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Use Comments Tool in MS Excel

MS Excel allows users to leave comments on document boxes. The article will guide you to use this feature.

TipsMake.com - MS Excel allows users to leave comments on the document boxes. The article will guide
you to use this feature.

Open MS Excel and click the Review tab to check the Comments section.

When you want to leave a comment on the cell, select the desired cell then right-click and select the Insert
Comment option.
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A small text box will appear pointing to the selected cell. Enter the comment in this box.

If you notice, you will see a comment box showing the author's name as well. Furthermore, a cell with
comments is marked with a red triangle in the upper right corner of the cell.

When the comment is created, there will be more options when right-clicking on the box. New options to edit
comments, delete comments and show / hide comments.



The option to hide / show comments (Show / Hide Comment) can be used to pin / remove comments on the box.
When shown, the comment box will always appear even when we're working on another box. When to hide, it is
not displayed but running in the background.



If desired, the user can use the ribbon tool to show / hide the entire comment. That means that all the comment
fields will be in the current or hidden state.

Note : Comments are created for only one cell at a time, not allowing comments for multiple cells at once.
However, you will not be blocked when creating the same comment in another cell.

You finished reading the article "Use Comments Tool in MS Excel" edited by the TipsMake team. We hope
this article has provided you with many useful tech tips and tricks. You can search for similar articles on tips and

https://tipsmake.com


guides. Thank you for reading and for following us regularly.
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