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Section 1:  Introduction 
Acrobat is a very powerful program with specialty functions for a variety of industries 
including printing, engineering and construction. But sometimes it's difficult to find your 
specialized tools that are buried amongst all the other tools for other industries. This 
guide will teach you how to customize the Acrobat workspace with the commenting 
tools most commonly uses in engineering, and construction PDF drawings and texts. 
This guide is intended for Adobe Acrobat Standard. If you are using another version, the 
tools that are detailed in this guide can be altered slightly to fit your needs.  
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Section 1: Know Your Workspace 
Adobe Acrobat application has the following three views: 

• Home view - The application's landing page or the default page when no 
document is open in Acrobat. 

• All tools view - Page that lists all the tools available in Acrobat. 
• Document view - The default view when a document is open in Acrobat. When 

you open multiple documents, each document opens as a tab in the same 
application window. 

Adobe Acrobat application also allows you to customize views, easily navigate through 
pages, set Preferences, and more. 

1.1 Home View 
The Home view gives you quick access to your recent files, shared files, frequently used 
tools, to-do tasks, and storage accounts. 

 
 

A Application menu B. Create a PDF C. See all tools D. Help E. Notifications F. Adobe 
Account G. List view H. Thumbnail view I. Home page menu  

 

https://helpx.adobe.com/acrobat/using/workspace-basics.html#home-view
https://helpx.adobe.com/acrobat/using/workspace-basics.html#tools-view
https://helpx.adobe.com/acrobat/using/workspace-basics.html#document-view
https://helpx.adobe.com/acrobat/using/workspace-basics.html#customize-views
https://helpx.adobe.com/acrobat/using/workspace-basics.html#navigate
https://helpx.adobe.com/acrobat/using/workspace-basics.html#navigate
https://helpx.adobe.com/acrobat/using/workspace-basics.html#preferences
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1.2 All Tools View 
From the toolbars on the Home page, select See all tools to view all the tools available 
in Acrobat or Reader. The tools are listed in categories. When you select any tool, it 
displays the tool-specific menu on the left panel. You can select any command to take 
action on the open document. If you do not have any document open, choose Select a 
file to open the file that you want to work on.   
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1.3 Document View 
When you open a document in the Acrobat app, it is displayed under a new tab with an 
All tools menu in the left panel, a Quick action toolbar, and a right side panel, as shown 
below.    
 

 

A Home page B. Quick action toolbar C. Print D. Share E. Get a link to the 
document F. Comments tool G. Bookmark tool H. Page thumbnails tool I. Reading order 
tool J. Accessibility tags K. Rotate page L. Page display settings M. Zoom in/out  
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1.4 Customize Views 
• Customize the Quick action toolbar 
• Customize side panels 

Customize Quick Action Toolbar 
When you open a document in Acrobat, it displays a Quick action toolbar that allows 
you to quickly access the frequently used tools.  

 

A. Select tool B. Comment tool C. Highlight tool D. Draw tool E. Fill text fields F. Add 
Sign or Initials  

You can change the tools that appear on the Quick action toolbar as per your specific 
requirements. 

To customize the Quick action toolbar:  

1. From the Quick action toolbar, select Add, remove, or reorder 
tools   > Customize. 

 

https://helpx.adobe.com/acrobat/using/workspace-basics.html#quick-actions-toolbar
https://helpx.adobe.com/acrobat/using/workspace-basics.html#side-panels


TDOT- Adobe Acrobat PDF Quick Guide 

 

7 
 

 
2. In the Customize quick action toolbar dialog that opens, take the following 

actions as required: 

• To add a tool, select the tool in the right pane and then select Add to 

Toolbar  
• To remove a tool from the toolbar, select the tool and then 

select Remove from Toolbar   
• To change the position of a tool, select it and use up and down arrows 

to move it to the desired position.  
• To add a vertical line to separate groups of tools in the toolbar, 

select Add Divider to Toolbar  
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Customize Side Panels 
Acrobat allows you to customize the side panel menus to view the tools that you want to 
quickly access while working on a document. To customize the side panels, use any of 
the following two ways: 

• Right-click on the side panel and then from the dialog that opens, select the tools 
that you want to view or deselect the tools that you want to hide. 

• (Windows) hamburger menu   > View > Show/Hide > Side panels   and 
select the tools you want to view and deselect the ones you want to hide. 
 

 

Unlike the menus that appear at the top of your screen, Context menus display 
commands related to the active tool or selection. You can use context menus as a quick 
way to choose commonly used commands. For example, when you right-click the side 
panel, it displays the side panel customizing menu. When you right-click on the 
document, it displays the document context menu, as shown below.  
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1.5 Default Fonts 
When you add text in a PDF, by default Acrobat chooses nearby font attributes for the 
new text. When you edit text, any font that isn't available on the system is substituted by 
a default fall-back font for the particular script. For example, Minion Pro is the default 
fall-back font for Roman script fonts. The substitution of unavailable fonts by default 
fonts can introduce inconsistency in the look and feel of text in a PDF document. To 
avoid inconsistency, choose a specific font for any text that is added or modified in the 
PDF document from Font Options under Content Editing. 

1. From the hamburger menu  (Windows), choose Preferences. The 
Preferences dialog box is displayed. 
(Alternatively, you can press Ctrl+K keys on Windows) 

2. In the dialog box, select Content Editing under Categories. Font Options are 
displayed as shown in the following screenshot. 

 
 

3. Select an appropriate font in the drop-down lists: 

• Fallback font for Editing. 
• Default font for Add Text and Font Size. 

4. Select OK to save the changes and close the Preferences dialog box. 
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Section 2:  Edit PDF Document 
2.1 Edit Text  
Open the PDF you want to edit in Acrobat, and then select Edit in the global bar. 

 
The PDF switches to the edit mode, and the Edit panel displays 

 
The Edit panel includes options to modify the page, add content, redact a PDF, and 
convert various documents to PDF forms. You can use the options in the Edit panel to 
replace, edit, or add text to a PDF. You can correct typos, change fonts and typeface 
size, adjust alignment, add superscripts or subscripts, and resize text or paragraphs. 
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2.2 Highlight, Strikethrough, or Underline Text Comment 
You can use the Select text or Markup tools to add markups to your text. 

(a) Using selects text tool 

1. Open a PDF. 

2. Use the Select text tool to select the text you want to mark up.  

3. From the markup toolbar that appears, take one of the following actions as 
desired: 

• To highlight text, select Highlight text    

• To strikethrough the text, select Strikethrough text  

• To underline text, select Underline   

• To redact text, select Redact Text & Images   

• To copy the text, select copy with formatting   

• To edit the selected text, select Edit  
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(b) Using markup tool 
1. Open a PDF. 

2. From the Quick actions toolbar, select the Highlight text tool and then move 
the cursor over the text that you want to highlight.  

3. With the Highlight tool selected, you can highlight multiple sections of text by 
just dragging over the text. Once you’re done, deselect the tool. 

To add other markups, expand the Highlight tool menu and select the tool for 
other markups 
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2.3 Change the Color of the Markup  
1. Click the markup. 
2. From the mini toolbar that appears, select the color icon. 
3. From the color palette, select a desired color. 

The markup appears in the selected color. 

 

2.4 Delete the Markup 

To delete the markup, select the markup and then select delete. 

2.5 Add a Comment to the Markup 
1. Double-click the markup.  

It pops open a comment box.  
2. Alternatively, click on the markup and select the note icon.  

It opens a comment box. 

3. Type your message in the comment box and then select Post. 
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Section 3: Drawing Markup Tools in a PDF 
You can use drawing markup tools to add comments. Comments are notes and 
drawings that communicate ideas or provide feedback for PDFs. You can type a text 
message using the Add text comment tool. Alternatively, you can use a drawing tool 
to add a line, circle, or other shape and then type a message in the associated pop-up 
note.  

3.1 Add New Text from Edit Panel 
You can add or insert new text box into a PDF using any of the fonts installed on the 
system. 

1. Select Edit in the global bar. Then, from the Edit panel, select Text under Add 
Content. 

2. Drag to define the width of the text block that you want to add. 

3. The Add text tool intelligently detects the following text properties of text close to 
the point of click: 

• Font name, size, and color 
• Character, paragraph, and line spacing 
• Horizontal scaling 

These text properties are automatically applied to the text box that you add at the 
point of click. 

 You can change the text box properties using the options under Format in the 
left pane. 

4. Type the text. 

5. To resize the text box, drag a selection handle. 

6. To move the text box, place the pointer over the line of the bounding box (avoid 
the selection handles). When the cursor changes to Move pointer , drag the 
box to the new location. To maintain alignment with the other list items, press 
Shift as you drag. 
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3.2 Add New Text from Quick Action Toolbar 
You can use the Add text comment tool to create a box that contains text. You can 
position it anywhere on the page and adjust it to any size. A text box remains visible on 
the document page; it doesn’t close like a pop-up note. 

Text font and size are based on the system's default settings. 
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3.3 Callouts Toolbar 
You can use the Text callout tool to create a callout text box. Callout text boxes are handy 
when you want to single out a particular area of a document. Callout text boxes have three 
parts: a text box, a knee line, and an end-point line. You can resize each part by dragging a 
handle.  
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3.4 Highlighting 
Using markup tool 

1. Open a PDF. 

2. From the Quick actions toolbar, select the Highlight text tool and then move the 
cursor over the text that you want to highlight.  

3. With the Highlight tool selected, you can highlight multiple sections of text by just 
dragging over the text. Once you’re done, deselect the tool. 

4. To add other markups, expand the Highlight tool menu and select the tool for 
other markups. 
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3.5 Add an Arrow, or Shape in the PDF Drawing 
From the Quick action toolbar, select the Draw freehand tool and then select the 
desired drawing markup tool: 
  

• The Line tool ,  the Arrow tool , the Rectangle tool , 
and the Circle tool  lets you create simple shapes.  

• The Cloud tool  and Polygon tool  create closed shapes with multiple 
segments. The Connected lines tool  creates open shapes with multiple 
segments. 

• The Draw tool creates free-form drawings, and the Erase a 
drawing tool  removes the drawing markups. 
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1. To draw cloud or polygon shape in the PDF: 

To create a cloud or polygon shape, click to create the start point, move 
the pointer, and click to create each segment. To finish drawing the 
shape, click the start point, or right-click and choose Complete from the 
menu. Double-click to end a polygon line. 

 
 

2. To draw a line, arrow, or rectangle, either drag across the area where 
you want the markup to appear, or click twice: once to create the start 
point and once to create the end point. 
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3. To draw a square or circle, or to draw a line that’s horizontal, vertical, or 
at a 45° angle, press Shift while you draw. 

 
 

4. To draw free-form lines using the Draw tool, drag where you want to begin 
drawing. You can release the mouse button, move the pointer to a new 
location, and continue drawing. To erase parts of the drawing, select 
the Erase a drawing tool  and drag across the areas of the drawing 
that you want to remove. 
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3.6 Change the Look of your Comments 
a) You can change the color and appearance of comments or markups before or 

after you create them. You can set the new look as the default appearance for 
that tool. 

 

 

b) Optional tool, use Ctrl + E for Text Box and Text Properties  
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Section 4:  Sharing Documents 
4.1 Shared PDF’s 

1. Open a PDF in Acrobat or Acrobat Reader and select Share in the upper-right 
corner. 

2. (Optional) Select Link Setting and ensure that People can comment toggle 
is on.  

3. Select the appropriate option to share the PDF:  
• Enter the recipient's name or email and select Invite. You can add a 

message and a deadline.  
• Select any third-party App and follow the onscreen instructions.  
• Select Create a link to share and share copied link with recipients. 
• Select Send a link or attach this file to an email and follow the 

onscreen instructions.  
Note: By default, the People can comment on this file switch is turned on. To share the 
file only for viewing, select the switch to turn it off. 
 

4.2 PDF Sharing Options 
• Add name or email to invite - Enter the name or email of the recipient. If 

necessary, add a message, or Add deadline, and select Invite. 

 
 

Add name or email to invite 
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• Create a link and share using third-party apps. When you select any available 
third-party app like Microsoft Outlook, Microsoft Teams, or the default email 
client, Acrobat creates a shareable link and opens the respective application with 
the copied link in the message draft. Alternatively, select Create a link to share, 
then copy and share it with the intended recipients. 

 

 
 

4.3 Recipients Experience 
Recipients get a notification that the file is shared with them. The message contains the 
link to the shared document. Clicking the link or the button opens the document in a 
browser. Recipients can also download the document if necessary. 

4.4 Track Shared Files 
The files that you have recently shared are listed in the Home view in Acrobat. 
Select Home > Shared by you. When the recipient views the file, you get a notification 
in Acrobat and an email. To view and track all the files shared for viewing, do the 
following: 

1. Select Home, and do one of the following: 

• To view the files shared by you for view or review, select Shared by 
you. 

• To view the files received for view or review, select Shared by others. 
All the files shared for viewing are displayed along with the following 
information: 

• Name: Name of the file shared for view. 
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• Sharing: Shows if the file is shared or unshared. 
• Last activity: The last time the file was modified. 

 
 

2. To view the details of a file, select the file. A thumbnail of the file is displayed 
in the right pane. The action board in the right pane displays the actions you 
can perform on the file. The displayed actions vary based on whether you 
have shared the file, or received the file for viewing as shown below: 

Action on Files shared by you 
• View the timestamp when the file was last modified. 
• Add People to the shared file. 
• Copy shared link and share with other recipients for viewing. 
• unshared file if you want to prevent anyone else from viewing or 

downloading the file. 
• Delete the shared file permanently from the Adobe Document Cloud. 
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Actions on files shared by you 
 
 

Action on Files shared by others 
• View the timestamp of the file received. 
• Copy shared link to either share it with other recipients or open the file 

on browser. 
• Remove me to remove yourself as a reviewer of the shared file. 
• Report abuse for any inappropriate content received. 
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Actions for files shared by others 
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