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In your tool bar – click on Comment (as below) 

 

You will now see a Comment tool bar (as below) 
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If you wanted to show that you were deleting text - click on the strikethrough option (as below) 

 

Simply highlight the text you want to be deleted (as below) 

 

It will then show the mark up as struckthrough and add the comment as below. 
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If you want to add text – click on the Add text icon as below 

 

Click the exact position where you want to add the text and then in the comment box type in what text 
you want to be put in and the click Post 
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If you wish to delete and replace with different text click on the icon below 

 

Highlight the text you want to delete 

 

Then type into the comments what you want the new text to me (for example, I wanted to change the 
date to 23 March 2020) as below – Click Post 
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To add a sticky not click on the icon as below 

 

Click the area where you want to make your comment – and then type your comment in (as below) 
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