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Annotated PDF (Windows)

Introduction

PDF annotation on a Windows device allows users to interact directly with documents by
highlighting text, adding notes, drawing, and marking up content using simple tools. This feature
supports active reading, editing, and organizing information without the need for additional
software programs or extensions. The following steps outline how to access and use annotation
tools on a Windows device.
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1 On your m \— Open Enter . - i
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. [J send to My Phone @ Firefox
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8 [ grade-4-compare-contrc  £7) Compress to... > B Search the Microsoft Store
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&
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2 Once the PDF I=E ¥ v Vo v ¢ A | @b | AskCopilot -+ 1 et | @) Qe B | & B | Editwith Acobi
opens in
: ( Character Builder
M]CFOSOft Edge, Fundamentals
Story Title Character Name.
: [IMain character  [IMinor character [ ter [
ou will see a
y Physical appearance
(Gender, age, body type, hair, eyes, facial features, dress, post peech, first i
toolbar at the
top Of the Background that may influence motivations
(Education, religion, family, early childhood experiences, financial situation, profession, marital status,
ije 1 other relati ‘habit: i i )
screen. This is
what will be .
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d‘t t ‘t (Distinctive traits, self-image, yearnings/dreams, fears/apprehensions, sense of humor, code of ethics,
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the PDF.
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(Hobbies, skills favorite foods, favorite colors, favorite books, etc.)
= '9'v‘v Q ab | Ask Copilot - 4+ IR Qale B & -

The first option
available is the
highlight option.
This can be
used to highlight
portions of the
text that you
would like to
emphasize. You
can also change
the colour and
the thickness of
the highlighting.
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Text only highlight

Y
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mentals
e Character Name
tharacter  [JMinor character  [JProtagonist/supporter [

al appearance

Thick  age, body type, hair, eyes, facial features, dress, posture, peech, first

Background that may influence motivations
(Education, religion, family, early childhood experiences, financial situation, profession, marital status,
other ips, habits, i health)

Personality
(Distinctive traits, self-image, yearnings/dreams, fears/apprehensions, sense of humor, code of ethics,
attitude - optimistic? overly sensitive?)

Other details
(Hobbies, skills, favorite foods, favorite colors, favorite books, etc.)
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4 Next, you have
the option to

write freehand. o0

Again, there is o0

[

L
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5
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N
chascter NmD(N\n\{
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change the
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thickness of the indigaemsonment ety PO Lo
pen.
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Personality
(Distinctive traits, self-image, yearnings/dreams, fears/apprehensions, sense of humor, code of ethics,
attitude - optimistic? overly sensitive?)

Other details
(Hobbies, skills, favorite foods, favorite colors, favorite books, etc.)

5 If you would like
to erase
something that -
was written or Character Builder

fundamencts omnee D QO
drawn, you Can [Main character  [IMinor character [ ter [m] ter
Physical appearance
use th e eraser (Gender, age, body type, hair, eyes, facial features, dress, postu isms, speech, first i
option in the . _
Background that may influence motivations
(Education, religion, family, early childhood experiences,financial situation, profession, marital status,

toolbar. other ips, habit; health)
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~

Personality
(Distinctive traits, self-image, yearnings/dreams, fears/apprehensions, sense of humor, code of ethics,
attitude - optimistic? overly sensitive?)

Other details

(Hobbies, skills, favorite foods, favorite colors, favorite books, etc.)

Page 3 of 6



SET-BC

Step Instruction Visual Depiction

6 The next option
is the ab]'[jty to =19 AV @ ab | AskCopilot = & 1o | R Qe g -
add a textbox.

e : N
Here, you can N Character Builder
Story Title Character NameﬁﬁiDWQ&mX{i
type yOUr teXt Or E!Aanvncha;cte;v EI&Am;;:havgter [Oprotagor PP O pporter
you can use e s s s oot

Background that may influence motivations

dictation. You
also have the e o R umandingenonnt ety oS mara st
option to

change the font NS ———
colour, size, and

spacing. You

can also move B _ ]
the text box to

different areas

of the screen by

clicking and

dragging on the

blue bar on the

lefthand side of

the text box.

7 You can a[so =[P ¥V Q a@ Ask Copilot -+ @ 1 e @ Qe S -
choose to have

o
~N
( Character Builder
the teXt read Fundamentals
Story Title Character Name@,,&m,
aloud [IMain character ~ [IMinor character [ i ter [0 i ter
.
Physical appearance
(Gender, age, body type, hair, eyes, facial features, dress, posture, isms, speech, first i i

Age 10, brown eyes, black hair

Background that may influence motivations
(Education, religion, family, early childhood experiences, financial situation, profession, marital status,
other. i habits i i health)

Personality
(Distinctive traits, self-image, yearnings/dreams, fears/apprehensions, sense of humor, code of ethics,
attitude - optimistic? overly sensitive?)

Other details

(Hobbies, skills, favorite foods, favorite colors, favorite books, etc.) ‘
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8 Once read aloud i Read aloud K00 b =
is selected, you
can choose to
pause/play, as
well as change
some voice
settings.

Q Once you click s 900 ol 9 Voice options X
on the “Voice
Options” button,
you can change S
the reading O
speed and the
type of voice.

Sow Normal Fast

Choose a voice

| Microsoft Ava Online (Natural) - Engl \/ |

Microsoft Liam Online (Natural) - English (Canada)
Microsoft Yan Online (Natural) - English (Hong Kong SAR)
Microsoft Sam Online (Natural) - English (Hongkong)

Microsoft Neerja Online (Natural) - English (Indiia) (Preview)
Microsoft Neerja Online (Natural) - English (India)
Microsoft Prabhat Online (Natural) - English (India)
Microsoft Connor Online (Natural) - English (Ireland)
Microsoft Emily Online (Natural) - English (Ireland)
Microsoft Asilia Online (Natural) - English (Kenya)
Microsoft Chilemba Online (Natural) - English (Kenya)
Microsoft Mitchell Online (Natural) - English (New Zealand)
Microsoft Molly Online (Natural) - English (New Zealand)
Microsoft Abeo Online (Natural) - English (Nigeria)
Microsoft Ezinne Online (Natural) - English (Nigeria)
Microsoft James Online (Natural) - English (Philippines)
Microsoft Rosa Online (Natural) - English (Philippines)
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10

If you would like
to have the text
translated, click
on the translate
button and
choose from the
dropdown menu
of languages.

[IMain character

OMinor character  [J

Physical appearance
(Gender, age, body type, hair, eyes, facial features, dress, posture,
Age 10, brown eyes, black hair

ist/supporter [ ist/supp

speech, first

Background that may influence motivations
(Education, religion, family, early childhood experiences, financial situation, profession, marital status,

other i ips, habits,

health)

Personality

(Distinctive traits, self-image,
attitude - optimistic? overly sensitive?)

ense of humor, code of ethics,

Other details

(Hobbies, skills, favorite foods, favorite colors, favorite books, etc.)

=9 v ¥ - -+ 1 oft | ) Q| @ & - Translate
e : N
Character Builder
Fundamentals
Story Title

X

English (detect... ¥ e Danish 4

Age 10, brown eyes, black hair

<D

Alder 10, brune gjne, sort har

< 0

1

Once you have
completed your
annotations,
click on the
“Save as” icon
to save the
changes you
have made to
the PDF. This
ensures that the
original PDF
stays intact.
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¥ v

Q AN | ab | Ask Copilot -+ 1] of1 | )
( Character Builder

Fundamentals
Story Title_ Character Name””D”&*Lg( AN
ist/supporter [ ist/supporter

[OMain character ~ [IMinor character [m]

Physical appearance

(Gender, age, body type, hair, eyes, facial features, dress, post. peech, first

Age 10, brown eyes, black hair

~N

Background that may influence motivations
(Education, religion, family, early childhood experiences, financial situation, profession, marital status,
other ips, habit: it health)

Personality
(Distinctive traits, self-image,
attitude - optimistic? overly sensitive?)

ense of humor, code of ethics,

Other details
(Hobbies, skills, favorite foods, favorite colors, favorite books, etc.)

Page 6 of 6

o &




	Annotated PDF (Windows)
	Introduction


