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Word 2003 Tracking Changes Tutorial 
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I. Activating Review Features 

 

 -To activate the review features within Word click on 

View>Toolbars>Reviewing which will bring up the Reviewing toolbar and click 

the track changes button.  To turn off tracking changes then click the button again. 

 

 
 

 

II. Adding Changes 

 

-To add any change in the document proceed to add or delete text in the 

body, header and footer, or anywhere else you wish and the changes 

will be marked with special formatting. 

 

 Example 1: 

 
-In the above example the word “this” has been deleted and replaced with 

the article “a”.  Note that any deleted text will appear in a red outline box.  

Any added text will by default appear in red and be underlined. 

 

 Example 2: 

   
-In example 2 returns are showed by a vertical line and a new paragraph of 

text has been added. 
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III.  Adding Comments 

 

 -To add comments click on the Add Comments button on the Reviewing 

Toolbar.   

 
 

Example 1:   

 
Note that a comment will appear on the left hand side of the document in a 

read box with black text. 

 

Note: Comments may only be inserted in the body text. 
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IV.  Accept Changes 

 

 -To accept a change right click on the change and choose “Accept 

Insertion” or “Accept Deletion”. This can also be accessed on the toolbar. 

 
 

Notice how the red text disappears after the insertion is accepted. 

 

 
 

-The red deletion text box will also disappear after the deleted change has 

been accepted by the reader.   

 

-To accept all changes in the document click on the “Accept All Changes” 

option on the reviewing toolbar. 
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V.  Reject Changes/Comments 

 

 -To reject changes right click on the added text or deleted text balloon and 

choose “Reject Insertion” or “Reject Deletion” 

 

 
 

 -The deleted or inserted text will then disappear. 

 

 
 

 - To delete a comment right click on the red comment balloon and choose 

“Delete Comment” option. 

 
 

 -To reject All Changes or All Comments click on the “Reject All Changes 

in Document” or “Delete All Comments” option from the Reviewing 

toolbar and then they will disappear. 
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VI. Navigating Changes/Comments 

 

 -To navigate through the changes or comments in a document use the left or 

right arrow buttons on the Reviewing Toolbar. 

 
 

VII. Show Features 

 

 -Certain features of tracking changes can be hidden from view by selecting 

or deselecting them from the Show Features option on the Reviewing toolbar.  

Uncheck features if you do not want them to show in the document. 

 

 

 
 -Changes can also be seen in the Reviewing Pane on the toolbar, if it is 

selected.  It will appear at the bottom of the document and allows the user to 

scroll through all of the changes and comments. 
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VIII. Track Changes Options 

  

 -There are options that can be changed in regard to how the changes are 

displayed in the document.  To access these options select tools -> options (a 

dialogue box will appear), select the “Track Changes” tab at the top of the dialogue 

box.   

 

A Dialog box will appear with options that can be changed. 
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IX. Display for Review 

 

 -The Display for Review provides a way to preview the changes without 

accepting or rejecting them.   

 

 
There are four options. 

 

 1. “Final Showing Markup” that displays the last changes and comments. 

 
 

 2. “Final” that displays what the document will look like with all changes. 

 
 3. “Original Showing Markup” which shows all sum changes. 

 
 4. “Original” which shows the original document before any changes. 

 


