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How to Add Comments on Microsoft Word

Today's TipsMake will guide you to add annotations to Microsoft Word documents in many ways.
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Double-click the Word document you want to edit. The document opens in Microsoft Word.
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Tiny houses are painted as a minimalist utopia. And while man
that brings, it doesn't come without a few challenges.

Tiny houses have their perks — they're both environmentally 3
guarters can create unexpected problems, like difficult zoning

compost toilets, and quick | es, to name a few.
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Tiny houses may have their appeal, but they're not the

things to consider before plunging into such a small space

So what does the reality look like versus the perception?
tiny home
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Click and drag your mouse over sometext. The text will light up. Highlight any content you want to annotate
(such as entire sentences or paragraphs).
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Right-click or two-finger click to select text. A drop-down menu will appear.
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Click New Comment . It'sat the bottom of the right-click menu.
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Enter comments. The legend will appear on the right side of the Microsoft Word window.
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Click anywhere on the document. The comment will be stuck in place and you can continue adding comments
to other sections.

Y ou must save the document before closing it, or your comments will be lost.

Add annotationsusing Track Changes
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Double-click the Word document you want to edit. The document opens in Microsoft Word.
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Click the Review tab . Thetag isin the blue section at the top of the document. A new set of options related to
document editing opens.
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Click Track Changes. Thisfeatureis at the top of the Word page, near the middle of the screen. When you
click onit, the "Track Changes' feature on Microsoft Word will be enabled.
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Click the drop-down menu next to Track Changes . The following editing options will appear:

Simple Markup — Simple markup by drawing a vertical red line to the left of any text added or deleted (does not
show other edits).

All Markup —Mark all the changes you make to the document in red text and a comment box on the left side of
the page.

No Markup — Shows your changes next to the original document but does not highlight them with red text or
callouts.

Original — Does not show your changes, only shows the original document.
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Click All Markup . This option allows you to leave comments for other users to see if needed.
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Tiny houses may have their appeal, but they're not the
things to consider before plunging into such a small space

So what does the reality look like versus the perception?
tiny home
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Click and drag your mouse over some text. The text will light up. Highlight any content you want to annotate
(such as entire sentences or paragraphs).
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Click the New Comment button near the middle of the" Review" tool row at the top of the Word window.
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Enter your caption. The legend will appear on the right side of the Microsoft Word window.
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Click anywher e on the document. The comment will be stuck in place and you can continue adding comments
to other sections.

Y ou must save the document before closing it, or your comments will be lost.

Add handwritten captions
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Click the Review tab . The tag isin the blue section at the top of the document. A new set of options related to
document editing opens.
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Click Track Changes. Thisfeatureis at the top of the Word page, near the middle of the screen. When you
click onit, the "Track Changes' feature on Microsoft Word will be enabled.
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Click the drop-down menu next to Track Changes . The following editing options will appear:
Simple Markup - Draws a vertical red line to the left of any text added or deleted (does not show other edits).

All Markup - Marks all changes you make to the document in red text and a comment box on the | eft side of the
page.

No Markup - Shows your changes next to the origina document, but without highlighting them in red text or
calouts.



Original - Does not show your changes, only shows the original document.
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Click All Markup . This option allows you to |leave comments for other usersto view if needed.
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Click Ink Comment . It'sin the upper-right corner of the" Comments' section in thetop toolbar.
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Enter your commentsin the box on theright side of the page.
If your computer doesn't have a touch screen, you can click and drag your mouse to draw.

The horizontal lines in the frame will disappear when you post a caption.

Hiois Tersis tyrbofizen o uedfying foros and insgsraticn for all Fabion s b name of pace 50 ioencn.
1o et @ 1T ik e Bhied o B comviempornriey in the feld of okl develapmant. Mew Tork
5 tale sl ey oied 3110 0t LA peadtabea ity 10, Terla's biithlay- hlds Teils Dy,

Bharry Uraned LLAH. CONr e LOTien 20k LEersthet 10 L HOuiE 0 RRpidentitient on by 52, 1902
| oelbeating L 31408 arvtbverian of sehost il remdor Hikols Prli. Sosaice Livins from iichigns g
it U5 Samvate o0 tha s pécadion.

T 1lroel gn Mbols Teds Corme ™ i reuivilly plided gn Lhe cotree of The S0Uh Mreel and dihy
8 Bevwraan i Wwnhttnn, Thasoe s g phota of Tanka b= the Shrtcs of Lery Moo Tae Lisarty:
Y Science Conter in Mriey Oy, n.lnrwruumt,-mudmnm:mdaﬂq.Mrmmu
| it F ST B b e Ta e, My Do et el i Tt
Bonbas: mw»rurmmwm;.amﬂ o M et Chiefiry™d Bool Tedla: Win Bt o Tirme
ran Aprificanty b His L. tary P Mikoda Tesls, Tha Genius Wha Lt the

| WL e By U Tiata Mbprsadial BRuny a0 The Aekidh Tasts kosium i Bigrads, T o0 of
Hikida Tosts |rsan ‘Wielbial, BiD Files Maness of Lhe lariniphei & ate oThar TRBWIES 1o Uhe gidal genbas,

Hihad Tortke it bt 0 oy BB, 15050 bs demian, Lika, whilh wis Tt et o it ot
Hergurias Bepin, rwgion of Croutis Hin Lether, Motin Trils wiaa » Sabin Oritodon Friest and b
macthar Djsika Wissch waa an irventon in ber cwn ightof Rounsheid sppdance. Trale atudsed ot th
Exaischebe, artiadi i LTS, the Pabrischeic ingdiute in Grag, Auiinia and the Unieerity of Fragpes. &1

B L ek isaiid b seeiiaiee in phass sed s . Bl e bop e # wiah
b iriaily. He boagins s v i i wiectricsl erginand wilh 8 Lk phose o ey i Budiges! b 1581,
vt 38 Tasls was wading with 3 Irignd (hrough he city park that the stk wolution 1o e
rpkating mapaetic fald Baihed teough hin mind, With a ick, e deve 5 Slagram in the 13nd splaining
Vi B Fried Vh e of thod oo oy, B Toon o 0 vt i, Tkt it Comcimarisl
Lénon Eompany in Paris whers be Eraigreed dynameoa. Whils In Hinbos g in J6E5, ke privabaly bt o
Proatypss of The- INGction mobor s ram it SuComstfully, Livustis I0 Inbariet ryons in [uiops |

TipsMake

Click or tap anywhere on the document. The comment will be stuck in place and you can continue adding
comments to other sections.

Y ou must save the document before closing it, or your comments will be lost.

Reply to a comment
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Double-click the edited Word document. The document opensin Microsoft Word.
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Place the mouse pointer over the annotation. Several options will appear below the comment.
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Click Reply . Options are on the far left, just below the caption you choose.
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Enter your response. Y our comment will be indented below the original comment.
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Living big in a tiny house

Tip: Press Ctri+Enter to post.

TipsMake

Click anywhere on the document. Y our response to the annotation will be attached to the document.

Y ou finished reading the article "How to Add Comments on Microsoft Word" edited by the TipsM ake team.
We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles
on tips and guides. Thank you for reading and for following us regularly.
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