niar Tech Quick Guide

Accessible Technology

Annotating Text in Microsoft Word

Annotating text is a strategy that teachers and students use to explain, provide feedback, edit and revise
written work. Microsoft word has many tools and options that allow teachers and students to annotate
test. This quick guide will provide directions for four options.

e Highlighting

e Adding digital Text

e Adding Comments

e Inserting annotations through a voice file

Highlighting Text

Highlighting is an appropriate option for student note taking — selecting different colors for to represent different
elements of the text. Teachers may also use highlighting to provide feedback for student work.

1. To highlight text select the icon on the image, then select the desired color.

2. Consider using different colors for different purposes as in this example, _ and -

3. Remember to select “Stop Highlighting” when you have finished by selecting =7 A =

the same icon then the stop highlighting prompt. .
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To ask if there is
The only other sound's the sweep
Of

The
But | have ,
And miles to go before | slee

Stop Highlighting

|

AT Quick Guide — Annotating Text 9/12 www.montgomeryschoolsmd.org/departments/hiat



Adding Digital Text

Providing text in a digital format rather than paper allows ® -[Al-[El= == i=- & students
and teachers use MS Word features to annotate text by t M| sutomatic . simply
adding text in a variety of different ways. Teachers and e mEmEE students

may choose to edit student work or provide feedback by adding

text in a contrasting color, in this case green.
To change the color of text: » a digital forma’ oo iden
1. Select the text you wish to change. «tby simply addii i W Gach

) ) ) yadding textingd &) More COI0r1 Green
Select the large A underlined in color in the tool bar. @ cradient .

2
3. Then select the desired color.
4. The selected text will change to the desired color.

Teachers and students may also choose to annotate text by

adding digital text that is Bold, Underlined or /talic. All of these Home ———_——
choices make it clear that the additions are not part of the briled A
original work. To select any of these choices, highlight the

desired text and select the desired method of annotation from
the top toolbar. n_Ilr:uh-:uald Font

Paste -

Adding Comments Feature

Teachers and students may also prefer to
provide feedback through the

References Mailings Review Mathe ] .
“Comments” feature in the “Review” tab.
| 2 '_;1)’ To select this feature navigate the
2 :' “Review” and select “New Comments” as
ge || Nevrfipm— N LTI . o
Comment] = ME Changes - | Reviewing Pane - illustrated in this image.
Comments Tracking Using the “Comments” feature in MS

word creates an additional pane beside your document. The added comment is linked to selected word
in the original document via a red line with the comments written in a red box in the side pane
1. Place your cursor over the word for which you want to add an additional comment.

Select “New Comment”
The word is highlighted and bracketed in red.
As you type the comment the text appears in a red box in a pane on the right of the text

vk W

Keep adding comments by selecting “New Comment” each time.

mEadditianalcnmment Comment [WU1]: Do you rezally needthe word [ﬂ[]elete|v _-_lb, I Final: Show M
additional in this sente ru:e?l =

] Delete
6. The writer can elect to “delete” the comments, or delete all comments ¢
through selecting from the delete menu as illustrated in this image or
incorporate the comments in their document.

n Delete All Comments in Document
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Annotating with Voice Comments

Some students or teachers prefer to add voice comments when annotating. To locate

Programs (1) the sound recorder feature there are two options

&
L Sound Recorder a. Enter the word “sound” in the explorer search bar and select “Sound
Recorder”OR

b. Select “All programs” open the accessories folder, select “Sound Recorder”

1. Select the sound recorder option.

Control Pane
% Sound
'3@3' Replace sounds with visi
%, Change sound card settings
% Change system sounds

Microsoft OneNote (223) N Scumndiiecaiier - X
@ RE: Sound in classroom 2 . 2
@ Sound in classroom 2 ® Start Recordmg 0:00:00 ‘ @ 5

@ RE: tomorrow sounds goodtor -
Microsoft Qutlook (85)

(=] RE: One Mote and Word
i RE: One Mote and Word
=1 Assistive Technology and Speci

The above window opens.
Select “Start Recorder” and “Stop Recorder” when finished.
Begin speaking and your voice note is created

vk wN

Save your voice comment in the desired folder.

' See more results

¢ Favorites Documents library
Bl Desktop Sound files
4. Downloads = -

Name
| Recent Places
. English

@ Libraries J e \
3 Documents J Mew folder

J’. Music

&= Pictures //
B2 Videos T ’

File name: Recording Annotations

Save as type: ’Windows Media Audio File

6. Toinsert the voice comment in a document navigate to the saved file and “copy” from this location.

o

WMA

. . . S Voice Annotations.wma
7. Paste in the desired loaction within your document.

8. Your voice comment will appear as a “wma” file.
9. To play the voice note double click on the wma icon and the voice note will play

Note: If this Quick Guide is printed the icon associated with the “Voice
Annotation.wma” file will not appear.
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