


5. Formatting text

Format text to cursive/italic, bold, superscript or 
subscript. Use the highlight text tool, select the text 
and then note in the popup menu what kind format the 
text should receive. 

To change text in multiple formats with the replace 
or highlight  tool, you can specify this in the popup by 
using angle brackets < > to indicate what format the 
text should get. For example:

Italic  – <italic>

Bold  – <bold>

Superscript  – <sup>

6. Inserting symbols or special 
characters

An ‘insert symbol’ feature is not available for 
annotations, and copying/pasting symbols or non-
keyboard characters from Microsoft Word does not 
always work. Use angle brackets < >  to indicate these 
special characters (e.g., <alpha> , <beta> ).

8. Summary of main functions

Insert text – Use Text Edits tool (position cursor and begin typing)

Replace text  – Use Text Edits tool (select text and begin typing)

Delete text  – Use Text Edits tool (select text and press delete key)

Highlight text  – Use Highlight Text tool (select text)

Attach a �le  – Use the Attach a File with Comment tool (select tool, 
position cursor and click mouse, select �le)

Sticky note – Use sticknote (select tool, position cursor and click 
mouse, add the note in de pop-up)

9. Reviewing changes

To review all changes, do the following:

1. Click the Comments button to reveal the comment tools

2. Click the triangle next to Comments List (if not already visible)
Note: Selecting a correction in the list will highlight the corresponding item in the 
document, and vice versa.
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A. Sticky Note; B. Attached �le; C. Highlighted text; D. Inserted text; 
E. Crossed-out (strike-through) text; F. Replaced text

Use the Comments list to review all changes


