Editing Galleys Electronically in .pdf Format

 NOTE: Please don’t convert the Galley into a Word document when editing it, as the formatting in the
original .pdf document doesn’t carry over correctly into Microsoft Word.
 Please mark up your changes with highlight, strike-through or different colored font.
 Review if your enrollment limits rolled over correctly, including totals for combined classes.
 Write in any NOTES for the students, including Canvas website/instructor email address for online/hybrid
courses, orientation dates, off-campus location addresses, as well any OER/ZTC/LCT classes, etc.
•

When you open the Galley the default program should be

•

Once you have opened the Galley, click on the “Tools” tab in the top left corner.

•

After clicking of the “Tools” tab, click on the option titled “Comment”.

Courtesy of LA Mission College Feb 2019

.

Editing Galleys Electronically in .pdf Format

•

Everything you need to make changes to the Galley, is in the Comment option. After clicking on Comment you
should see a Comment bar pop up with a lot of tools:

-

-

your mouse pointer
After clicking the Highlight tool, the icon changes to show it is active
also changes and any text you click and drag over or “highlight” will be highlighted. To change the mouse
pointer back, click on the Highlight tool image again and it will go back to being inactive.
An alternative method is to select the text first and then clicking the Highlight tool, this will highlight only
the selected text and automatically go back to being inactive.
The Underline tool and

Strikethrough tool works the same way as the Highlight tool.

Anything you click and drag over will either be underlined or be strikedthrough depending on which tool you
selected.
-

click where you want to add the text and a text properties
After clicking the Add Text tool
Box will appear on the very right of the tool bar, allowing you to change the font type, font size, and color.

-

The Add text box tool allows you to click and drag to create a text box to type in.

Courtesy of LA Mission College Feb 2019

Editing Galleys Electronically in .pdf Format

•

Below is an example of how these tools can be used to mark changes to the Galley:

-

The changes above were all done using the Highlight, Strikethrough and Add Text tools.
If you mistakenly applied a change that you don’t want like highlighting text you didn’t mean to highlight,
make sure none of the tools are active and the mouse pointer is normal, you can then click on the unwanted
change and press “delete”.
•

Don’t forget to Save your changes
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