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Thank you for choosing iAnnotate for your digital annotation needs!
Over two million people use iAnnotate 4 as their go-to app to 
prepare for meetings, take notes on lecture slides (or anything for 
that matter), sign documents, proofread, revise screenplays, grade 
papers, share feedback with colleagues, and more.

You’ll learn all about how iAnnotate 4 can help you, from our 
detailed information of the platform and its tools, to user pro-tips 
listed throughout for additional helpful hints. Check the Tool 
Glossary on page 37 for detailed information about the tools 
offered in iAnnotate 4.

Let this guide be your navigator and quick-reference tool as you 
begin using iAnnotate 4 and leveraging its features.

Happy iAnnotating!

2



All About iAnnotate
Quick Start Checklist

Getting Started
Default Save Location

Opening Documents – General

The iAnnotate Library

Opening Documents - Storage Connections

Importing Documents

Basic Navigation in iAnnotate
Menus and Tabs

Multitasking

Toolbar

How to Use a Tool

Saving and Sharing

Table of Contents

3



The iAnnotate Library
Storage Library

Default Save Location

Storage Connections

iCloud Storage

Shared Folders

Annotations
Annotation Toolbars

Tool Menu

Pencil Annotations

Apple Pencil vs Toolbar Pencil

Highlighter

Typewriter

Stamps

Editing and Moving Annotations

Other Types of Annotations

Additional Options with Annotations

Table of Contents

4



Document Overview
Reviewing Documents

Navigation Panel

Selecting Text

Saving Work

Managing Documents and Folders

Search Features
Search and Filter

Sort

Sharing
Sharing Annotations

Advanced Sharing Features

Additional Features
Download for Offline Access

Document Scanning

Converting Docs and Images

iPad Pro

App Settings

Tool Glossary
Frequently Used Tools

Table of Contents 

5



About iAnnotate

The first part of this guide will help you get started with the app.
We’ll look at how to bring documents into the app: import 
documents into iAnnotate or open them directly from added 
storage connections. Then, we’ll go through some basic app 
navigation and annotation tasks: iAnnotate has many different 
annotation tools, navigation tools and other editing features. Finally, 
we’ll cover saving and sharing annotated documents using email 
and/or cloud accounts: work can be saved to any added storage 
connection within iAnnotate or shared directly with others.
The remaining parts of the guide more thoroughly explain tools, 
features and settings.

Quick Start Checklist

q Set default save location
q Open/import a document
q Add storage connections
q Annotate a document
q Share and/or close the document

Pro-tip: iAnnotate follows the PDF standard,
so many PDF applications, like Adobe, will let
you to see and work with them.
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Getting Started

Default Save Location
Upon opening the app, you will be prompted to select a default 
save location. It is important to select this location. All documents 
imported into iAnnotate will not be saved if there is no default save 
location selected. 
Learn more in the Default Storage Location section on page 14.

Opening Documents in iAnnotate
Documents can be imported into iAnnotate from other apps, such 
as email or can be opened directly from any added storage 
connection within iAnnotate. Any documents that you have saved 
as DOC, GIF, JPEG, PNG, and PPT files are compatible with iAnnotate 
and will be converted to PDF.

We recommend sourcing documents from a cloud service if 
possible. Using cloud storage means that your documents are 
always saved in the service and will be preserved even if your iPad 
is lost or damaged, or in the case of unexpected issues. Compatible 
cloud services include Box, Dropbox, Google Drive, and iCloud. 
iAnnotate supports a variety of WebDAV connections, as well.
All files imported into the app can also be stored locally.  These files 
are not recoverable if the app is deleted, the iPad is damaged or 
stolen, nor are they backed up via iCloud, Mac, or PC device back 
up.
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Getting Started

The iAnnotate Library
The storage library is where you can access documents via added 
storage connections in iAnnotate as well as the default storage 
location where imported documents will save.

Open the library to find and manage documents and folders by 
tapping the “+” icon in the top left corner.

Access app settings, control storage options, import documents, 
create new files, and more from the library.
View all storage connections by tapping the “house cloud” icon.

Opening Documents Using Storage Connections
Once storage locations are integrated, documents can be opened 
directly from these locations.
Navigate to the library in iAnnotate, tap the storage location icon 
(i.e. Google Drive, One Drive, local, etc) to access all documents in 
that location. Then, tap on the document file name or icon to open 
it.
For more information on how to integrate storage connections with 

iAnnotate, see Storage Connections beginning on page 15. 
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Getting Started

Importing Documents into iAnnotate
Open the document on the same device as iAnnotate. Then, tap the 
share icon. Select “Mark Up with iAnnotate” and the document will 
be automatically sent toa new tab in iAnnotate. 

Tap the “+” in the bottom right corner of the library.  Then, tap 
“import file” to have access to any document in storage 
connections added to the files app of the iPad.

Importing Files from a Mac via Air Drop
Open the document in your Mac and select the share icon. Select 
“Air Drop” and then the device to send it to.  Accept on the device 
and tap “iAnnotate” from the pop-up menu. 

Pro-tip:  Any document imported into 
iAnnotate will automatically save to the 
default save location. 
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Basic Navigation in iAnnotate

Menus and Tabs
Show or hide menus with gestures. Tap the page background with 
one finger to show/hide tabs at the top. Tap with three fingers to 
show/hide all menus.

Share, search, and preview options are available from document 
view.

iAnnotate allows multitasking within the app.

Open multiple documents at once by tapping the circle on the left, 
so that a check appears. Then, tap the icon that looks like a 
document on the bottom of the screen.  All documents will open as 
new tabs.

Switch between tabs by tapping them and change their order by 
holding down on the tab and sliding to rearrange.

Additionally, view two documents at a time in “two document view”.  
To enter this view, tap the orange tab and select ‘two document 
view” from the dropdown menu.

10



Basic Navigation, Continued

Toolbar
iAnnotate offers a fully customizable toolbar to make your workflow 
easier (see Annotation Toolbars on page 17).The toolbar is located 
on the right side of the screen for iPad users and along the bottom 
on the iPhone.
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Basic Navigation, Continued

How to Use a Tool
Tools are found on the toolbar on the right side of the screen. Use 
our variety of tools to write, draw, highlight, add shapes or even 
images – anywhere on the document.
Tap a tool icon to select it for use. Once selected, the tool becomes 
active, as indicated by the popup annotation menu in the top right 
corner of the screen. Begin writing, drawing or tap the page where 
the annotation should go. When finished, exit any tool by either 
selecting another tool, or by tapping the check mark on the menu in
the top right corner. This finishes (exits or locks) the annotation. 
Certain annotations, like shape, do not require this step.
To edit an annotation, press and hold (also known as long tap) on 
an existing annotation. A menu specific to the annotation will 
appear in the top right. Options vary based on the type of 
annotation and may include erase, change color, and rotate.

Pro-tip: Double tapping the page reveals
a pop-up menu with the most recently used
tools.  Select directly from here to switch
quickly between tools.
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Basic Navigation, Continued

Saving and Sharing a Document
Documents are auto-saved in iAnnotate. If originally opened from a 
storage location in the iAnnotate library, the document will continue 
to update with changes to that document as they are made. If the 
document was initially imported, the imported copy will be saved in 
the default save location.

To share a file from document view, tap the share icon in the top 
right.  The sharing pop-up menu will provide the options to share 
the document via email or other apps and/or locations. Documents 
can also be shared from the iAnnotate library.

Pro-tip: Documents opened within 
iAnnotate will save to the source location 
regardless of default storage location. 
To continue updating an original document, 
open it from the storage connection within 
iAnnotate rather than importing it.
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The iAnnotate Library

From document view, tap the “+” icon in the top left corner to 
access the library. The first view will be the most recently accessed 
location within the library.  

Tapping the “house cloud” icon opens the storage library. 

Storage Library
Tap the house cloud icon to access the storage library.  The storage 
library shows all storages added to iAnnotate as well as the “quick 
access” location. “Quick access” is the default save location. 
Access documents directly from any of these connections.

Default Save Location
Documents imported into iAnnotate will auto-save to the default 
save location.  This location can be anywhere within an added 
storage connection in iAnnotate. Example, a folder within your 
Google Drive. 

The default storage location can be changed at any time.
From the main library, tap the gear icon in the top right corner, 
followed by default save location.  A check mark indicates the 
location selected. 

Pro-tip: Create a special folder for the 
documents you’ll use in iAnnotate to 
store and quickly access these files within 
your storage location. Name this folder in 
a way that is easily identifiable, such as 
“iAnnotate Docs”.

Note: if using iCloud storage within iAnnotate, the “iAnnotate 
Docs” folder will be automatically created for you. Learn more on 
page 15.
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The iAnnotate Library, Continued

Storage Connections
To add additional storage locations, tap the “+” in the bottom right 
corner of the  library.
iAnnotate allows for local, iCloud, iTunes, DropBox, Box, Google Drive, 
OneDrive, and WebDAV connections.

IMPORTANT: Documents saved in local storage are not backed up 
and are only accessible within iAnnotate. The documents in local 
storage will be permanently deleted if the app is deleted. 
Additionally, local files are not backed up in the iCloud device back 
up. Please back documents up to a cloud storage like One Drive or 
Google Drive. 

The iTunes storage option allows documents to be shared via 
iTunes File Sharing.

Cloud connections allow access to data on those cloud services. 
Some connections (like DropBox and Google Drive) can be added 
multiple times to allow for multiple accounts.

iCloud Storage
iCloud creates an “iAnnotate Docs” folder upon addition to 
iAnnotate. Access to the full iCloud library from within iAnnotate is 
not possible. All documents will need to be added to the iAnnotate 
docs folder. They can be imported into iAnnotate and added or can 
be moved or copied from within the files app on your iPad or 
computer.
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Shared Folders
iAnnotate does not allow for shared documents or folders due to 
potential data loss on collaborative/shared documents.  iAnnotate 
does not write to documents “live” in order to protect data in the 
event of internet loss and allows for off-line use.
The workaround for this is to create a copy of the document, save it 
to your personal storage location, access it in iAnnotate, save it to 
your personal storage location when finished annotating, and then 
re-save it to the shared drive.

Pro-tip: To “select all” documents or folders,
first tap the selection circle of one, then tap
the “…” at the bottom of the page and tap
“Select All” from the popup menu.
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Annotations

Annotation toolbars
iAnnotate lets you create multiple toolbars, so you can build the 
perfect workflow.

Modify an existing toolbar by tapping the toolbox. Tools can be 
added or deleted from any existing toolbar. 

“Useful Commands” is the default toolbar used by iAnnoate. Try one 
of the other toolbar templates offered or create a custom toolbar.
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Annotations

Tool menu
The tool menu has all available tools. They can be separated by 
category or viewed all-together. 

Drag a tool from the tool menu to the toolbar to add it. 
Remove a tool by dragging it off the toolbar.

Rearrange tools on the toolbar by dragging the tool up or down 
(left/ right on iPhone).

Some tools can only be added to a toolbar one time, such as 
document navigation tools. Others, like pencil, can be added 
multiple times to allow for custom settings (like color, opacity, etc.). 

Tapping the “+” icon on the top of the toolbar creates a new
toolbar. Create a custom toolbar or choose from one of the
toolbar templates.

Tapping the trash icon at the bottom of a toolbar removes the 
entire toolbar.

From document view, swipe left over the toolbar (up on the 
iPhone) or tap the stack icon to toggle between existing toolbars.
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Color Undo Eraser

Annotations, Continued

Pencil Annotations
The pencil tool allows freehand writing. The Apple Pencil can be 
used to “always ink” in settings or adjusted so the Apple Pencil can 
act like a finger for actions like scrolling without marking the page.

To use the pencil tool, tap the tool on the toolbar, and begin to mark 
the page with your Apple pencil, stylus, or finger.

Once the annotation begins, an annotation specific menu in the top 
right offers several customizable features like adjusting the color, 
pencil thickness, and opacity. Use the “back” arrow to undo an 
annotations or select the adjustable eraser icon; delete an entire 
annotation by selecting the trash icon. Tapping the pointing finger 
will enable a wrist guard. The wrist guard can be adjusted up or 
down and will not allow marking in the greyed-out area of the 
screen.

Tap the checkmark in the top right to finish the annotation. Press 
and hold (also known as, long tap) on the annotation will allow it to 
become editable.

Wrist
Guard

Pro-Tip: To reactivate the pencil after locking 
an annotation, first press and hold the 
annotation to activate it, then tap the eraser. 
Once the eraser is selected, the pencil will be 
shown as an option on the annotation specific 
menu.



Annotations, Continued

Apple Pencil vs Toolbar Pencil
When the “Apple Pencil Always Inks” setting is on, the Apple Pencil is 
auto-detected as a pencil. This feature allows the pencil to act like 
a pencil and makes annotations every time it touches the page. To 
scroll in this feature, use a single finger.

“Apple Pencil Always Inks”
Apple Pencil always inks can be turned on or off in iAnnotate 
settings.
Tap the “+” in the top left corner à the gear icon in the top right 
corner à Tap Annotation àToggle ”Apple Pencil Always Inks” on or 
off.

If scrolling with your Apple Pencil is more comfortable, then we 
recommend turning off the “Apple Pencil Always Inks” setting.
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Pro-Tip: Two fingers to scroll while a tool is
active to allow navigation without marking
the page.

* Note the difference between 
Apple Pencil (shown above) and 
the pencil tool (below), as shown 
by the tool menu in the top right 
when the tool is active



Annotations, Continued

Highlighter 
The highlighter tool is used to highlight text. It is preloaded into 
many of the toolbar templates but can also be added from the tool 
menu and customized separately.

Pro-tip: The highlighter tool only works on documents 
that have selectable text – i.e., iAnnotate recognizes text 
or the document has undergone Optical Character 
Recognition (OCR). Use the pre-made yellow pencil 
highlighter tool or create your own pencil tool to look like 
a highlighter to highlight on this type of text.

Typewriter
Typewriter is a text box and allows text to be added anywhere on 
the page. Adjust the font or size by tapping the ‘’A”.

Pro-tip: Edit locked typewriter annotations
by selecting the annotation (press and hold),
then tap on the caret (text cursor) in the
annotation menu.
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Annotations, Continued

Stamps
Stamps can be useful when repeated annotations are needed or 
you want to add images to the document.

Tap the stamp tool on the toolbar and then tap the page where 
the stamp should go.  The stamp library will appear. Select from 
the stamp library or add your own image by tapping the “+”.

Pencil and typewriter annotations can be turned into stamps by 
tapping an existing annotation, then press the stamp button in 
the annotation specific menu in the top right.
”Stamp with a specific image” allows the stamp to only stamp 
with the selected image and can be customized from the tool 
menu.

Pro-tip:  Create a custom stamp with
your signature to sign documents or
save and use common comments this way.

Remove a stamp tool from the toolbar by dragging the tool off 
the toolbar while in toolbar edit mode. The custom image will be 
saved in the stamp library.

Delete stamp images by opening the stamp library and 
“pressing and holding” on the stamp. This will permanently 
delete the stamp (including stamps preloaded into the stamp 
library).

Deleting the app will remove all custom stamps.

22



Annotations, Continued

Editing and Moving Annotations
To modify an annotation, first “press and hold” on the annotation 
to select. A dashed line will appear around the selected 
annotation, and a menu with options specific to that annotation 
will appear at the top right of the screen. Color, erase, zoom 
in/out, rotate, or delete are some options that may appear.

Selected annotations can be moved around the page by
dragging.

Highlights, strikeouts, or underlines cannot be moved or edited 
(apart from color), only deleted. A “pencil highlighter” in place of 
the highlighter or a line from shapes in place of strikeout or 
underline can be used to mimic these tools while allowing 
movement.

Pro-tip: A press and hold is a slightly
longer tap than normal. This is especially
important when “apple pencil always inks”
is on.
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Annotations, Continued

Other Types of Annotations
iAnnotate features many more annotation tools, providing several 
ways to take notes and offer feedback. Click on the toolbox at the 
top of the toolbar to see all these options.

Here are samples of the annotation tools offered:

The signature tool can draw detailed pencil annotations. Tap the 
screen where the signature is needed. A white “zoom” box will 
appear at the bottom of the screen. Sign in the zoom box to add 
the signature. If more than one signature is needed, drag the 
“zoom” box to other signature locations. Tap anywhere outside of 
the “zoom” box to exit the signature tool. Once finished, the 
signature can be selected and edited/moved like other 
annotations. See page 25 for a picture example.

Pro-tip: Use the line shape to 
mimic underline or strikeout if text 
is not selectable.

Draw shapes, including arrow, rectangle, and circle

Add longer passages of text with note popups

Add photos directly to the page as a note popup.

Drop bookmarks to keep track of your place in documents or mark 
important passages. Bookmarks can be used multiple times in 
one page.

Record sound clips, up to one minute long

24



Annotations, Continued

Additional Options with Annotations
Some annotations, like pencil and highlighter, allow text to be 
added in an annotation note popup. After finishing the 
annotation, select it and tap the note icon in the annotation 
specific menu in the top right.

Other annotations have special properties as well. Look at the 
annotation specific menu that appears in the top right to see 
what is available for each specific annotation.

Pro-tip: Annotations can be made
anywhere on the document, including
margins. However, annotations made
in margins or between pages can only
be viewed in iAnnotate. These annotations
(in margins) cannot be flattened and
exported.

Signature tool is shown below. Tool explanation can be found on 
page 24.
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Document Overview

Reviewing your Documents
iAnnotate brings a quick and natural paper-like reading 
experience. Scroll or swipe through pages. Pinch in-and-out to 
zoom; this is especially helpful for adding annotations in tight 
spaces.

The tool menu has several tool options to help with navigation 
and reading. Examples include; go to next page, back, forward, 
bookmark, add page, email annotation summary, and rotate.
Access these tools and more by tapping the toolbox icon on the 
top of the toolbar.
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Document Overview, Continued

Navigation Panel “four squares” Icon
iAnnotate lets you edit your documents: add, remove, change page 
order, and rotate pages in documents

Pages: View documents in preview type mode. Change page order 
by “pressing and holding” on the page, then drag and drop it to the 
preferred location.

Edit: Add, remove and rotate pages.

Outline: Create an outline by adding bookmarks to the document.

Notes: A summary of all the annotations. Tap on the annotation 
icon and the app navigates to the annotation in the document. 
Annotations can also be deleted from this menu by swiping left. 

Minimize: Moves the pop-up screen to the right of the document 
allowing the document and this panel to be viewed simultaneously. 
To exit this viewing mode 
tap “full” and then “close”.
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Document Overview, Continued

Selecting Text
To select text, “press and hold” until the chosen text becomes 
highlighted. Adjust the handles at either end to select desired 
text.

Choose from several options once the text is selected. Underline, 
strikethrough, copy and highlight are among some of the 
options. Dictionary, web search and speak functions may also be 
available, but options may vary depending on the IT policy.

Pro-tip: The default dictionary 
can be modified by selecting
“dictionary” and then 
“manage”.

Document Merge
Multiple documents can be merged.
Select two or more PDFs from the
library, tap the “…” icon at the bottom
of the screen, then select merge. The
order can be rearranged before
confirming the merge. The merged
document will automatically open as
a new tab.
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Document Overview, Continued

Saving Work
iAnnotate automatically saves documents as you work.
If the document was opened from a storage connection within 
iAnnotate then it will continue to auto-save the original 
document in that location.
If the document was imported and auto-saved, it will be in the 
default storage location.
It is not possible to close a document before it has saved. If you 
attempt to close an unsaved document a prompt to save will 
appear.  The prompt will have the option of choosing a save 
location or discarding the document. A list of added storage 
connections will be offered to save the document.
Documents can also be saved by tapping the document name 
on the tab. Selecting “save to” will create a copy of the document 
rather than save the original, with one caveat.  If the “saveback” 
location was disrupted in some way (cloud connections only) 
then selecting “save to” will reestablish the connection.

Pro-tip: An * next to the document name
on the tab indicates the document is not
saved.
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Document Overview, Continued

Managing documents and Folders
To manage documents and folders from the library, first tap 
inside the selection circle. Select one of the options from the 
toolbar at the bottom of the screen. Tapping the “…” will reveal a 
pop-up menu with actions including:

- View document details to learn more about the document.

- Copy or move the document to a different folder

- Rename the document or folder

- Create a flattened copy of a selected PDF

- Send a quick email with the document attached

Pro-tip: Documents can only be “moved”
within a storage connection. To transfer
documents between different storage
locations (i.e., local to Google Drive) “copy
to” must be selected. This is a failsafe
to help prevent data loss in the event the
connection is disrupted during transfer.
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Sort
In the main library, iAnnotate lets you sort documents by name 
or date or choose to display them as a list or large thumbnail.



Search Features

Search and Filter
Search document name and content in any storage location 
added to iAnnotate or search only within the document open.

Tap the search icon (magnifying glass in the upper right corner) 
to open the search panel. This panel will allow quick navigation 
of searched terms as well as navigation between the document 
and library.

iAnnotate automatically sorts document names by location. Tap 
the document name to open in a tab, or swipe right on the file 
name to show in the main library.
Options to filter the search are also available. Tap Filters to 
narrow the search. Options are available to select specific 
storage locations and/or name and content.

Pro-tip: There are
some limitations of
the search function
depending on the
storage location.
For example,
standard Dropbox
accounts allow for
document name
search only, while
Dropbox Business
allows for document
name and full text
search
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Sharing 

Sharing Annotations
iAnnotate makes it easy to share notes.

Tap the share icon in the top right corner to open the share 
menu.

First, select the “document type” to share. “Annotated” is the 
default, which will include all annotations in the document and 
allow the annotations to remain editable. Then, tap “Share” and 
choose the method of sharing.

Pro-tip: For documents selected to
share as “annotated”, the recipient must
have an app that supports annotations,
or the notes will not be visible.

Another “document type” option is “flattened”. When a PDF is 
flattened, all its annotations are changed into graphics. This 
means they can be seen in any app, but the ability to delete 
or edit them is lost, even if reopened in iAnnotate. Additionally, 
any links in the document would become inactive.

Documents can also be sent without annotations, and single-
page documents can be passed along as an image.

Send a summary by selecting the “no document” option.

Pro-tip: Choose “flattened” to print
the document with annotations.
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Sharing

Advanced Sharing 
iAnnotate has several advanced sharing options, to configure 
what is sent.
Opt to share the entire document, or only pages with 
annotations when “Annotated pages only” is selected.

Sharing the document with a summary generates a list of all the 
annotations on separate pages at the end of the document 
making it easier to review. Summaries can be sent as text or PDF.
PDF summaries show pictures of the annotations as well as 
provide a text summary.

Additionally, a certain page range can be selected and shared.

Pro-tip: Whenever a document is shared,
the last settings are saved, so they may
need changed the next time around.
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Additional Features

Download for Offline Use
The offline access feature allows you to work offline, which is
especially useful for travel, or when you’re without access to
Wi-Fi.
Select a document from cloud storage, then tap the ellipsis 
icon (...) at the bottom followed by “Download for Offline 
Access”.
Work can be saved to the cloud server when the connection is 
re-established. This feature only works with third-party cloud 
services. iCloud files are automatically saved to the device and 
to the cloud simultaneously and local files are always available 
offline. If the document is downloaded for offline access and 
connection to Wi-Fi is present, the document will continue to 
auto-save.
Documents stored offline can be removed from the cache. 
Navigate to the library, then tap the gear icon followed by 
“remove offline files”.

Pro-tip: The cloud
icon will become
solid white when
the document is
downloaded for
offline access.



Additional Features, Continued

Document Scanning
Documents can be scanned as a new PDF or into an existing PDF.

To create a new PDF, tap the orange “+” sign and choose “Scan 
Document”. Hold the device above the paper being scanned 
until there is an orange outline around the perimeter. Then, take 
a picture. Choose from discard, retake, rotate, add another page, 
or save. After saving, the new document will show up in a tab.

To scan a page directly into an existing document, tap 
the “page navigation” icon, then “edit” and “add”.

Converting Documents and Images
iAnnotate Consumer converts non-PDF file formats to PDF, this
includes MS Office documents, Google Docs and various image 
formats.

When one of these documents is opened, iAnnotate will 
automatically convert it to PDF and display a message to let you 
know what happened.

Pro-tip: Converting MS Office documents and
Google Docs requires online access. This is
because we send documents to our backend, to 
provide the best possible conversion.
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Additional Features, Continued

iPad Pro
For iPad Pro users, iAnnotate supports split screen and 
multitasking modes. This allows you to work in iAnnotate and 
another app simultaneously.

We also offer a special auto-detect feature for the Apple Pencil. 
When the “Apple Pencil Always Inks” setting is turned on via 
settings, iAnnotate starts drawing as soon as the Apple Pencil 
touches the page. It's the closest experience to digital paper yet!

Finally, we offer keyboard shortcuts for Smart and Magic 
Keyboard users. Hold down on the command key while you're in 
iAnnotate to get a list of shortcuts.
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Additional Features, Continued

App Settings
iAnnotate offers several options to further customize your 
annotating experience in App Settings.

From the main library, tap the “gear” icon in the top right corner, 
then App Settings, to show iAnnotate in the settings app.

Settings include; Email Footer, Annotation Author, Single Page 
Mode, and Apple Pencil Always Inks.
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Explore app features and settings and
customize iAnnotate to your liking.

Pro Tip: Customize the 
annotation author (to your 
name, for example) and 
allow others viewing the 
document to see who made 
the annotation(s). 



Frequently Used Tools 
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Notes
Pinned note in a call out box 
over a document can be 
added directly to the 
document, or to an existing 
annotation.

Toolbox 
Allows you to edit your 
toolbar - add tools, add 
toolbars, remove, reorder 
tools, etc.

Highlighter
A highlighter for all 
selectable text in the 
document. Requires 
selectable OCR.

Pencil Highlighter
Pencil feature adjusted to 
highlight. Flexible 
highlighting for non-
selectable text.

Underline
Underline important 
sections of text with any 
color. Requires selectable 
OCR.

Strikeout
Cross-out text. Requires 
selectable OCR.

Typewriter (Date)
Text box feature, which 
allows a date/time stamp to 
be added anywhere on to the 
document.

Typewriter
Text box feature, which 
allows text to be added 
anywhere on to the 
document.

Pencil 
Write freehand on 
documents. iAnnotate is 
compatible with and auto-
detects Apple Pencil.

http://support.iannotate.com/customer/portal/articles/2460322


Frequently Used Tools
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Sound Clips
Record a note and attach 
it to documents to provide 
feedback in your own 
voice.

Bookmarks
Add bookmarks to long 
documents to keep track of 
the important sections or 
navigate.

Signature
A zoomed in window for
signing documents in a
more precise way.

Eraser 
There is no specific eraser tool. 
If an annotation has erasable 
features, then it will show an 
eraser icon in the annotation 
specific menu.

Photos
Include a photo in a popup. 
Great for adding a picture 
of a whiteboard during a 
meeting.

Stamps
Stamp images and photos to 
the page. Existing pencil or 
typewriter annotations can be 
turned into a stamp.

Arrow
Add custom pointers on 
document 

Shapes
Draw an array of shapes, 
including arrows, rectangles, 
and circles.



Happy iAnnotating!
Thanks again for using iAnnotate!

Visit our support site to learn more and share 
feedback to help us improve.

You can always reach us at help@folia.com for further 
information and assistance

www.folia.com

mailto:help@folia.com

