
There’s 2 ways you can work on PDF files on an iPad

Click ‘Done’ in the top left 
corner and any changes will be 
saved

Click ‘Done’ in the top right hand of the screen once to go back to 
the original editing page. Then click ‘Done’ in the top right again 
to save any changes you have made to the image

To take a screen shot on an iPad press 
the button at the bottom at the same 
time as the power button. If you don’t 
have a button at the bottom of the 
iPad press the volume up button and 
the power button at the same time. 
This saves your screen as a photo

One way uses the Adobe Reader app that can be found on 
the App Store 

Open the document in the Adobe reader app

You’ll see this icon in the 
bottom right corner. Click on 
it to open a menu

Click ‘comment’ and a 
menu will appear at 
the top of the screen

The pencil means you can draw on 
the PDF with a pencil tool

The ‘T’ adds a text box where you 
draw it. The keyboard will pop up 
at the bottom of the screen to type 
in. When you’ve finished typing 
click post and it’ll appear in the 
text box on the PDF

The ‘post’ 
button is at 
the far right 
of the area 
you type in

The second uses the Photos app that comes on your iPad
To do this you have to take a screen shot of the PDF when it’s open 
on your iPad

Open the saved screenshot in the ‘Photo’ app and click ‘edit in 
the top right corner of the screen

Click the ‘...’ in the 
top right corner for 
a menu

Click on ‘Markup’ 
and a menu will 
pop up at the 
bottom of the 
screen

The pen and pencil 
tool can be used to 
draw on the picture

Use the ruler to draw along to 
draw straight lines. Click on the 
ruler to make it appear on the 
page, change the angle with your 
fingers, and click on the ruler image 
again to make it disappear again.

Click on the ‘+’ to 
get a menu and 
select text. Draw 
the text box and 
type when the 
keyboard pops up.

YYou can also draw 
shapes by selecting 
the shape you want


