Peer Editing on Microsoft Word
Directions:

Part I.   Highlighter

Look for the highlighter button on your tool bar.  This button has the letter A with a pen leaning on the letter.  Click on this button and select the color you would like to highlight with.  To highlight you drag the pen on your cursor across the sentence you would like to highlight.  

You must highlight the following parts of the essay you are editing

Highlight the thesis statement in RED

Highlight all topic sentences in YELLOW

Highlight re-stated thesis statement in conclusion with BLUE

Part II.  Comments

You must make at least ten comments on the essay you edit.  I suggest you use the comment bubble to improve the following elements of the essay you are reading:

-Spelling

-Sentence structure

-Word choice

-Supporting evidence 

-Transitions

-Punctuation

•To insert a comment on the essay place the cursor (that’s the blinking black line) where you want to make a comment

•After placing your cursor go to Insert, look for Comment; click on Comment

•Type in comment and press enter.  You may now continue reading the essay.

•If you want to delete the comment, place your cursor on the comment and right click your mouse.  Select delete comment.  

