How to Send Edits to UMark: A Handy Primer!
Want to save time and money? Sure, we all do! Here are some tips to sending copy and visual edits to
UMark in a way that gets you what you need more efficiently, and with little room for error. Just follow
the steps:
1. Open the document in Adobe Acrobat Pro

2. Save as a new file by going to File > Save As and naming it with your initials or some other
identifier. For the example in step 1, it could be named “Parent_Handbook_2022-ALGedits.pdf”
3. Across the right sidebar there are a bunch of tools. You need the commenting tool. Don’t
have that tool? No problem. Click on the “find tools” icon at the top of the sidebar and search
for “comment.” To get it, just click the tools you want!

4. Now click on the commenting tool (that’s this one)

When you click it, this tool bar inside the dotted circle will pop up. There’s your magic.

5. Now you just need to figure out what you need, and click the corresponding tool:
• Want to strike out some text? Use this:

• Want to strike and replace text? Here’s what you need:

• Trying to insert text? Place the cursor where you want the extra text, click this tool, and
type away:

• Looking for a drawing tool to cross out a huge image or big block of text? Draw away
with this one:

• Or would you like to place a good old sticky note? That’s this one:

You can view all comments made to the document in the panel on the right, and even add additional
clarification by replying to your edits within this view.

6. When you’re done editing, just close the tool. The button looks like this:

And it’s here:

7. Don’t forget to save the document as you’re working, and then send it back to UMark (through
email or on Box), and we’ll get moving on your edits!
If you have any questions, just contact us — we’re happy to help. Thank you for partnering with us!
–Your Friends at UMark

