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When you are reviewing or editing a document and

want to comment on an item or text, you may use the
Pop-up comments.

Whenever the reader reads your document in normal
view, the pop-up is displayed and your comment is
highlighted for easy viewing. /
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How to Insert a Pop-up Comment in a Document

Highlight the text/item you want to comment on.

Onthe Insert tad, the galleries include items that are designed to coordinate with the overall look of
your document. You can use these galleries to Insert tables, headers, footers, ksts, cover pages, and
other document buliding blocks. When you create pictures, charts, or diagrams, they aiso coordinate
with your current document look.

You can easily change the formatting of selected text in the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using
the other controis on the Home tab, Most controls offer a cholce of using the look from the current
theme orusing a format that you specify directly.

To change the overalllook of your document, choose new Theme elements on the Page Layout tab, To
change the looks available In the Quick Style gallery, use the Change Current Quick Style Set command.
Boththe Themes gallery and the Quik Styles gallery provide reset commands so that you can always
restore the look of your document to the onginal contained in your current template.,

MS Word 2003 rd 2007
1. In the Insert tab, select Comment. In the Review tab, in the Comments group, click New Comment.
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2. A comment balloon will appear on the right portion of the window.

You may type your comment in the comment balloon.
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3. Save the document. The comment will now look like this:

3. Save the document. The comment will now look like this:
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