
 

Factsheet 3: Finding and identifying useful information 
within digital documents.  
 
Microsoft Word (Office 365) 
 
Use the ‘Find’ tool to search for keywords. 
 

• Select the ‘Find’ icon (red arrow) or use the keyboard shortcut ‘Ctrl’ and ‘F’. 

 
• Type the word you would like to find into the search box - in this example 

‘paragraph’ (red arrow below).   
• Your word will be highlighted throughout your text (green arrow below). 

 

 
 
  



 
Use the ‘Navigation Pane’ for an overview of your document  
 
Note: This will only work with documents that have been formatted with headings as 
per the example below.  
 

• Select the ‘View’ tab (red arrow).  
• Ensure the ‘Navigation Pane’ checkbox is ticked (green arrow).  
• Document headings will be listed on the left (yellow arrow). 
• Click on a heading to navigate to it immediately. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Use ‘Highlighting’ to identify useful information within your Microsoft 
Word document. 
 

 
• Select useful text with the cursor. 
• Use the highlighting tool to identify it 

(red arrow). 
 
 
 
 
 
 

 
 

• Use different colours to indicate different information types (see below). 
 

 
  



 
Use ‘Comment’ to add a note to text indicating a view, summary or 
comment that is relevant to your assignment question or study task.   
 

• Select the ‘Review’ tab (red arrow). 
• Select the text within your document that you would like to add a comment to. 
• Select ‘New Comment’ (green arrow). 

 

 
• Type your comment in the text box that appears (yellow arrow).   

 

 
  



 
Adobe Reader  
 
Use the ‘Find’ tool to search for keywords. 
 

• Select the ‘Edit’ menu and then ‘Find’. 
• Alternatively hold the ‘Ctrl’ key and press ‘F’ (red 

arrow). 
 
 

• Type the word you would like to find into the search 
box (green arrow).  

• All instances of your word will be highlighted (yellow 
arrow).  

 
 
 
 
 
 
 
 
 
 
 

 
 
 
  



 
Use ‘Highlighting’ to identify useful information within your PDF 
document. 

 
• Double click on the yellow ‘Comment’ 

icon which can be found on the right-
hand side of the Adobe Reader 
application window (red arrow).   

 
 
 
 
 
 
 
 
 

 
• Select the ‘Highlighting’ icon and choose a colour (green arrows).  
• Use different colours to indicate different information types.  

 
 

 
 

 
 



 
Use ‘Comment’ to add a note to text in your PDF document indicating a view, 
summary or comment that is relevant to your assignment question or study task. 
 

• Select the ‘Comment’ icon from the toolbar above your document (red arrow).   
 

 
• Position your cursor within the document text (green arrow). 
• Type your comment in the text box that appears (yellow arrow).   
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