Making Documents Behave: How to use Track Changes

When a document has been edited by someone with Track Changes turned on, here’s
what it might look like:
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Dear FriendsandFamiy,

Iy Christmas miracle will occur when | finish this letter and manage to keep it under one page! Itis really difficult
to think of just one or two year-defining events for 2004,
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to finish his thesis for his Master's degree inFinance. Many items were confiscated during the writing process
(Internet cords, GameBoy, etc.). There were various incentive plans, pep talks, counseling sessions, and many
revisions of the paper. When all was said and done (successfully), Maria considered sending out announcements
proclaiming "It's a Thesis!” but Joel vetoed this idea. Joel can be "no fun® sometimes

to being the senior analyst (everyone else quit or was promoted) in about three months time. In a bizarre twist of
life, within two days of Joel officially finishing his Master's degree, Maria decided to return to school {anyone
surprised?) to work on a doctoral degree in Higher Education Leadership. The classes are through Western
Michigan and she can take most of the classes in Grand Rapids. So now that Joel is no longer commuting to work,
Maria is commuting to school.

Atwork, Joel was finally{transferred to Muskegon and promoted — ironically, he went from being the newest analyst [Etumma\t [MHA1]: Do we want to ]
say “from Grand Rapids™

In early March, we traveled to Egypt. | don't know how you can possibly summarize a trip like this in only a few
sentences, so here goes... You cannot even possibly imagne the scale of the temples and monuments in Egypt
unless you are there in person {okay, maybe on IMAX), We were consistently amazed by the abilities of the
Egyptian people to not only build these monuments in the first place, but also to cut them apart, move the pieces,

| and flawlessly rebuild them. The peaple we metin Egypt were yery friendly and pleased that we had leameda __.-{Formatted: Font: Bold ]
little bit of Arabic — unfortunately, our conversational skills were usuatlv exhausted after about two senténces. Joel
| triedto dors - hé s an artform in ---{Deleted: ed )
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If there are multiple editors, then there will be a different color for each person who
commented.

In the Review tab of the Microsoft Word Ribbon, click on the drop-down under Track
Changes and click Track Changes to turn it on..
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Track Changes (Ctrl+Shift+E)

Track all changes made to the
document, including insertions,
deletions, and formatting changes.
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Making Documents Behave: How to use Track Changes

. . Review
You can tell if Trac.k Changes |.s or.1 because the Track o - =
Changes button will remain highlighted. [ Previous *L.Z‘ | -b

In a document that has been reviewed, you can right click on any highlighted or
underlined text to get the options for dismissing or accepting changes or comments. In
the drop-down under Accept or Reject you can also deal with all changes in the
document at once.

rack Changes in Microsoft Word 2007.docc - Mi ft Word
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You can also see various versions of
the document (with all changes,
original w/markup)
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. . Compare|Show Source Protect
And you can compare multiple versions of the same - |Documents - || Document
document (importing all suggested changes at once): BN Compare...

Compare two versions of a
document (legal blackline).

Jﬂ Combine...
L 45 Combine revisions from multiple
authors into a single document.

Make sure you toggle Track Changes back to OFF when you are finished.
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