Marking Up And Adding Comments To
PDF Documents

Increasingly, busy professionals receive various types of written content in the form of Portable
Document Format (PDF) files. This content might be in the form of contracts, financial statements,
reports, and even manuals associated with Continuing Professional Education (CPE) events. Often,
recipients of this content would like to add notes, highlights, comments, and other markups to these
PDF documents. In this tip, you will learn how to markup and add comments to PDF documents on

various devices, including your computer and tablet.

Marking Up a PDF Document on a Personal Computer

If you have downloaded the PDF document onto your PC and if you have Adobe Acrobat Standard,
Professional, or Suite® installed on the PC, marking up and adding comments to a PDF document is a
simple and straightforward process. Additionally, if the author of the document has enabled this feature
in the document, you can even use Acrobat Reader to mark up and comment on a PDF document.

Assuming the author of the document has not secured the document to prevent such markups, you can
edit, markup, and add your comments to a PDF document by opening the document and
clicking Comments to open the Comment Pane, as shown in Figure 1.
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Figure 1 - Opening the Comment Pane in Adobe Acrobat Pro X

! We have chosen to use the Adobe X family of products in this discussion because of their market-leading position.
However, many other options exist for editing PDF documents on a PC, including PDF995, NitroPDF, and CutePDF.



With the Comments Pane open, you can easily select from the different types of markups and edits you
would like to add to the document. Two of the more popular options are the Highlight text tool and
the Add sticky note tool. As shown in Figure 2, upon clicking the Highlight text tool in the Comment
Pane, you simply click and drag your mouse over the text you wish to highlight.
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Figure 2 - Using the Highlight Text Tool in Acrobat X

Likewise, upon clicking the Add sticky note tool in the Comment Pane, you can add a note to the
document, as shown in Figure 3. Once you have added the sticky note, you can minimize its appearance
by clicking the minimize button in the upper right corner of the note.



@ Excel - Advanced Features.pdf - Adobe Acrobat Pro

File

View Engagement Window Help

[E=1 Eo =)

*®

@ Create ~

DB e&m ecpbbBd

A

L]

) [e]-] | H B

Tools Comment Share

®» ® /182 | LY @ |

Zero Zaro Zero
Accounting Format Display $ 5 £ 000 § (000}
wio § - 0.00 (0.00)
Actual Number in Cell a 0.001 -0.001

Figure § - Zero Display Using the Aceounting Format

Some practitioners have become so frustrated with this problem that they enter hard-coded
zeros over formmlas when this ocowrs so that zeros display consistently throwghout their
reports. In the process of overwriting thedr fornmlas, however, they potentially corrupt their
worksheet so that it does not recalculate properly in the fisture.

There are two easily applied solutions to this problem. The most commeon sohtion is to round-
off calculations to the number of displayed decimals. In other words, the values 0L001 or -
0.001 (or smaller) rounded to two decimals would result in a cell vahe of zero, which would
be displaved properly when nsing the accounting format. When a positive or negative zero cell
is encountered, smmply round the contents of the cell to the appropriate mumber of decimal
places using the ROUND function.

The second solution to this problem is to enable global rounding in the affected workchock.
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Figure 3 - Adding a Comment to a PDF in Acrobat X

These tools, in addition to the others available in the Commenting Pane, provide users with the ability to

markup and comment on a PDF document on their PC just as if the document was paper-based and the

user had a yellow highlighter in hand.

Marking Up a PDF Document on a Tablet Device

Apple iPads, Motorola Xooms, and countless other tablet devices are re-shaping how many people

collaborate, communicate, and compute. In a growing number of cases, owners of these devices choose

to receive and open documents — including PDF documents, such as those described previously — on

their tablets. Since users interact with tablets in a much different way than they interact with their PC,

many are unaware of their options to markup and comment on PDF documents on their tablets. In this

section, we examine some of the many options for doing so, using the iPad as the foundation of the

discussion.




Of course, before you can markup or comment on a PDF document on your tablet, you must first
download and install an appropriate app that provides the functionality. Numerous quality options exist
for this task, including Adobe Reader (free), GoodReader for iPad (54.99), and iAnnotate PDF ($9.99).

For a complete list of the PDF apps available for your tablet, visit your device’s app store and search for
“PDF.”

Adobe Reader

Our first illustration will use the free Adobe Reader app for the iPad as the demonstration vehicle. If you
choose to open a PDF using this app, your mark up and commenting options are virtually non-existent.
As shown in Figure 4, available options are limited to switching between Reading Modes; Forwarding,
Printing, and Opening in another app; Searching the PDF; and Adding a Bookmark. Given this dearth of
functionality, it is all but a requirement to utilize a more robust app for this task.
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Figure 4 - Opening a PDF Document in Adobe Reader for iPad App



GoodReader for iPad

One of the more popular PDF tools for the iPad is GoodReader for iPad. GoodReader provides
numerous mark up and commenting tools. As shown in Figure 5, GoodReader docks a toolbar to the
right side of the window.
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In very large workbooks with many worksheets, navigation of the workbook is often half of
the battle. To navigate more efficiently through a workbook, right-click on the worksheet
scroll buttons and choose the worksheet of interest as shown in Figure 3.
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Figure 3 - Right-Clicking on the Seroll Buttons for a List of Worksheets

Navigation with Hyperlinks

Hyperlinks assist with navigating within and between workbooks and other documents or
Web pages. They also link to external data sources. The links can be to any file type or Web
page. Clicking on a link will open the linked document 1n the registered application for that
file type. This functionality is very useful for linking financial statements to detail schedules in
Excel or to footnotes in Word or for linking to tax or other research-related documents or data
SOUICES.

To create a hyperlink, position the cursor in the cell to contain the link and then type in the
label that will serve as the link. On the Insert tab of the Ribbon, click Hyperlink. Select the
type of link to create in the Link To column on the left and then type in or navigate to the file
or Web address as shown in Figure 4. Note that a link can open a Microsotft Office document
to a specified page, sheet, or defined name by using a Bookmark setting.

Figure 5 - Editing Toolbar in GoodReader

The GoodReader toolbar contains options for marking up a document, including a comment tool, a
highlighter tool, the ability to add free-form drawings and text. Using these tools, you can markup a
document to achieve a result very similar to that obtained when marking up on a PC, as shown in Figure
6.
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Figure 3 - Right-Clicking on the Scroll Buttons for a List of Worksheets

Navigati ith H link
Hyperlinks assist with navigating within and between workbooks and other documents or
Web pages. They also link to external data sources. The links can be to any file type or Web
page. Clicking on a link will open the linked document in the registered application for that
file type. This functionality is very useful for linking financial statements to detail schedules in
Excel or to footnotes in Word or for linking to tax or other research-related documents or data
sources.

To create a hyperlink, position the cursor in the cell to contain the link and then type in the
label that will serve as the link. On the Insert tab of the Ribbon, click Hyperlink. Select the
type of link to create in the Link To column on the left and then type in or navigate to the file
or Web address as shown in Figure 4. Note that a link can open a Microsoft Office document

aspecified page, sheet, or defined name by using a Bookmark setting.
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Figure 6 - Marking Up a Document in GoodReader

iAnnotate PDF

iAnnotate PDF is a PDF app with a very deep and robust feature set designed to allow you not only to
read PDF documents but also to annotate these documents using highlighting, a pen tool, notes,
bookmarks, and other options. iAnnotate PDF also provides a tabbed browser that allows you to work
with multiple PDFs simultaneously and the ability to sync your documents to other devices using
Dropbox. Figure 7 provides an example of the iAnnotate PDF user interface with a marked up document.
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Select Cells with Special Characteristics

Excel has built-in functionality to select cells with special characteristics, such as those that
contain constants or formulas, those that are blank, or those that are visible, etc. To highlight
all eells that contain formulas, click Find & Seleet on the Home tab of the Ribbon and then
chanse Formulas as shown in Figure 6. This procedure may be useful in reviewing a
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Figure 7 — Marking Up a PDF Using iAnnotate PDF

Summary

The march toward electronic documents continues, but that does not mean that you will give up the
ability to edit these documents, nor does it mean you have to print the documents to paper and then
markup and comment on the documents using traditional methods. Rather, if you will invest a few
minutes to explore some of the electronic options for marking up and editing documents, you will be
pleasantly surprised that most, if not all, of your familiar markup tools are available from within your
software or app of choice.

For a video demonstration of this tip, please visit www.tinyurl.com/k2tips114.
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