
Tracking Changes in Microsoft Word



Tracking Changes

You can easily collaborate on the same document with other people or simply track changes for yourself in a document.
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Turning On Track Changes

1. Pull down the Tools menu

2. Choose Track Changes
3. The Reviewing toolbar is displayed, and “TRK” is displayed in black on your Status Bar. Whenever “TRK” is displayed in black on the status bar, any changes you make will be tracked.

Turning Off Track Changes

To turn off tracking, simply do the same thing you did to turn it on:  Tools menu, Track Changes.

Viewing the Changes

Markup View

When you turn on Track Changes, you should automatically be switched to the markup view where you can see the markup bubbles. If you cannot see them, pull down the View menu and choose Markup.

Display for Review

By default, when Track Changes in on, the Display for Review is set to Final Showing Markup, which displays the latest markups. By clicking on the dropdown arrow on the Display for Review tool [image: image2.png]Final Showing Markup



 on the Reviewing toolbar, you can change to the following views:

· Final

· Original Showing Markup

· Original

Reviewing Pane

To display changes in a separate window, click on the Reviewing Pane tool [image: image3.png]


 on the Reviewing toolbar.  To turn off the pane, simply click on the tool again.

Reviewing the Changes

At some point you will want to either accept or reject changes that you have made to the document. Do this by reviewing the changes.

Reviewing Each Individual Change

1. Start at the beginning of your document

2. Click on the Next tool [image: image4.png]£33



 on the Reviewing toolbar.

3. To Accept the change, click on the Accept Change tool [image: image5.png]


 on the Reviewing toolbar

4. To Reject the change, click on the Reject Change tool [image: image6.png]


 on the Reviewing toolbar

5. To go back to a Previous change, click on the Previous tool [image: image7.png]R 3



 on the Reviewing toolbar

Accepting All Changes at Once

1. On the Reviewing toolbar, click on the drop-down arrow next to the Accept Change tool [image: image8.png]



2. Choose Accept All Changes in Document
Rejecting All Changes at Once

1. On the Reviewing toolbar, click on the drop-down arrow next to the Reject Change tool [image: image9.png]



2. Choose Reject All Changes in Document or Delete All Comments in Document
Comments

Inserting a Comment

1. Place the cursor where you’d like the comment

2. Click on the Comment tool on the Reviewing toolbar

3. Type the text for you comment

Deleting a Comment

1. Right-click on the Comment

2. Choose Delete Comment
Printing a Document with Markup

By default, when markup is displayed, the document will be printed as it looks on the screen with the marks.  

To print normally:

1. Pull down the File menu and choose Print
2. Under Print What, choose Document
