
How to Enter Text, 
Annotate, or Draw 

on  a 
PDF Document



Using a Computer



https://www.pdfescape.com/?noredirect=true

* Sign up  is not required

USE THIS FEATURE

https://www.pdfescape.com/?noredirect=true


Step 1
Download and Save 

PDF document 

* Remember where 
the file is saved



Step 2 
Drag and Drop the

document into the box 
OR search for the file.

OR



Step 3 
This window will 
appear with the  

selected
PDF document



Step 4 
To add text / type on 

document

a. CLICK on the TEXT box

b. DRAW (click and drag) text 
box on the PDF document at 
the location where response 

in required
*Draw a new text box for 

each response

c. Type in response

1
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Step 5 
Click the PRINTER icon



Step 6 
Click PRINT



Step 7 
The “Print” dialogue box  

will appear, 

- Destination: Save as PDF

Click SAVE

1
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Step 8 
The “Save As” dialogue 

box will appear

Rename PDF document 
and Click SAVE

FILE IS READY TO 
UPLOAD / SUBMIT

1
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Using a Phone or Tablet



The device may 
require an App
*Current iOS (Apple) does not 
require downloading an app 

Suggested 
Free App(s) to 

Download 

*Apps can be downloaded onto 
iOS  or Android



For iOS (Apple)



Step 1 
Select PDF document 

to Open



Step 2 
Tap “SHARE”



Step 3 
Tap “SAVE to FILES”



Step 4 
Tap tile of document to 
Rename File, then tap 

“DONE” 1

2



Step 5 
Save to File 



Step 6 
Go to File to open saved

document  



Step 7 
Tap “Markup” icon  

Use to draw

Change 
colors

Use to 
enter text 
or shapes

1

Letter
size

undo



Step 8 
-Turn off  “Markup” and

Tap “Done”

FILE IS READY TO 
UPLOAD / SUBMIT

1
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For Android



Step 1 
Select PDF document 

to Open



Step 2 
Tap “DOWNLOAD”



Step 3 
Change file name, then 

Download
1

2



Step 4 
Open file with App of

Choice



Step 5 
Add Text or Draw
-Tap pencil icon

-Tap “Comment”

1
2



Step 5 
(Con’t)

Add Text or Draw

Tap to change 
color and font

Use to drawUse to add text



Step 6 
Tap “Check Mark” icon

FILE IS READY TO 
UPLOAD / SUBMIT
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