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Microsoft Word 2003  
Working :ith Comments 

<ie: Comments  
Select <ie: | Markup to toggle viewing comments on and off 

 
 
The comments are displayed in the right margin.  Each editor9s comments will appear in a 
different color and each editor is identified in the comments. 
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Printing a document :ith and :ithout comments 
Word 2003 enables you to print your document with the comments / markup included, the 
doucment without comments / markup, or a list of the markup.  All of these options are 
availble from the print dialog box.   
 
Select File | Print 

 
 
 
Select the Print What menu 

 
 
Locument – the text of your document (without markup) 
Locument showing markup – the document including comments 
List of markup – a list of the comments without the document 
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Working :ith the ReCie:ing Toolbar 
Select <ie: | Toobars | ReCie:ing to display the reviewing toolbar 

 
 
Reviewing Toolbar 

 
 
Lisplay for Review menu options:  
Final – final document without markup 
Final Showing Markup 
Original Showing Markup – reverts to the text as you wrote it with the suggested insertions in 
the margin and suggestions to delete your words inline. 
Original – how the document would look if you rejected all changes. 
Sho: menu options: 
Uou can show V hide revisions and comments suing the Show menu options. 
PreCious – go to the previous revision or comment 
NeGt – go the next revision or comment 
Accept @hange options: 
Note: Accept changes applies to revisions and not comments. 
Accept change 
Accect all changes shown 
Accept all changes in document 
Reject @hange options: 
Note: Reject changes allows to remove comments and revisions from your document. 
Reject change / delete comment 
Reject all changes shown 
Reject all changes in document 
Lelete all comments shown 
Lelete all comments in document 



Microsoft Word 2003 Working with @omments 
Rev. 8/2007 - SN 

4

 
 
 
 

Changing the name in comments 
Each comment contains the intials of the editor who inserted the comment.   

 
This information is stored the User Information settings. 
Select Tools | Hptions | Iser Information 

 
 
Edit the Name and Initials dialog accordingly. 

 
 
Note: The information you type in the Iser Information dialog box is used by all 
Microsoft Office programs. Therefore, any changes you make to these settings will affect 
other Office programs. 

Additional Resources 
Get rid of tracked changes once and for all, Redmond: Microsoft 

Internet resource: 
http://office.microsoft.com/en-us/help/HA010983881033.aspx 

 
Frequently asked questions about comments in Word, Redmond: Microsoft 

Internet resource: 
http://support.microsoft.com/kb/286169  


