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Commenting on PDF documents 
 

In Adobe Acrobat or Acrobat Reader, find the Comment tool.  Normally this tool is 
accessible from the right tool pane.  Depending upon your version of the program the 
screen captures shown here may be slightly different than what appears on your 
computer screen. 

 

Alternatively, you can click on the View drop-down menu, then Tools, then Comment, 
then Open. 

 

Whether you click on the word Comment in the side bar or access it through the drop-
down menu this will open up the comment tool bar at the top of the page.  We are 
primarily interested in the first 8 to 10 options. 
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We are also interested in the search feature in the program.  The search options can be 
accessed by clicking on the Edit drop-down menu or using the keyboard shortcuts. 

 

The most common search option is the Find command accessed by using the keyboard 
shortcut of Ctrl+F.  That brings up a search box where you can type the word or 
combination of words you are looking for.  Clicking on the gear on the right side of the 
search box brings up other search options.  

 
For example, if I wanted to look in an owner’s manual for the section on fuses I would 
type the word Fuse into the search box. 

 

 

Click next below the search box or use 
the enter key on your keyboard until you 
locate the section of interest in the PDF 
document.  In this example I can see the 
section on fuses starts on page 232.  
Now I can navigate to page 232 to locate 
the specific fuse information I am after. 
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In this particular example the airbag control module fuse happens to be in the 
instrument panel fuse block.  I want to highlight the fuses of interest and then I can save 
the document or print out the applicable pages.  The highlighter tool is the second 
option from the left.  It allows you to highlight text like using a highlighter on a piece of 
paper.  When it is active the highlighter will display the selected color.  The color options 
are selected towards the right side of the comment bar.  Once you have the highlighter 
selected bring your mouse cursor to the area you want to highlight.  Left click & hold the 
mouse button down, drag the cursor until you have highlighted what you want, and then 
let go of the mouse button. 

 

 

 

The highlighting and commenting tools are also useful for taking notes in the PDF 
version of your class presentation.  In this example I have highlighted important text on 
a slide and added a note. 
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You can also add comments to a slide without highlighting.  That is done 
by using the Sticky Note option which is the far-left option just to the left 
of the highlighter tool.  Click on the sticky note icon and then click on the 
PDF document where you want to place the note.  Once you click on the screen you can 
then type the note.  The icon can be moved around the screen.  When you place your 
cursor over the icon the note appears as shown below. 

 

 
All of your notes appear on the right side of the screen when the Comments tool bar is 
open.  The comments appear in page order regardless of the order you enter them.   
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You can edit your comments by clicking on the comment.  Then click on the three dots 
on the right upper corner of the comment.  Finally click on Edit and modify and/or add to 
your comment as needed. 

When you close out of the PDF document it will ask you if you want to save changes.   

 
 
The recommendation is to save the document with a different name. 
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