one PDF before it comes back to us to make the changes.

•	 EFFICIENT: PDF markup is very clear which avoids iterations on clarifying edits.

•	 GREEN: A lot of paper is saved with this process.

Adobe Acrobat (versions 7.0 and above) offers PDF markup. Here are some of the most commonly used features 
which you can find in the comment & markup toolbar (the toolbar might be located in different places depending on 
your version of Acrobat). You can also download our guide here. 

In order to view the Comment & Markup toolbar in Acrobat 7-8, go to the menu bar, select View, scroll down to 
Toolbars, and click on Comment & Markup. The toolbar will then be displayed. In Acrobat 9 and later, the Comment 
toolbar is located on the top right of your window.

Below are the icons of the markup tools. All the most common editing tools are available.

 
Deleting Text
•	Click	on	the	Text	Edits	button.

•	Highlight	the	text	that	needs	to	be	deleted	and	press	the	Backspace	or	Delete	key.

•	A	red	line	will	appear	over	the	text	that	is	to	be	deleted.	Right	click	on	the	red	line	and	select	Open	Popup	Note.	A	
red comment box will appear.
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Inserting Text
•	Click	on	the	Text	Edits	button.

•	With	your	cursor,	click	on	the	spot	where	you	would	like	to	have	text	inserted	and	begin	typing.	A	blue

caret appears on the document, and the text you would like to insert is added to a comment box.

Replacing Text

•	Click	on	the	Text	Edits	button.	Highlight	the	text	that	needs	to	be	replaced	and	start	typing.

•	A	blue	line	will	appear	over	the	text	that	should	be	replaced,	and	the	replacement	text	is	added	to	a	blue

comment box.
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Highlighting Tool
The Highlighting tool is used to make changes that cannot be handled by simply replacing the text, such

as font style changes, font size changes, text alignment, and bad word or line breaks.

•	Click	on	the	Highlighting	tool	button.

•	Select	the	appropriate	text	and	the	text	will	be	highlighted.

•	Double-click	on	the	highlighted	text	and	a	comment	box	will	appear.	Type	in	the	correction	or	comment.

Sticky Note Tool
The Sticky Note tool is used for general comments, such as responding to author and/or editor queries.

•	Click	on	the	Sticky	Note	tool	button.

•	Click	on	the	part	of	the	document	where	you	would	like	the	note	to	appear.	The	Sticky	Note	icon	will

appear as well as a comment box. Type your comments in this box.

We hope this guide will be helpful to you to make the proofing process easy and efficient. Please let us know if you 
have any problems using PDF markup, we’re happy to help!




