
For	asynchronous	consultants:	How	to	remove	your	personal	name	and	contact	information	
in	Microsoft	Word	(Mac,	personal	copy)	

Some	consultants	face	the	situation	that	he/she	gives	writing	comments	in	Microsoft	Word	
documents	but	the	comment	boxes	show	his/her	personal	name	and	contact	information.	This	
document	will	tell	you	how	to	remove	your	name	and	contact	information	in	comment	boxes	if	you	
are	using	a	personally-owned	copy	of	Microsoft	Word	on	a	Mac.	

Step	1:	Go	to	“Word”	Menu	

Step	2:	Select	“Preferences”	

	

Step	3:	In	the	bottom	left	corner,	select	“User	Information”	

	

	

	

	

	

	



Step	4:	Change	the	first	and	last	name	to	“Writing”	and	“Center”	and	the	initials	to	WC	

	

	

When	finished	with	the	consultation,	follow	the	same	steps	to	change	commenter	labels	back	
to	your	name.	

	

	

	

	 	 	


