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COMMENT BOXES
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‘Comment’ boxes are designed to give extra information




COMMENT BOXES

‘Comment’ boxes are designed to give extra information
.

Note the ‘pop-up’ box, which appears as you hover over the word?

In Word 2000 and before – the following instructions apply:

1. Highlight the word or phrase you want to add a ‘Comment’ to

2. Go to Insert > Comment
The screen will now split.  The bottom half of the screen allows you to enter the description you wish to see as a ‘Comment’. When you’ve finished – click Close
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Enter your ‘Comment’ here
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When you have finished – click Close 

You will now see that your chosen word or phrase is covered with a yellow box. When the mouse pointer 
is hovered over this, your ‘Comment’ will appear.

In Word XP and thereafter – the same instructions apply 

However, there are differences:
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When you have finished – double-click this line to Close 
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For some unfathomable reason Microsoft took away the [close] button as well as the sound recording buttons from XP.
Also, the first time a particular machine is used, the screen still splits but instead of highlighting the word in yellow, as above, ‘Balloons’ are presented! Notice the one below – coming out of the word ‘splits’.


Notice the Balloon and line
This is often pink!

To get rid of this feature and to replicate as closely as possible those found in Word 2000 (and before) go to Tools > Options > Track changes
Having opened the dialogue box, a number of options are available. 

· Choose never


· Choose your preferred colour

· If you choose no colour, your word or phrase is surrounded by a sort of coloured bracket.

You can use this same area to change your user information (see CDS2 in the balloon above)
Click on the User information tag.

Fill in the boxes with your information.  This will then be displayed within the Comment box.  It is sometimes useful to replace your name and initials with words like ‘hint’ or ‘clue’ or ‘information’ – so that these words appear in your comment instead of your own name.

Good luck.
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