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How to Insert a Pop-up Comment in a Document 
Highlight the text/item you want to comment on. 

 
 

MS Word 2003 MS Word 2007 
1. In the Insert tab, select Comment. 

 

1. In the Review tab, in the Comments group, click New Comment. 

 
 
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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2. A comment balloon will appear on the right portion of the window. 
You may type your comment in the comment balloon.  

 
 

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

 
 

 
 

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

 

 


