MS Word – Comments Instructions

Review your students’ work online and write comments they may then view online within the document.  They may then use the comments as they edit their documents.  The comments will not print unless they are requested in the Print options.

Overview

You and your reviewers can make annotations on the screen without changing the document text by typing comments by using Insert Comment on the Reviewing toolbar. When a comment is added, Word numbers it (after the reviewer’s initials) and records it in a separate comment pane. Word then inserts a comment reference mark in the document and shades the text that's commented on with light yellow. As with revision marks, Word tracks each reviewer's comment reference marks in a distinct color.
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You can view comments in ScreenTips (small box like a “sticky note” will appear near the text) or in the comment pane that will appear beneath the document. Use the comment pane to edit and review all the comments in the document.

Show the Reviewing toolbar by either 

· right-clicking any toolbar, and then click Reviewing, or
· in the menu bar click View, then click Toolbars, then click Reviewing

Insert a comment
1. Select the text or item you want to comment on, or click at the end of the text.

2. On the Reviewing toolbar, click Insert Comment, or
In the menu bar, click Insert, then click Comment
3. Type the comment text in the comment pane at the bottom of the screen.

Tip   After you've inserted a comment, you can click Close to close the comment pane.

Add or change the name or initials used in comments
1. On the Tools menu, click Options, and then click the User Information tab.

2. In the Name and Initials boxes, type the name and initials you want to use in your own comments. 

Notes   

· The information you type in the User Information dialog box is used by all Office programs. For example, if you're using the change-tracking feature in Microsoft Excel, this name appears in the ScreenTip above the change.

· If you're sending a document to multiple reviewers and want to avoid comments indicated by an unknown reviewer, ask your reviewers to add their initials by following this procedure. 
View comments in one of two ways:
· Scroll over the highlighted area and the comment will appear in a Screen Tips box near the highlighted text, or

· In the menu bar click View, then click Comments; the Comment Pane will then appear beneath the document

Edit comments
Right-click the highlighted comment indicator in the text, click Edit comment.

Delete comments
Right-click the highlighted comment indicator in the text, click Delete comment.

Print document with comments

1. On the File menu, click Print.

2. Click Options.

3. Select the Comments check box. 

Comments will not be shown in Print Preview.

Tip   To print only comments, click Print on the File menu. In the Print what box, click Comments.

Use Help available within Microsoft Word for more information – that’s where the above information is located.
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