Introduction to Comments:

e Comments in Microsoft Word are annotations or notes that users can
add to specific sections of a document to provide feedback,
suggestions, or additional information.

e They are useful for collaboration, revision, and communication among
multiple users working on the same document.

Inserting Comments:

e Toinsert a comment, users can place the cursor at the location within
the document where they want to add the comment.

e From the "Review" tab in the Ribbon, users can click on the "New
Comment" button, which opens a comment box where they can enter
their comment text.

Editing Comments:

e Users can edit existing comments to revise or update their content.

e To edit a comment, users can click on the comment box to select it,
and then make changes directly within the comment box.

Replying to Comments:

e Word allows users to reply to comments to engage in threaded
discussions or provide additional context.

e Users can click on the "Reply" button within a comment box to add a
response directly below the original comment.

Navigating Comments:

e Word provides navigation options for quickly moving between
comments within a document.

e Users can use the "Previous" and "Next" buttons in the Review tab to
jump to the previous or next comment in the document.

. Viewing Comments:

e Users can choose to view comments inline within the document text or
in the Comments Pane.

e Inline comments appear as balloons in the margin next to the
commented text, while comments in the Comments Pane are listed
sequentially with their corresponding text.

Formatting Comments:

e Word allows users to format comments to distinguish between
different commenters or highlight important points.

e Users can change the font, color, or style of the comment text to make
it stand out.

Resolving Comments:

e Once a comment has been addressed or resolved, users can mark it as
resolved to indicate that it no longer requires attention.

e Resolved comments remain in the document for reference but are
visually distinguished from active comments.



9. Deleting Comments:
e Users can delete comments that are no longer needed or relevant to
streamline document review and cleanup.
e To delete a comment, users can right-click on the comment box and
select the "Delete Comment" option from the context menu.
10.Conclusion:
e Comments in Microsoft Word are valuable tools for collaboration,
revision, and communication within documents.
e By effectively using comments, users can facilitate collaboration,
provide feedback, and improve the overall quality of documents.



