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At times, you may find it more convenient (even necessary) to edit someone else’swo rk on the
computer screen rather than paper. But how can you insert queries and comments without
cluttering another person’s work? This handout offers one solution by explaining how to use
the comment function in MS Word 2000. The instructions tell you how to

let others know who’s making the comments
add your own comments

view comments made by others

delete or print comments

To benefit from these instructions, you should already have a basic understanding of how to
create documents using MS Word. Altho ugh the instructions were created for Word 2000,
they may prove useful with other recent versions of the software.

About the Comment Function: Virtual Sticky Notes

The comment function in MS Word is roughly equivalent to adding a sticky note to a printed
document. Because of this similarity, the comment function has the same benefits as sticky
notes. That is, they

allow you to insert your own comments

into someone else’s file (or even into
your own) without substantially
rewriting the original text

allow others to find your comments
quickly
can be discarded easily and without

damaging the original text

As Figure 1illustrates, an inserted comment appears
on writer’s screen as highlighted yellow text. When
the writer places her or his mouse icon over that text,
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Fig 1. The comment function is similar to
using a highlighter and sticky notes

the comment appears. It disappears when the icon is moved again.
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To Let Others Know Who Wrote a Comment

MS Word allows numerous people to
respond to the same draft. That means you
must ensure that readers can recognize who
wrote the comments in their file. Usually,
you can do that by adding your name or
initials automatically to each comment. To
do that,

1. choose Options from the Tools
menu at the top of your MS Word
screen (an Options window will
appear, giving you numerous
options)

2. choose the User Information tab

3. enter your name and initials in the
appropriate boxes (see Fig. 2)

4. click the OK button

After that, your name or initials will appear
with each comment you create (see Fig. 1).

To Add Your Own Comments

Once you have set your identity under User
Information, you are ready to add
comments. To add acomment

1. Select the text you want to
commenton. (You select the text
just as you would for copying,
cutting, and pasting.)

2. Select Comment from the Insert
menu at the top of the MS Word
screen.

Once you complete step 2, your screen will
divide in two. The lower portion gives you
space to type your comments (see Fig. 3). If
you want to close the comment portion of

the screen, click the Close button at the top

of the lower comment window.
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Fig 2: Enter your name and initials using the
User Information screen
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Fig 3. The split screen view for entering
comments
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To View All Comments at Once

You may want to see the comments you’ve made, or to review all the comments made by
someone else. Insuch cases, choose Comments from theView menu. (The comment window
pictured in Fig. 3 will reappear.) You can scroll through the comments.

To Delete a Comment

Tlinguistically, Tachrolegically, CMC o
w 1. Place cursor to

givan app];catic-n[snr_ﬂl suchas emaill right of comment

1. place your cursor just to Figurs 1 for a sampla of 2 MUDYMOO mtertace.) Each apphcation al
the right of the highlighted
text (see Fig. 4)

To delete a comment,

cormnplste specific taske—such as creating and sending a message, ste

2. hit the backspace key (The
commentor’s initials will Tinguistically. Techniologically, CMC can be characterized in terms of
be highlighted; see Fig 4) given app].,,m,-@r-, suchas email] 2. Hit backspace

< once to highlight,

3. hit the backspace key Figura 1 for a sample of a MUD/ MO0 )
. . again to delete
again (The comment will complete specific taske—such as craay
be deleted)
Note that the original text will not Fig. 4. To delete a comment, hit the backspace key
be deleted—just the comment text. twice; the comment will disappear, but the original text
will remain
To Print Comments Print HE
. rinter
To print a set of comments Mame: | G hp deskiet 9300 series x| Properties |
without printing an entire file, Status: Ide
- - Type: hp deskjet 930c series
begin as you would to print any where: LPTL; ™ Print ta file
document: e
Page range ~Copie:
1. Choose Print from the Lo Mumbet of copies: |1 3‘
. i " i
File menu at the top of R golesfien
" Pages: I 11 W Collate
the MS Word screen Enter page numbers and/or page ranges '
separated by commas, For example, 1,3,5-12
2. From the Print window, -
Zoam
select Comments from the Prink what:  {Document E| Pages per shest: |1 page vl
1 1 Document
Prlnt What menu (See Flgm Diocument properties Scale o paper size: |No Scaling vI
5) Comments
Styles I
. Optians.,, |AdtoText entriss QK I Cancel
3. Click the OK button Koy assignments

Fig. 5. To print comments, select Comments from the
Print what menu of the Print window



