
How to Mark Electronic Proof Corrections 
Using Adobe Acrobat Software 

 
These instructions provide a basic overview of the SAGE/Corwin Production 
Department’s preferences for electronically marking corrections and comments in PDF 
files. Please note that tools and features are described here as they appear in Adobe 
Acrobat 7.0 Professional, but they may be accessed differently in the various versions of 
Adobe Acrobat software. These instructions can be applied to Adobe Acrobat 6.0, 7.0, or 
8.0 Professional; Adobe Standard 8.0; or Adobe Reader 7.0 or 8.0. 
 
To begin, think of the PDF on your computer screen as you would a printed hard copy. 
You can draw corrections on a PDF page much like you would on a printed page. For 
your visual reference, these instructions include screenshots of how and how not to mark 
PDF pages using the Acrobat tools. 
 
Basic Instructions 
 
Please use the Pencil tool or other Drawing tools for basic proofreader’s marks, and the 
Text Box tool for more complex text additions. (These tools will be described in more 
detail shortly.) This is an example of PDF page correctly marked with the Acrobat tools: 
 

 
 



Please do not use the Note tool or the Text Edits tool to make your comments and 
corrections. Although these tools appear to be user-friendly, the marks and comments 
made with them can be hard for a production editor or typesetter to see and interpret. 
Here are some examples of how corrections marked with these tools might appear; please 
do not submit these types of comments to your production editor: 
 

 

DO NOT MARK 
COMMENTS 
THIS WAY 

 
Proofreader’s Marks 
 
Standard proofreader’s marks can be found in the eleventh edition of Merriam-Webster’s 
Collegiate Dictionary, the fifth edition of the Publication Manual of the American 
Psychological Association, and the fifteenth edition of The Chicago Manual of Style. For 
your reference, a list of common proofreader’s marks also appears at the end of these 
instructions. 
 
Using the Pencil Tool 
 
Using the Pencil tool allows you to handwrite your comments or make other notes on the 
page. You can do this with either a stylus and tablet or a standard mouse; which tool 
works best is really a matter of personal preference. In either case, please be aware that 
learning to mark corrections electronically takes a bit of patience and practice. 
 



When you use the Pencil tool to mark a change within the text, please be sure to make a 
corresponding proofreader’s mark in the margin of the page 
 
To erase markings made with the Pencil tool, use the Pencil Eraser tool or select the 
mark with your cursor and press Delete. 
 
Using the Text Box Tool 
 
Using the Text Box tool allows you to input changes using your keyboard. Click 
anywhere on a PDF page to create a text box and begin typing; when you have finished 
inserting your comments, click outside the text box to exit the tool. Once your text box 
has been created, you can select it with your mouse in order to resize it or move it 
elsewhere on the page. If possible, please arrange each text box so that it does not hang 
off the edge of the PDF page. 
 
If you find that you need to edit a text box that you’ve created, double click within the 
box; this allows you to access the text inside of it. 
 
Indicate textual insertions as follows: This is an example of a sentence that should be 
added to the text. If you have a query or a comment for the production editor, please 
enclose your comments between angle brackets, as follows: <This is an example of a 
comment detailed within a text box.> 
 
When you use the Text Box tool to indicate a change, please be sure to also mark exactly 
which text this box relates to by using the Pencil tool, the Drawing Markups tools, or 
the Highlighting tools. 
 
Using the Drawing Markups Tools 
 
Using the Drawing Markups tools, which include arrows, rectangles, lines, and more, 
allows you to easily create straight lines or other shapes on the page. 
 
When you use one of the Drawing Markups tools to mark a change within the text, 
please be sure to make a corresponding proofreader’s mark in the margin of the page. 
 
Using the Highlighting Tools 
 
The Highlighting tools, which include a highlighting, underline, and strikethrough tool, 
are good choices for marking corrections that otherwise might be difficult to draw with 
the stylus or mouse. 
 
When you use one of the Highlighting tools to mark a change within the text, please be 
sure to make a corresponding proofreader’s mark in the margin of the page 
 



Copying and Pasting Corrections 
 
You can copy and paste any corrections that are marked on a PDF page to another 
location on the same page; you can also copy and paste items across different pages of 
the PDF. Please note that when you copy and paste a mark from one place to another, the 
mark might not always appear in the same area of the page; you might have to drag it and 
drop it to the place where it should appear. 
 
Changing Properties 
 
If you wish to change the properties, or appearance, of any of the marks you’ve made on 
a page, right click the mark itself and go to Properties, which will open up a new 
window that allows you to change the color or text style. If you want to make this a 
permanent change—not just for the specific comment, but for all comments in this 
style—right click the comment, go to Make Current Properties Default, and all 
subsequent uses of the tool will appear with the new specifications. 
 
You can also view the Properties Bar by selecting it from the Toolbars subset of the 
View menu, and you can place it next to your other toolbars in the viewing area for easy 
access. The Properties Bar allows you to change the color and thickness of your 
drawing markups and also allows you to change font type, font size, font color, and other 
formatting (including setting words in boldface or italics) in individual text boxes. 
 
Navigating a PDF 
 
To quickly jump around pages in a PDF, go to the bottom of the viewing area, where the 
page numbers appear, type the page number you’d like to see in the white area, and press 
Enter. This should make the PDF jump to the page in question. 
 
To search for words or phrases in a PDF, select “Search” from the Edit menu. This will 
bring up a window in which you can do basic or advanced searches of the PDF’s text. 
(Note: If you mark a change after using the Search feature, be sure to save the file before 
you access the next item in the Search list. If you don’t do this, you’ll have to start the 
search all over again.) 
 
Setting Up Adobe to Your Liking 
 
The toolbars that you’ll need for marking corrections can be placed in your main PDF 
viewing area; they can be dragged to the top, sides, or bottom of the viewing area for 
easy access. Once you have the toolbars where you’d like them, go to the View menu, 
select “Toolbars,” then select “Lock Toolbars.” This will lock the toolbars in place so that 
they will appear in the same place every time you open the Adobe program. 






