
     Quick Start User Guide                                                  

 

e-Comments Chrome Extension ©2019 Pennington Publishing. Visit Pennington Publishing for instructional programs.   

 

 1. Click the e-Comments icon in your extension toolbar and switch the slider to the on position. 
The extension remains available to use with any Google doc or slide until you switch to the off 
position. The e-Comment extension automatically saves comments to the cloud and syncs data 
among multiple devices. Also, check out the useful links in the dropdown menu. The one-page 
Quick Start User Guide and Video Tutorial will show you how to use each program feature. The 
PDF comment banks for all four e-Comments extension levels (Grades 3−6, Grades 6−9, 
Grades 9−12, and College/Workplace) will come in handy. You never know when you’ll need to 
copy and paste a remedial or advanced comment to the extension level you’ve selected. Plus, 
trouble shooting and support are at your fingertips if you need help. 
 
2. Open a doc or slide and the comments menu pops up in the right margin. You can drag the 
menu to any screen position, scroll up and down, or re-size it with the bottom right triangle.  
 
3. To insert a comment, click or highlight a section of the writer’s text, scan the writing comment 
categories to narrow your search, and hover over the abbreviated comment buttons. You’ll 
notice that the menu darkens, and the full text of the comments appear in a pop-up. Simply click 
the button which responds to the writing issue and the entire comment appears in the margin of 
the writer’s document. Don’t worry; it’s saved. Writers can ask questions and you can respond in 
the “Reply” boxes for effective interactive instruction. 
 
4. Want to edit the comment just for that writer? Click on the three-dot button to the right of the 
comment to edit, delete, or link to the comment. You’ll notice that many of the comments are 
quite comprehensive, and you may wish to narrow the instructional focus for individual writers.  
 
5. Want to customize the comment for all your writers? Right click on the comment button to edit 
and save to the e-Comments menu. Check out all the format options in the e-Comments 
extension, including speech-to-text. Change your mind and want to restore the default 
comment? Right click on the comment and select “Restore Default Comment.” Note that you 
can also change all comments in that category back to their defaults: Right click on the writing 
comment category and select "Restore Default Comments." 
 
6. Want to add your own writing comment to the e-Comments menu? Click the "+" button and 
type in a comment abbreviation. To enter the comment, you can type with full formatting, copy 
and paste, or use the speech to text function. Add links if you wish. Don’t forget to save. 
 
7. Want to insert an audio or video comment? Make sure your mic or camera is on before 
recording. Click on the microphone or video icon next to the "+" button and select “Start 
Recording.” When finished, click “Stop Recording” and you can listen to or watch the playback.  
A pop-up window provides the record and playback functions. Select “Save to Doc or Slide” for 
just that writer or select “Save to e-Comments Menu” to be able to use for all your writers. 
 
8. Want to add a new writing comment category to the e-Comments menu for a specific writing 
assignment? Click the “Add Category” button at the bottom of the e-Comments menu, type the 
name of the category and click “Add.” Add as many of your own comments as you wish. To 
remove the category, right click on the writing comment category and select the trash icon or 
select “Export Comment Category” to save the comments to your computer. You can also save 
all changes in all categories by clicking “Export All” at the bottom of the e-Comments menu. Of 
course you can put them back in anytime by clicking the “Import” button. 
 
9. Take note of the positive comments at the end of the writing categories and the constructive 
criticism “End Comments.” Good writing feedback provides a balance of comments.  
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