
 
GOOGLEAPPS@MARICOPA: HOW TO EDIT & COMMENT ON A SHARED GOOGLE DOC 

 
1. Log in to your Google Docs account (remember, for students using GoogleApps@maricopa, this is 

http://www.maricopa.edu/google ; for a commercial account, it’s http://docs.google.com ) and select 
the document that you’d like to work on: 
 

 
 
 

2. Once you’ve selected the file that’s been shared with you, editing is no different than editing a 
document that you’ve created (as long as you have editing privileges!): 
 

 

  

http://www.maricopa.edu/google
http://docs.google.com/


3. If you want to add a comment to the shared document, just position your cursor where you want the 
comment (or you can highlight the text that you’d like to comment on), go to the “Insert” pulldown 
from the menu bar at the top of the document, and then click “Comment”: 
 

 
 
 

4. Now you can add your comment! One additional feature with Google docs is that each person can 
select a different color for their comments, so that it’s easy to distinguish each person’s input. Just click 
on your comment when you have finished it, and a color selection menu will pop up: 
 

 



 

See the difference? Now it’s easy to distinguish between the collaborators’ comments: 

 
 

5. What if one of the collaborators makes an unwanted change to the document? Previous versions of 
the document can be retrieved by going to “Tools” on the menu bar, then clicking “Revision history”: 
 

 
 

With the revision history, you can go back to an older version or you can compare versions with one 
another to see what changes were made (and by whom). 
 

  


