@\Q Adding a Comment
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Open a Word document that has text.
Place your cursor where you would like to post a comment.

Click on Insert, then Comment.
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Then, just start writng -~ { comment [D1J:

To identity who is making comments or making changes:

On the Tools menu, click Options then select the User Information tab of the dialog
box and type in the name of the new user in the Name field.
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