
   

How To Add notes and highlights to PDF documents 

Introduction 
The Adobe Acrobat Pro DC is available on every PC within Chester University campuses.  The 

University has invested in Adobe Creative Cloud licensing and so many of the Adobe apps are 

available to staff and students alike.  When using the University computers, the user may be asked 

to log on after starting the Adobe Acrobat Pro DC app.  Just choose ‘Enterprise ID’ and type in your 

University e-mail address and University password.  An Adobe Acrobat Reader can also be freely 

downloaded and so documents can also be read at home.  There are many journal articles, books 

and documents that are available as PDFs so it is worth spending some time learning how to make 

them easier to read. 

Adobe Website 

The Adobe Acrobat Pro DC is available in the ‘All apps’ menu of all University Windows PCs as well as 

Macs. 

How To Add notes to PDF documents 
Open up a pdf document using Adobe Acrobat Pro DC.  Locate a part of the text within the 

document that you wish to add the note and then press the ‘Add sticky note (Ctrl+6)’.  The bubble 

text icon is displayed instead of the mouse pointer, just move this and press the mouse button again 

to place the new sticky note where you want it: 

 

The hotkeys ‘Ctrl+6’ refer to pressing the control key and, at the same time, pressing the ‘6’ key too.  

This has the same effect as pressing the option on the Acrobat Reader toolbar. 

Add text to the sticky note and, when finished, press the minimize button on the new window.  This 

will just leave the sticky note icon on the document and when the mouse pointer hovers over the 

icon it displays the comment that has just been typed in. 

http://www.adobe.com/uk/


   

 

The document has now been altered and when the user wants to save the document, the Acrobat 

Pro DC gives the user an option to save the file in a new place under a different name so that a copy 

of the original document remains.  The user can then decide whether to overwrite the original 

document or create a new one with notes in. 

To delete the new sticky note, just right click on the sticky note icon and a menu will appear.  Just 

press on ‘Delete’ and the sticky note will be removed. 

On the same menu, is the ‘properties’ option.  If you click on this then a window will appear and let 

you change the colour and shape of the sticky note icon.   

 

Once decided on a change, just press ‘OK’ in this window for the change to be made. 

The font and size can be changed from the preferences menu.  Just go to: 

Edit -> Preferences… 

Choose ‘Commenting’ and the blue oval in the screen shot below shows where the font and the size 

can be changed: 



   

 

To close the screen, just press on the ‘x’ in the top right hand corner. 

How to highlight text in PDF documents 
This tool allows the user to highlight text within the PDF document.  Once the document has been 

opened, go to the highlight button and press it.  The mouse pointer changes and users can move the 

mouse to the beginning of where the highlight should start.  Then they should press the left hand 

mouse button but keep it pressed whilst moving to the end of the highlight.  When the mouse is 

over where the end of the highlight should be, the mouse button should be released.  Acrobat Pro 

DC then highlights that text. 

 



   
You can also change the colour of the highlight by pressing the highlight button with the right hand 

mouse button.  Then choose ‘Properties Bar’ and you will see how the colour, for example, of the 

highlight can be changed.  The opacity of the highlight can also be altered in this toolbar too. 

 

Finally, to get out of the highlight mode, just press the escape button on the keyboard. 

 

 


