Using the Comment and Track Changes Features in Microsoft Word 2007
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 be easily deleted without having to retype or reprint the paper.  Microsoft Word allows readers to insert comments into papers.  

To Insert Comments

1. Place your cursor on the word or location where you would like to insert a comment.
2. Click the “Review” tab on the menu bar at the top of your word processing application (see Figure 1).
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Figure 1.  On the “Review” panel, select the “New Comment” icon.

3. Select the “New Comment” icon and enter your comment as shown in Figure 2.
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Figure 2.  Type your comment in the text box or balloon.

NOTE:  If you do not see the balloons, click on the “Balloons” icon in the “Review” panel and select “Show Only Comments and Formatting in Balloons.”
To View Comments

If the “Balloon” tool is activated, you will see a comment in the right margin of the document
.   If the balloon tool is not activated, place your cursor over the highlighted text without clicking. A comment will then appear (see Figure 3).
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Figure 3.  Viewing comments.
To Delete Comments

1. Place your cursor over the highlighted text or, if the “Balloon” tool is activated, place your cursor over the ballon, and click the right mouse button.

2. Select the appropriate command (“Delete Comment”) from the menu  (see Figure 4).  
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Figure 4.  Deleting comments.

Using the “Track Changes” Feature

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.  

To Turn On “Track Changes”

1. On the “Review” panel, left-click the arrow on the “Track Changes” icon.

2. Click “Track Changes.”   Changes to the document should be highlighted as shown in Figure 5.
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Figure 5.  Click on “Track Changes” icon from the “Review” panel.
NOTE:  When there are multiple reviewers/editors, you can change the colors and initials for each editor by choosing the appropriate selection from the “Track Changes” drop-down menu.

To Accept or Reject Changes

1. On the “Review panel, select the appropriate icon to accept or reject changes (see Figure 5).

2. Continue until all changes have been reviewed.

Note: You may also select “Accept All Changes in Document” from the “Accept” drop down menu, as shown in Figure 6.
[image: image6.jpg]@u-: ©a
154 3:::;2
a--u?—"::‘*ﬂ

u‘.«m.....

‘Document2 -+ Microsoht Word

e e

s
e Saten | ol
s

L el
g

s





Figure 6.  Accept or reject changes.
Unfortunately, these features do not always work well across platforms.  If you are using Microsoft Word 2007 to insert comments and/or changes in a file, you will want to save the file as a Word (.docx) or Rich Text Format (.rtf) document and make certain that your reader is also using Microsoft Word 2007.  You can also save the file as a Word 97-2003 (.doc) file to ensure that users of previous versions of Microsoft Office can open the file.  


�This is how you read a comment.
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