
Peer reviewers are asked to blind their work when providing edits or comments to 

the manuscript. Reviewers should clear personal information in the manuscript by 

following these steps: 

To Remove Authors Names from Comments: 

Open the Word Document 

Click ‘File’ then “Info” 

Click “Check Issues” 

On drop down list click “Inspect Document” 

In Document Inspector ensure “Document Properties and Personal Information box” is 

checked. 

Click “Inspect” 

Click “Remove All” 

Click “Close” 

Hit “save and the authors names are replaced by letter A” 

 

To Reverse this: 

 

 

Open Word 

Click “File” 

Click “Options” 

Click “Trust Center” and open “trust center button” to right 

Click “Privacy Center” 

Click on “Remove Personal Information from file properties” 

Click “OK” 

 


