How to Add Comments to a PDF with Adobe Reader

The format-specific, bookmarked PDF versions of the Multiple Primaries and Histology (MP/H) Coding
Rules available on www.afritz.org have been enabled to allow you to make comments, highlight text,
and add “sticky notes” to the document. These instructions show you how to add your own notes and
markings to the document using the free Adobe Reader 8.

If you do not have Adobe Reader, version 7 or higher, download and install the free Adobe Reader
software from http://www.adobe.com/products/acrobat/readstep2.html.

Open Adobe Reader 8 on your computer, then open the PDF of your MP/H file.

OPENING THE BOOKMARKS

To jump to a specific page, click on the Bookmark symbolE on the left side of the screen. If the
document is bookmarked, an unnumbered table of contents will be displayed. Click on [+] to further
expand the list or click on [-] to collapse the list. You can click on any of the items listed to jump to the
first page of that section. To close the bookmarks list, click on the Bookmark symbol again. (For most of
our examples below, we jumped to the first page of General Instructions.)
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ADDING STICKY NOTES, HIGHLIGHTING, OR COMMENTS TO A DOCUMENT

Click on Tools on the menu bar at the top of the screen. If the PDF has been enabled to allow you to add
notes, you will see Comment & Markup at the top of the options box. (If the PDF you are viewing is
not enabled, you will not see Comment & Markup and cannot use this feature.)

Move your cursor down to Comment & Markup to expand the options list. There are many individual
tools that you can use to make notes in the document. You can pick any one of them for your notes. If
you are using Adobe Reader 8, you can actually practice with this document, as it has been enabled.
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TO ADD A STICKY NOTE TO A PAGE

i

Click on the Sticky Note tool in either the dropdown menu or the Comment & Markup toolbar.
Click on the page where you want the symbol to show. (You can move the symbol once it is on the page
by clicking and dragging it to a different place.) In addition to the symbol, a yellow-bordered note will
appear. Click inside the white area on the note and type your comment. Click outside the yellow note
when you are finished. You can size the note by dragging the right or left lower corner to the size you
want. You can also click and drag the yellow note anywhere on the page. However, understand that the
yellow note covers up the text behind it, so move it to a blank area on the page. You can hide the yellow
note by clicking on the [ _] in the upper right corner of the note, and you can make it appear again by
double-clicking the note symbol. To delete the note completely, click on the symbol and press Delete.
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Multicentric, multifocal \

Tumor, mass, lesion, neoplasm ) /
DEFINITIONS .
Note: Use these terms and definitions for all reportable cases except lymphoma and letke prd primaries (MO300-0080), = £
Bilateral: Relating to the right and left sides of the body or of a bodwicn e: bilaterality is not an indication of single or multiple primaries.

Clinical Diagnosis: A diagnosis that is not m'Lcroscochnle__cw. It may be based on information from diagnestic imaging or the clinician’s

expertise. /
Contignous tumor: A single tumor that involvisy mvades, or bridges adjacent or connecting sites or subsites.

Focal: An adjective meaning limited 1
MACTOSCOpPIC.

@ specific area. A focal cancer is limited to one specific area or organ. The area may be microscopic or

Foci: Plural of focus.

Focus: A termused by pathologists to describe a group of cells that can be seen only by a microscope. Thez cells are noticeably different from
the surrounding tissue either by their appearance, chemical stain, or other testing.

Note: in this illustration, the line between the symbol and the note only shows when the cursor is over the
note or the symbol. It does not appear all the time.
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TO HIGHLIGHT TEXT IN THE DOCUMENT

Click on the Highlighting tool 4 either in the dropdown menu or on the Comment & Markup
toolbar. Then use your cursor just as if it were a highlighter pen. To “unhighlight’ an area, just click on
the highlighted area and press Delete.
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General Instructions

EQUIVALENT OR EQUAL TERMS
Multicentric, multifocal
Tumeor, mass, lesion, neoplasm

DEFINITIONS

Nare: Use these terms and defimitions for all repontable cases except lymphoma and leukemia primaries (M9300-0080), =
Bilateral: Relating to the right and left sides of the body or of a body structure: bilaterality is not an indication of single or multiple primaries.

Clinical Diagnosis: 4 diagnosis that is not microscopically confirmed. It may be based on information from diagnostic imaging or the clinician’s
expertise.

Contiguous tumer: A single namor that invelves, invades, or bridges adjacent or connecting sites or subsites.

Focal: An adjective meaning limited to one specific area. A focal cancer is limited to one specific area or organ. The area may be microscopic or
MACToscopic.

Foei: Plural of focus.

Focus: A term used by pathologists to describe a group of cells that can be seen only by a microscope. The cells are noticeably different from
the surrounding tissug either by their appearance, chemical stain, or other testing.

Laterality: Indication of which side of a paired organ/site a tumor is located. (See Paired organ/site)

TO ADD A TEXT BOX

The difference between a sticky note and a text box is that the text box always appears on the screen; a
sticky note can be hidden so that only the symbol shows.

Click on the Text Box tool "~ either in the dropdown menu or on the Comment & Markup toolbar.
Click on the page where you want the text box to show and drag the box to the size you want. Click
inside the box and type your comment. You can edit the text font somewhat by right-clicking on the text
and then clicking on Text Style in the pop-up window.

Click outside the box to finish. You can resize the box by clicking on the box and pulling an edge to the
size you want. You can edit the border and fill by right-clicking on the box and then clicking on
Properties in the pop-up window.

Focal: An adjective meaning limited to one specific area. A focal cancer is limited to one specific area or organ. The area may be microscopic or
Macroscopic.

@ |Discussed with Dr. Graham on 2-8-07. |

Foci: Plural of focus.

Focus: A term used by pathologists to describe a group of cells that can be seen only by a microscope. The cells are noticeably different from
the swrrounding tissue either by their appearance, chemical stain, or other testing.
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TO ADD A CALLOUT BOX

Click on the Callout tool Eh' either in the dropdown menu or on the Comment & Markup toolbar.
Click on the page where you want the arrow to start and drag to place the box where you want it. Type
your comment inside the box. You can edit the text font somewhat by right-clicking on the text and then
clicking on Text Style in the pop-up window. Click outside the box to finish. You can resize the box by
clicking on it and dragging one of the edges to the size you want. You can reposition the point of the
arrow by clicking on the tiny square at the point and dragging it to where you want.
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IMPORTANT!

In order to retain your comments and notes, you must save the file when you close the document, just as
you would any other document. You can save it under the same name or a new name if you prefer. There
are several ways to save the file, and if you forget, you will be reminded when you exit the program.
When you open the file again, you can edit or change any of the notes that are in the document.

There are many other markup tools available in Adobe Reader 8—square and circle outlines, arrows,
pencils and erasers, even time-and-date stamps for revisions. You can copy and paste notes from one
enabled document to another enabled document (just in case there’s a revision of the file). Experiment a
little, and you maybe able to give up your hard copy manuals!!

Instructions prepared 01/06/07 by April Fritz, RHIT, CTR. A.Fritz and Associates, LLC. www.afritz.org.





