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Adobe Reader is a free program that lets
you read PDF documents. PDF stands for
“Portable Document Format.” PDF
documents are meant to be viewed.
They’re good for sharing, because they look
the same no matter what kind of device or
program you use to open them.
Other document formats, like
Microsoft Word, are meant to be
edited. They may look different
from computer to computer, and
they only look good if you use the
right program to open them.

Let’s download Adobe Reader
You can use the free version of Adobe Reader as a teaching tool, and to
make it easier for you and your learners to access PDFs. To download it,
open up your internet browser and search for Adobe Reader. Then click
on the first result, Adobe Acrobat Reader DC Download.
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Click on the Download
Acrobat Reader button.

Then click on the downloaded
file and click Install. This will
add Adobe Reader to your
computer.
Now you’ll be able to
open PDF files on your
computer.
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Let’s explore Read Out Loud
Users with visual impairments can use
Adobe’s Read Out Loud function to hear
the text on their PDF document. Read Out
Loud is only available on the desktop
version of Adobe Reader, which means it
won’t work on a smartphone or tablet.
Here’s how to use Read Out Loud.
1. Open a PDF file
2. Click on View at the top of
your screen
3. Hover your mouse over Read
Out Loud
4. Click Activate Read Out Loud

When you’re ready to tell Adobe Reader to read some text out loud, click on
View at the top of your screen and hover your mouse over Read Out Loud.
This time, click Read This Page Only. If your PDF document has more than
one page and you want to hear the whole thing, you can click Read to End of
Document. Make sure your speakers are turned on, or you won’t be able to
hear anything.
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At any time, you can go back to the
Read Out Loud menu and click Pause or
Stop. Pausing will allow you to continue
from that point later on. You can
continue by going back to the Read Out
Loud menu and clicking Resume.

You can also tell Adobe to read text from anywhere
in the PDF out loud. To do this, click on any word or
paragraph and Adobe will read it out loud.

Check out these links to learn more about Adobe Reader’s
accessibility tools.
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Instructions for using more Adobe Reader accessibility tools:

T

These links include tips for changing font colours, automatic
page scrolling, and keyboard shortcuts.
help.adobe.com/acrobat/using/reading-pdfs-reflowaccessibility-features.html
A guide to using Adobe Reader with assistive technology:
adobe.com/content/dam/acom/en/accessibility/pdfs/
accessing-pdf-sr.pdf
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Let’s explore Fill & Sign
Adobe Reader’s Fill & Sign function lets you add text, marks, or even a
signature to a PDF document. You can use these functions to help you mark
students’ homework by adding checkmarks and Xs. Learners can mark up a
PDF by writing notes directly on the document.

Click on Sign at the top of the PDF. Then, click Fill & Sign.

You’ll see a new toolbar with a
few buttons to choose from.
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Let’s add text to your PDF
The first button lets you add text directly to your PDF document. Click the
Add text button, and then click anywhere in the PDF document. A text box
will appear and you can type words into it. When you’re done, click anywhere
outside of that text box.

To change what you’ve typed, click on the text box again.
You can edit the text or you can delete it by clicking on the
Trash button.
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Let’s add checkmarks and Xs to your PDF
You can add checkmarks or
Xs to your document by
clicking the Checkmark or X
buttons.

Then, click anywhere on the page where you want
to add it.
You can remove a checkmark or X by clicking on it
and then clicking the Trash button.
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Let’s add your signature and initials

Some PDF documents have space for
you to add your signature or initials.

You can add your signature or
initials by clicking the Sign
button in the Fill & Sign toolbar..

Then click Add Signature or
Add Initials. A signature panel
will pop up.
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Here, you can type your name or initials.
You can change the way your signature
looks by clicking on Change style.

You can also choose to draw your own signature or inititals. You can do this by
clicking the Draw button. Then, click and drag your mouse to draw your
signature or inititals.
If you make a mistake and want to erase what you’ve drawn, click on the Clear
button on the bottom right.

Once you’ve typed or drawn your
signature or initials, click Apply.
Then, click the place in the document
where you want to put your
signature or inititals.
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Let’s explore Review & Comment
You can use Adobe Reader to add
proofreading marks and comments to
PDFs. You can use these functions to mark
students’ homework by adding comments.
Learners can also mark up a PDF by
highlighting important parts or adding
their own comments.
Let’s highlight some text. Using
your mouse, click and drag to
select any text you want to
highlight. A small menu will appear
above the text. Click on the
Highlight Text button.

You can underline text by
selecting it, then clicking the
Underline button.
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You can add a strikethrough by
selecting some text, and then
clicking the Strikethrough button.

You can remove an edit you made by clicking
on it. Then, click the Trash button above it.

You can add a comment to anything
that you’ve highlighted, underlined, or
placed a strikethrough on by clicking
the Comment button.
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Type your comment in the
comment box that appears,
then click Post.

You can see all of the changes you’ve
made by clicking on the Comment
button from the right-hand menu.
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When you click the Comment
button, a toolbar appears at the
top of your screen. You’ll be able
to select the functions you want
to use from this toolbar, like:
•
•
•
•

Comment
Highlight
Underline
Strikethrough

If more than one person is adding
edits to a PDF document, you can
change the colour of your edits.
Different colours make it easy to see
who made each edit.
Click on an edit you’ve made, like
highlighted text. Then, click on the
Change colour button and choose
the colour you want to change it to.
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Review
Did everything make sense?
Is there anything you want to try again?

Now let’s see what you’ve learned

Do you think you can do
these things by yourself?

Can you...

Yes

Not Yet

Use the Read Out Loud feature?
Add a signature to a PDF?
Highlight, strikethrough, and underline text?
Add a comment to a PDF?
Delete an edit you’ve made to a PDF?

What do you want to do next?
Refresh,

let’s go over this lesson again

I understand it all,

let’s go to the next lesson
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