
 

Figure 1 

• To Insert the marks on sheet, go to the Home Tab and click on Typewriter Icon (Figure 1). 

• Cursor will be changed from Arrow to Text. 

• Click on page where Marking is required.  



 

Figure 2 

• Typing cursor is now ready to type. Insert the Marks and Save the documents by Pressing Save Icon OR by pressing Ctrl+S keys (Figure 2). 

• Now, click on Comments Tab and Select the Oval Icon (Figure 3). 

• Circle the given marks by Oval Icon (Figure 3).  
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Figure 3 

 

 

 



 

Figure 4 

• Click on Comments Tab and Select the Stamp Icon 

• Select the required Stamp and then place it page where desired (Figure 4).  

• Selected stamp is now added to document (Figure 5) 



 

Figure 5 


