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Should documents include notes? 
Acrobat provides reviewing and commenting tools such as sticky notes you can place anywhere in a PDF 
document. You can use these features to explain why a document is included in the portfolio or how it 
relates to other documents in the portfolio. 

To add a sticky note comment:  

1. Open your document in Acrobat.  

2. Click on Comments > Add Sticky Note.  
 

 

3. Next either click where you want to place the note or drag to create a custom-sized note.  

4. Type text in the pop-up note. 
You can also use the Select tool 
to copy and paste text from a 
PDF into the note.  

5. You can reposition the sticky 
note icon by dragging it to a 
new location.  

To edit a sticky note comment: 

1. Click or double-click on the 
note icon. 

2. To resize the pop-up note, drag the lower left or lower right corner. 

3. To change the text formatting, click on View > Toolbars > Properties Bar, select the note text to be 
modified. Next select the text property you want from the toolbar. When you are finished with your 
edits, click the minimize button in the upper right corner of the pop-up note.  

4. If you want to change the font size, default pop-up behavior and other setting for creating and 
viewing comments, use the Commenting panel in the Preferences dialog box. To open the 
Commenting preferences, choose Edit > Preferences. Then select the Commenting category. Note: 
the Commenting panel is not available in Acrobat Reader.  
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To delete a sticky note comment:  

1. Click on the Stick Note tool, the Hand tool, or the Select tool. 

2. Next click on the note icon to be removed and press the [Delete] key on your keyboard, or 

3. Double-click on the note to be removed and choose Delete from the Options menu.  
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