Annotating PDFs

Reader: 7.0

allen press

Best Practices and Use

Peter Burns, Associate Publisher, Allen Press



A PDF is afile that can be passed back
and forth between users for review.
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The Fine Print:

« Adobe Professional Version 7 or 8

 You can’'t annotate PDFs using the free
Adobe Reader software.*

* Not a free program: It costs about $450
retail (or about $150 new/used online).

 \WWorks on Macs as well as PCs.
*More on this later!
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The Five Main Tools
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 Note Tool D

* Replace Selected Text Tool
 Add Note to Selected Text Tool
e Insert Text at Cursor Tool

e Cross Out Text for Deletion Tool
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Note Tool

e Digital “sticky note”

e Use for general comments

e Good for author/editor queries
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Replace Selected Text Tool
e Use to exchange “that” for “which”

e Correct a misspelled word

e An efficient tool: Delete and insert with
one step
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Add Note to Selected Text Tool

e Use to make changes that can’t be
handled by simply replacing the text

 Examples include:
»Font change

> Loose line
»Bad line break
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Insert Text at Cursor Tool
e Use to Insert new text

e Single word, a line of text, or an entire
paragraph
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Cross Out Text for Deletion Tool
e Use to delete text
 Pop-up Box can be generated
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What NOT to do:

 Change the actual text

« Edit query files from Allen Press
e Use third-party PDF programs
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Options for Viewing Comments
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Viewing on screen:

« Annotated text

 Reveal changes one at a time
 Reveal all changes at once

e List of changes
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Annotated text after completion:

The-davrg barked all night.

0 Smith (2002) indicates that the research is correct. With this corroboration, no further
documentation is necessary to validate that the experiments were conducted under the
right conditions over the same period of time.

The cow jumped over the moon.

The stopped in the middle of the road.

The alligator allizater was green with large teeth.
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Hold the cursor over annotated text to display
the comment from the Pop-up Box.

The cow jumped over the moon.

The stopped,|tcross

Change font to Times Mew Roman
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Click on the annotation to open the Pop-up
Box.

Comment on Text 7A02008 24750 PN =

' teross Opticne
BNERTN LM ped over EEn G R ion

Change font to Times Mew Roman

The stopped in the middle of the road.

The alligator aligater was green with lar

allenxpress
TEE—




“Show Comments List”:

= [ r’fg 5 s T
=] 1
@ .'F.ﬁ t flicien t
1 IR b Change font to Times Mew Foman
= F

This displays in a docked window below the
main document window.
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Printing Options
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o Several printing options are available.

e TO see comments, choose the “Print with
Comments Summary” option.

Print Setup.. Shift+Ctri+p
— | Prmti, Cir
= Print suth Camments Summary, . O

Printie Internet Printing... Shift+Cirl+2
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* For annotating text during proofreading or
editing, the Best Practices for printing are:

»“Document and comments with connector lines
on single pages”
o At Allen Press, we have found that the best
page layout options are:
»11 x 17 paper size
»Landscape
»Large (font size)
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« Example of an 11 x 17 printout of
annotated text with comments:
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e Detall of printed page:

S

ho further
underthe

..—--"".
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-|__,,..—. Author: fcross
Subject Replacement Text
Date: 7/12/2006 74117 PM
X"
A
@ Author: tcross

Subject: Note

Date: 712/2006 7:41:47 PM
[&=ils this the correct year for the
7 Smith citation?

Author: tcross

Subject Comment on Texi

Date: 7/12/2006 7-:42:09 PM
TChange font to Times New Roman.

Author: tcross
Subject: Inserted Text
Date: 7/12/2006 74221 PM

L truck

Author, fcross

Subject: Cross-Out

Date: 7/12/2006 7:42:45 PM
,:_F‘I’his is redundant.
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Collaboration
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 Invite colleagues to review:

t MEIEN Edit View Document Comments Tools

i Open... #0
- Create PDF 4
| Organizer 3
=4 QDpen Recent File r
o Email..
Close EW
Save As... 1385
Save a Copy...

save as Certified Document...

Reduce File Size...

Send for Review...
Send Comments...

Form Data | 2
Document Properties... D
Page Setup... {+3EP
Print... P
Print with Comments Summary... T
PrintMe Internet Printing... 1 3£9

.

Advanced Window Help
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2 Send by Emall for Review...
4 Upload for Bro...-Based Review...
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Send via e-mail:
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Eubjecl'*l_ Return ASAP: Mkiplan2.pdf
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Mktplan2.ndf (662 KB)
Mktplan2.pdf. Either Adobe Acrobat 8.0 or later, or Adobe Reader 7.0 or later, is required
to participate in this review .

Please review and comment on the attached document

1. First, open the attachment.

2. Then, make your comments directly on the document by using the tools on the
Commenting toolbar, andfor the tools available under the Comment & Markup button.
3. After you have finished making your comments, click the "Send Comments™ button on
the Commenting toolbar to email your comments to the requestor

You are able to review and comment on this PDF file using the free Adobe Reader 7.0
las well as Adobe Acrobat Standard and Professional) because the person sending you
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