HOW TO...ADD COMMENTS IN A DOCUMENT (WORD 2007)

1. Choose the ‘Review’ menu from the tool bar:
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2. In the ‘Review’ menu, select ‘New Comment’:
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3. You can now highlight any section in the document and type a comment that will appear in the margin for the next user to read.
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The comments you make will show up in a bubble in the right margin of the page.  

Possible applications:
· Annotating text with analysis or evaluation 

· Providing feedback on student writing 

· Facilitating group work and peer collaboration
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