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How to Comment on a PDF
Description:

This Job Aid describes the process of adding comments to a PDF document.

Step 1: Select the Pointer

1) Open a PDF file with Adobe Acrobat Pro (32-bit)
2) Click Pointer Icon
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Step 2: Select Text

1) Click the mouse and select the portion of the document to comment on
2) Right click the text
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Step 3: Select Add Note to Text

Select Add Note to Text
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Step 4: Add Comment

1) Type comment or suggestion in the pop-up that appears

2) Click Post
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Step 5: Close Comment

Click “X"” to minimize the comment
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Step 6: View Comment

Hove over the text, comment will display
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Step 7: Update Comment Properties

Right click commented text, set Status, Properties, etc.
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Step 8: Continue Reviewing the Document

Continue reviewing the document and return to Step 1 to add additional comments
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The process to comment on a PDF document is complete.
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