Your Lastname 2

Your 
Name

Course Identification

Professor’s Name

Date

Title of Your Paper


Microsoft Word allows readers to insert comments into papers.  The location of comments in the text is designated by yellow highlighting.  To read the comments, simply place your cursor over the highlighting, without clicking.  After you have read a comment, you can edit or delete it by clicking on your right mouse button and selecting the appropriate command from the pop-up menu.  Try deleting the comment 
on this line now.


To insert comments in the file, simply place your cursor on the word or location where you would like to insert a comment, then click on “Insert” on the menu bar at the top of your word processing application, then choose “Comment.”  Type your comment in the space provided and close the comment screen.  Note that your name is included automatically so that the student knows who made the comment (in the labs, Matt Nichols name may be inserted instead of yours).  Try adding a comment here yourself.  The comment feature is a useful way for teachers and peer editors to exchange discussion about papers electronically.  One benefit over simply typing or handwriting comments on a paper is that they can easily be deleted without having to retype or reprint the paper.  


Another useful feature in Word is tracking changes to a document.  This is an extremely useful feature to allow for seeing a teacher’s or peer editor’s suggestions, or for use in collaboratively-authored documents and projects. Additions, deletions, and other changes appear on the reader’s screen in red.  If you have more than one reviewer/editor, they can each choose different colors.  Tracking changes is easy:  
simply click on “Tools” on the menu bar above, then select  “Track Changes,” “Highlight Changes,” and then check the box to “Track changes while editing.”  Try it yourself now.  The author can then decide whether or not to accept some or all of the suggested revisions by simply selecting “Tools,” “Track Changes,” and “Accept or Reject Changes.”  Try accepting the change you just made to this document now and see what happens.


Unfortunately, these features do not work well across platforms.  If you are using Microsoft Word to insert comments and/or changes in a file, you will want to save the file as a Word (.doc) or Rich Text Format (.rtf) document and make certain that your reader is also using Microsoft Word.  For information on saving files, see the instructions at http://www.georgiasouthern.edu/~jwalker/tutorials/mlaword.html or see http://www.georgiasouthern.edu/ /~jwalker/tutorials/commentswp.wpd for information on reviewing and inserting comments using WordPerfect.  Either 
way, don’t forget to run spell check!
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