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Show Comments for Reading

» In this tutorial, you will learn how to show or view comments in a document through Show Markup and
add comments to existing comments.
» You can page through comments using Previous or Next and remove comments using Delete.

Locating Show Markup

To locate the SHOW MARKUP button click on the REVIEW tab on the ribbon. The SHOW MARKUP button
is found under the Tracking section.
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Step 1: Click on the Show Markup button down arrow. Click on the Comments (you will see a check next to

the word Comments).
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Step 2: This will open the comments panel to the right of your document. Under the Comments section of
the REVIEW tab, use Previous and Next to page through the comments. Use Delete to remove a comment.
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Introduction

One of the benefits of online learning is the opportunity it gives students to
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Here is where you will type in your comment.

participate in a course or program of study fregardless of where they reside] A broad search

of online course and program offerings reveals that colleges and universities, both on- H
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ground and online, are continuing to expand their recruitment efforts to reach document.

Step 3: To add a comment to a comment, click the Add Comment button inside the comment box. A new
comment area will open under the previous comment.
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Finish: After following the above steps, you can view comments in any document, page through comments
using Previous and Next and remove comments using Delete. You can also add comments to existing

comments.
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