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	PDF 2.1

	2.1 To show the Comment & Markup task buttons

	1.
	Click View | Task Buttons. Then, pick Comment & Markup.
NOTE: You can show the Comment & Markup task button only if the commenting feature was enabled when the PDF document was saved in Adobe Acrobat 7.0 Professional* or Adobe server products.
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	2.
	Notice the Comment & Markup task button appears on the Tasks toolbar.
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	PDF 2.2

	2.2 To show the Commenting toolbar

	1a.
	Click View | Toolbars. Then, pick Commenting.
NOTE: You can show the Commenting toolbar only if the commenting feature was enabled when the PDF document was saved in Adobe Acrobat 7.0 Professional* or Adobe server products.
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	1b.
	Or, click the Comment & Markup task button on the Basic toolbar.
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	2.
	Notice the Comment & Markup task button appears on the Tasks toolbar.
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	PDF 2.3

	2.3 To add comments or notes

	1.
	Open a PDF document that you want to add comments or notes to.

NOTE: You can add notes to a PDF document only if the commenting feature was enabled when the PDF document was saved in Adobe Acrobat 7.0 Professional* or Adobe server products.
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	2.
	Click the Comment & Markup arrow on the Tasks toolbar and pick Add a Note. 

or

Click the Note Tool button on the Commenting toolbar.
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	3.
	Then, hold down the left mouse button and drag to create a note box.
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	4.
	Type your comment inside the Note box.
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	5.
	Drag the note icon to the desired location in the document.
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	6.
	To view the comment, put the pointer over the note icon.
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	PDF 2.4

	2.4 To suggest new words, replace words, or delete words

	1.
	Click the Comment & Markup arrow on the Tasks toolbar and pick Commenting Tools. Then, pick Indicate Text Edits Tool. 

or

Click the Indicate Text Edits Tool button on the Commenting toolbar. 
	[image: image12.jpg]



	PDF_2.4.1group_Win-XP.jpg

	2a.
	To suggest that new words be added to the document, click to place the cursor where you want to add the new text.
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	2b.
	In the Inserted Text box, type the new words you want to suggest.
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	2c.
	To view the inserted text, put the pointer over the blue inserted text symbol in the document.
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	3a.
	To replace words in a document, select the text that you want to replace.
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	3b.
	In the Replacement Text box, type the replacement word or words.
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	3c.
	To view the replacement text, put the pointer over the crossed-out text in the document.
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	4a.
	To delete or remove words from a document, select the text that you want to delete.
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	4b.
	Press the Delete key.
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	PDF 2.5

	2.5 To copy words or text

	1.
	Click the Select Tool button on the Basic toolbar. 

NOTE: If the Basic toolbar is not showing on your screen, click View | Toolbars. Then click Basic to show the toolbar.
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	2.
	Click to position the cursor in front of the first word that you want to select.
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	3.
	Then, hold down the left mouse button and drag to select the text.
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	4.
	Click Edit | Copy.

or

Hold down the Control key while you press the C key.

NOTE: The copied text can now be pasted into another document, such as a Microsoft Word* file.
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	PDF 2.6

	2.6 To highlight words

	1.
	Click the Highlighter Tool arrow on the Commenting toolbar and pick Highlight Text Tool.
(To show the Commenting toolbar, see PDF skill: To show the Commenting toolbar.) {PDF 2.2}
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	2.

	Position the cursor in front of the first word that you want to highlight.

Then, hold down the left mouse button and drag to highlight the text.
	[image: image26.jpg]ered the top of the bof R TTES
Wrap and put it n the shade for 15 minutes to
see what the temperature was inside the box

ith plastic
wrap and put it in the shade for 15 minutes to
ik | i . e o




	PDF_2.6.3group_Win-XP.jpg

	highlight, highlighting, Comment & Markup, Highlight Text Tool, Commenting toolbar


	PDF 2.7

	2.7 To show comments and text changes

	1a.
	To show all comments within the document, click the Show arrow on the Commenting toolbar and pick Open All Pop-ups. 
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	1b.
	Notice all comments and suggested text changes are displayed in pop-up boxes along the edge of the document.
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	2a.
	Or, to show all comments in a list below the document, click the Comment & Markup arrow on the Tasks toolbar and pick Show Comments List.
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	2b.
	Notice all comments and suggested text changes are displayed in a list below the document.
	[image: image30.jpg]



	PDF_2.7.2b_Win-XP.jpg

	display, show, open, view, comments, notes, suggest, suggested, suggestions, changes, edits, boxes, list


�The original Step 2 was deleted and this step has been renumbered.
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