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Adding Comments and Text to a PDF Documents
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Introduction

This document describes how to add notes and comments to a pdf document.

Summary Process

Check out the document

Click on the Comment icon to add a comment (this will not print)

Or, click on a Text icon to add text

Close the document to check it in (right click and manually check in if necessary)
Open the document to verify the comment is there

Detail Process

If you are in Vision, select Image Services, right click on the document, select Check Out. If in Document Locator,
right click and check out the document.

Adding a Comment or Sticky Note

Once the pdf is checked out, click on the Comment icon to add a typical pdf comment.
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Searching in Document Locator.pdf - Adobe Acrobat Pro DC
File Edit View Window Help
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“Solutions” Image Services
Searching Document Locator

Table of Contents
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Summary Process ...
Detail Process

Quick Search
Quick Search Options

Searching Examples:

Advance Search
File Dates

Document Notes

User File Activity

Record Management

Search on Size

Workflow Information

Type the comment in the pop up box. Click Post.
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Comment

The comment shows the user ID that created the comment and the date and time it was created. A yellow

comment icon will show in the document.

Introduction
This document will explain how to use the Quick and Ad

Summary Process
Quick Search allows for the searching of a character strin
property, version notes, full text search, and/or workfloy
choosing multiple items to search against.

Page 2

Copyright © 1986, 2019 “Solutions”, Inc.




“Solutions” Image Services
Adding Comments and Text to a PDF Documents

Close the document to check it in. If the check in dialogue box does not appear, right click on the document and
select Check In.

Verify
Open the document to verify the note is there.

Comments will not print on the document unless you turn on the capability in your Adobe Preferences.
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Manage Tools

» Preferences... Ctrl+K
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Setup for Printing
In the Commenting section, check the box to Print Notes and Pop-ups.
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Preferences

Categories: Viewing Comments
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[~ Pript notes and pop-ups
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Accessibility
Action Wizard [*] Ensure that pop-ups are visible as the document is scrolled
Adobe Online Services

[ Show lines connecting comment markups to their pop-ups on mouse rollover

You will want to click on the comment within the document to show the text of the document before printing.
In the Print dialogue box, select to print the Document and Markups.
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The comments should show in the preview window.
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Delete a Comment or Sticky Note

To delete a comment or sticky note, check out the document. If you are in Vision, select Image Services, right
click on the document, select Check Out. If in Document Locator, right click and check out the document.

Right click on the comment and select delete.

in how to use the Quick ancl

Open pop-up Note
Delete Sticky Note

Full text search. and/ar work

Close the document to check it in. If the check in dialogue box does not appear, right click on the document and
select Check In.

Verify
Open the document to verify the note is gone.

Adding Text Note
You can also add Text to create an annotation on a pdf document.

If you are in Vision, select Image Services, right click on the document, select Check Out. If in Document Locator,
right click and check out the document.

Once the pdf is checked out, click on a text icon to add text to the document.

If you cannot see the Comment Toolbar, double click on the Comment icon.
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Select whichever Text option you prefer. A typical choice is the text within the box.

Draw a box on the document, type the annotation.
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Prer;'llinéry specs
Test Text Addition

When drawing the box, the text option tool bar will appear above the drawn box.
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Close the document to check it in. If the check in dialogue box does not appear, right click on the document and

select Check In.

Verify
Open the document to verify the note is there.

Text added to the pdf document will print when choosing Document and Markup in the print dialogue box.
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Deleting Text Notes

To delete a text note, double click on the text note to get the sizing handles. The trash can should appear. Click
on the trash can to delete or right click and select delete.
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text text

itrin rarch rin arch a filename, |

flot n Ote ally, - o n Ote lly, the OR opera

Delete Text Box

'8

O Al

O O

Close the document to check it in. If the check in dialogue box does not appear, right click on the document and
select Check In.

Verify
Open the document to verify the note is gone.
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Edit the Text Note

If the document is not already checked out and you are in Vision, select Image Services, right click on the
document, select Check Out. If in Document Locator, right click and check out the document.

To edit the text, double click in the text box and edit the text.

YAdd a f
text
note!’.. |
more
Info
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Close the document to check it in. If the check in dialogue box does not appear, right click on the document and
select Check In.

Verify
Open the document to verify the note is changed.
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